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1

Introduction

Department of Veterans Affairs (VA) Veterans Health Information Systems and Technology
Architecture (VistA) Scheduling (VS) Graphical User Interface (GUI) module is the
Windows GUI version of the Patient Information Management System (PIMS) Scheduling
module. It provides appointment management functions included in PIMS Scheduling, but
with the added convenience and usability of a GUI.

1.1 Purpose

The Veterans Health Administration (VHA) Office of Veterans Access to Care (OVAC)
requested an enterprise enhancement for the VS package. The enhancement reduces
operating costs for VHA and improves operational efficiencies, resulting in patient-centered
access to care, coordinated care, increased customer satisfaction, and the reduction of
excessive cycle/wait time for scheduling patients.

1.2 Overview

VS GUI is a software module that allows schedulers to make appointments quickly by
viewing multiple appointment request types and multiple clinics in one screen. A scheduler
can easily view patient requests for service, find the next available open appointment, view
the provider’s availability in multiple clinics, and track a patient’s appointment process.
Refer to Section 2 for a more detailed description of VS GUI functionality.

1.3 Project References

1.3.1 Information

The VS GUI points of contact (POCs) include:

e OVAC VSE Project Manager — Ms. Erin Vanderwall,
Erin.Vanderwall@va.gov

e OVAC Program Office - VHAVSEProgramOffice@va.gov
e OIT VSE Project Manager — Mr. Shannon Ayers, Shannon.Ayers@va.gov

Note: The VSE project SharePoint site can be accessed via the following link:
http://vaww.oed.portal.va.gov/pm/iehr/vista evolution/enhancements/SitePages/Home.aspx

VSE Pulse pages:

e Scheduler: https://www.vapulse.net/community/vista-scheduling-
enhancements-vse

e Super User: https://www.vapulse.net/groups/vse-super-users

e National Return to Clinic Order Implementation:
https://www.vapulse.net/qroups/return-to-clinic-rtc

e Frequently Asked Questions/Known Issues document:
https://www.vapulse.net/docs/DOC-107042
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1.3.2 Coordination

Coordination between the project and its specific support functions (e.g., installation
coordination, security, etc.) for VS GUI is the same as those for VistA.

1.3.3 Help Desk
Refer to Section 11 for additional information.
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1.3.4 Organization of the User Guide

This user guide is comprised of 11 sections, as follows:

Introduction: Addresses general project information

System Summary: Contains system configuration, data flows, and user
access level information

Getting Started: Contains procedures for logging on and off of the system,
instructions on how to print and export schedules, and information on VS GUI
tab displays, basic functions for searching, sorting, filtering, and viewing

Ribbon Bar: Contains procedures for using the Schedule Manager Ribbon
Bar and details on features, such as patient demographics, new request
actions, pending appointments, print, export, refresh, query tool, user
preferences, and patient preferences

Request Management: Outlines features and procedures for using the
Request Management Grid (where patient’s pending requests are displayed 25
at a time) and the Pending Appointments window (where booked
appointments are displayed in the in the Ribbon Bar of the Tasks tab)

Appointment Management: Provides details describing how to manage an
appointment — after selecting a patient, the option appears to schedule a new
appointment (APPT) or Patient-Centered Scheduling (PtCSch); a list of recent
and upcoming appointments is displayed in the Ribbon Bar

Clinics: Provides an overview of clinic and administrator views and actions

Reports: Provides an overview of viewing and printing reports, and
procedures for generating audit and clinic reports; a list of warnings is also
included

Trash Queue Cleanup: Defines this task and provides instructions for use

VistA Scheduling 508 Compliance: Outlines processes for executing VistA
Scheduling application functionality from the keyboard

Troubleshooting: Provides contact information for the Help Desk regarding
any problems with the VS GUI module
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2 System Summary

The VSE project delivers a series of enhancements to legacy VistA Scheduling Version 5.3
via the VS GUI application.

The previously nationally released version 1.4 includes VS GUI 2.0.0.14 and VistA M patch
SD*5.3*672. Install compliance date was Feb 8, 2018. This update included the following:

e Provides the capability for VSE users to authenticate via Personal Identity
Verification (P1V)

e Clinic Group will display for second patient without searching for a different
clinic group first. (Users should put curser in the clinic group field and click Enter
to refresh.) Ticket 110959194FY17

e Electronic Wait List (EWL) can now be consistently dispositioned from the
Resource Management (RM) Grid. Ticket 111259063FY17

e Scheduling grid no longer allows overbooks in the evenings after a FULL DAY
availability cancellation. The visual display does not extend the cancellation hash
marks to midnight, but it will not allow the user to book, and presents an
appropriate error message to user. Ticket 112362398FY17

e Drag and drop rescheduling within the current calendar view (including clinic
groups and provider search calendar views) is now available for most existing
appointments. Consult linked appointments and appointments in the past cannot
drag and drop as they have other linkages that still require manual cancellation.
Ticket 112487403FY17

e Slot tallies no longer move as the calendar view is scrolled down. Ticket
112529073FY 17

e Schedulers cannot add new request or appointments in VS GUI after a patient is
listed as deceased in VistA. Ticket 112602010FY 17

e Cancel by Clinic no longer allows PID to be changed by switching between
Cancel by Clinic and Cancel by Patient. Ticket 112748395FY 17

e VS GUI Audit Report now reports accurate counts of actions within VS GUI for
both individual and all schedulers. Tickets 112871937FY17

e Checking out appointment “Follow-up Needed” now works better than it did in
former versions, however we continue to keep it tied to the SD SUPERVISOR
key until we can completely separate the administrative check out function in VS
GUI from any ties to the encounter files. We do not recommend use of check out
at this time. Ticket 113233499FY17

e Appointments scheduled in VS GUI with a past date will now show in CPRS
cover sheet and visit location lists. Ticket 113212697FY17

e SDRR CLINIC LETTER REPORT will now run properly (was hanging on bad
data in previous versions). Ticket R14380532FY 17

The next nationally released version 1.5 includes VS GUI 2.0.0.15 and VistA M patches
SD*5.3*679 and GMRC*3.0*%98. Install period is projected for May 31 2018 at time of
publishing. This update includes the following:

e Pending Appointment Box Improvements:
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0 Columns in the Pending Appointment list are now sortable

o Filters can now be placed on each column in the Pending Appointments
list

0 The date range for the Pending Appointments list has changed from (-365
days to +365 days) to (-365 days to + 1000 days)

0 Right-clicks on the Pending Appointments list in the ribbon in VS GUI, a
new menu option, Print Pending, is now available. This option will print a
list of all of the current patient’s appointments that occur from the install
date of SD*5.3*679 into the future. If the list is filtered or date range
extended, the Print Pending results should reflect those filters.

e Patient Selection, when a patient is selected, the system no longer immediately
jumps to the New Request pop up box to prompt the user for a request type. The
user can click the New Request (New Request) button in the ribbon in order to
start a new request, as they could previously. This forces the scheduler to view
existing requests before making a new one.

e The View Mode selector in the Arrangement pane of the ribbon has been
removed, as it was unused.

e The print buttons in the letter printing window previous read Print (Local) and
Print (Server). Now they read Print (Windows Printer) and Print (VistA Print
Device), respectively.

e In the Select Patient pane located in the ribbon, additional fields have been added
to the patient information displayed. These include Primary Care Provider (PCP),
Mental Health Provider (MHP), and phone number. This addresses Ticket
R16775634FY18.

e The New Appointment dialog will now have the Comments field filled with the
comments from the original appointment request, whether it is an Appointment
(Appt.) Request, National Return to Clinic (RTC), Patient Centered Scheduling
(PtCSch) Electronic Wait List (EWL), or Consult request.

e The New Appointment dialog will now check to make sure that the slot being
booked into has not been made unavailable since the user started working on the
appointment (such as a clinic that was temporarily opened on a holiday being re-
closed). This addresses Ticket 115980703FY17.

e View only users and users without privileges in restricted clinics can now access
both the View Appointment and Expand Entry options when right-clicking on an
appointment. Neither of these options allows changing of any data. This addresses
Ticket R16581333FY17.

e The system will now allow a user to cancel an appointment for a deceased patient.
This addresses Ticket 112603678FY17.

2.1 User Access Levels
The VS GUI module uses three access levels:
Provider and Non-Scheduler (View Only) can view patient appointments, clinics, and
provider’s availability in VS GUI via:
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View patient appointments, clinics, and provider’s availability
Find Available Appointments slots in a clinic or group of clinics
Appointment Schedule displayed by clinic, provider or clinic group

Request Management Query Tool to produce a list of patients waiting for an
appointment

Expand Entry on existing appointments to view details of when the
appointment was created, encounter information (if available), and other
appointment audit fields

VistA Account Requirements: VistA option CLINICAL SCHEDULING

PROCEDURE CALLS [SDECRPC] and VistA key SDECZVIEW. Please
note, SDECZVIEW blocks all other SDEC keys the user may hold

Scheduler can make appointments quickly by viewing multiple clinics in one screen. The
user can easily find open appointments, view the provider’s availability in multiple clinics,
and track a patient’s appointment process in VS GUI via:

Find Appointments to specify the dates to view only available appointments
in a clinic or list of clinics

Resource Schedules to display clinic schedules

Appointment Schedule to display appointment schedules for a clinic and be
able to view a provider’s schedule for the day, week, or month

Request Management Queue to display a list of patients waiting for an
appointment or a consolidated list of a particular patient’s unfulfilled
appointment needs

Ribbon Bar for a view that shows individual patient information after a
patient is selected (demographics, pending appointments, etc.), as well as
system functions like print, export, query tool and user preferences.

VistA Account Requirements: VistA option CLINICAL SCHEDULING

PROCEDURE CALLS [SDECRPC] and VistA key SDECZMENU. Please
note, SDECZVIEW blocks all other SDEC keys the user may hold.

Administrator can perform all VS GUI Scheduler functions with the Task tab, with the
addition of two additional tabs:

System Tab to add/delete privileged users from a prohibited clinic and setup
clinic groups.

Reports Tab to view and export reports for clinic profile and user action audit
reports

VistA Account Requirements: VistA option CLINICAL SCHEDULING
PROCEDURE CALLS [SDECRPC] and VistA keys SDECZMENU and
SDECZMGR. Please note, SDECZVIEW blocks all other SDEC keys the
user may hold.
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3 Getting Started

This section provides a general walkthrough of the system from initiation through exit. The
logical arrangement of the information shall enable the user to understand the sequence and
flow of the system.

3.1 Logging On

VistA User Access and Verify codes are required to log on to the VS GUI. The user must
have VistA options and keys according to their role (listed above).

VA ldentification Cards (PIV)-enabled log in is introduced in this version. It is now the
primary method of log in, but the user must have an active VistA account to access VS GUI,
regardless of the method used to log in.

itk Sehedong TR e e

VistA Access
Verify Codes
are available

PIVloginis
preferred.
Highlight the
certificate that

Ghmig Schedutes. Provider Schedules *

Figure 1: User Login

Note: The main screen of the application informs users whether they are logged into
the test or production environment. The environment to which the user is logged in
will be displayed in the top right corner of the main screen page.

Figure 2. Main Screen with Test Environment Displayed

3.2 Two Factor Authentication Using PIV Cards

You will be prompted to access VS GUI using your PIV card and Personal Identification
Number (PIN). In order to do this, you must have taken the one-time action of linking
your PIV card to your Vista account. If you have already linked your account when
CPRS began PIV log in, you will not need to do it again for VS GUI. However, if you
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move to a different station/VistA instance, you may need to re-link to add your new
VistA account to your PIV card.

If you have not already linked your account, you can do so by following this link
http://go.va.gov/qugx. If you experience any issues or are unable to complete the
linking/binding process, please contact the Enterprise Service Desk at (855) 673-4357,
Option 3, or by email to ESDOtherSupport@va.gov.

Note: After selecting IAM Provisioning Service Link VistA to User you can tell if you’re
already linked or there is no link by looking at the Vista Instances.

1dS VA Provisioning Services [pressction)

Ll lI' O VAMC
My User Account Information
Rugunst o b4 Network id wic
User Name ===
VA Emall Address _.

My User Account Information
Network 14 was
User Name ===
VA Emad Agdresy [ 3

User Account Request Information

Fagunil bor Ohen

User Account Request Information
* Link Account Seects Vol rabrce v @

* Unk Acsount wprey— ] |
* Access Code « Accns Code
* Vel Code + Vel Code

Submd | Canced bl Lt

Figure 3: Linking PIV to VistA Account

If you are not able to log in with your PIV for any reason, you will be able to bypass the
PIV logon on the log in pop up by inserting your Access code/Verify Code on the log in
pop up box, but it is expected that a security mandate will require you to use two factor
authentications in the future, so it is highly recommended that you link your account to
avoid access problems in the future.

If you have used your PIV card in another capacity (logged into your computer, for
instance) in the last few minutes, VS GUI may recognize that PIV activity, and
automatically take you into the application without re-entering your PIV PIN.

Note: If the PIV authentication service itself is having problems authenticating, the user
may get an error, even if they select the correct certificate. These are usually widespread
outages affecting several applications. If the PIV service is going to be down for an
extended time, the national PIV will remove PIV completely, and the user will see a
message to use VistA login credentials. Either way, VistA credentials are the
contingency and can be used whether or not PIV authentication is working.

VistA Scheduling Enhancements 8 April 2018
VS GUI User Guide


http://go.va.gov/qugx

3.3 New Return to Clinic Orders (RTC Orders)

A nationally developed Return To Clinic (RTC) order dialog is included in CPRS version
31A. This order will allow VistA to transfer the national RTC orders to VS GUIl as RTC
requests. This will make it easier to transfer a providers RTC order information seamlessly
into an appointment with minimal human error in data transfer. All facilities have received
upgrades to both CPRS and VS GUI to allow this to happen, however implementation and
use of the national RTC order may not be immediate, and in some sites, will take significant
planning and coordination. Once clinical staff begin using the national RTC orders in CPRS,
the resulting requests should be processed in VS GUI.

3.4 Logging Off

To log off when you are finished scheduling appointments, click the close button (X) in the
upper right corner of the VS GUI.

!Fa

TEST ERVIRCHME
Ty
ye Taths Hyitem L)

e Pt T use: Teetoie Dot o] s i}
Figure 4: User Logoff

3.5 VS GUI Tabs
The VS GUI provides the following tabs:
e Tasks: Allows the scheduler to search for patient requests, view clinic
resources, and make appointments.

e System: Allows an administrator (with the SDECZMGR security key) to
add/delete privileged users from a prohibited clinic and set up clinic groups.

e Reports: Allows for various reports to be generated by users holding the
SDECZMGR security key.

ﬂ VistA Scheduling

Gender: Street Address:

Figure 5: VS GUI Tabs

3.5.1 Tasks Tab
The Tasks tab Ribbon Bar includes the following sections:

e Select Patient: Search for and view information about a selected patient

e Actions: Allows the sscheduler to initiate new APPT or Patient-Centered
Scheduling requests
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e Arrangement: Time Scale (slot length) displayed. Note: in this version,
View Mode does not change the view of the calendar. Use the Day, Week,
Month and Timeline buttons above the calendar itself to change the display.

e Pending Appointments: Date, clinic, and status of any pending
appointments, past appointments (365 days back), and future appointments
(1000 days forward) for the selected patient

e Special Needs/Preferences: Identified special needs and/or preferences for
the selected patient missing the Patient Record Flags (PRFs)

e Tools: Options include print, export, refresh, and queries.
e Settings: Access to User Preferences.

The Tasks tab Resource area includes the following sections:

e Calendar to choose a desired appointment date and to search for and access
Clinic Schedules, Provider Schedules, and Clinic Groups

e Schedules: View single or multiple clinic schedules in one screen

[reepsra———

||| ot Pooides Sehetides =

Figure 6: Tasks Tab Display
3.5.2 System Tab Action Areas

The System tab includes the following sections:

e Resource Management: Scheduling Management allows for management
of privileged users within Prohibited and Clinic Groups as well as the creation
and management of clinic groups.

e Resource Schedules Availability allows for search of clinic, provider or
clinic group by name.

e Selected Clinic provides a quick view of the selected clinic’s Primary
Provider, Overbook Limit, Inactive Date, and Reactive Date.
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ﬂ VistA Scheduling

ﬁ Primary Previder Mome  Inactive Date
Scheduling Availabdity Overbook Limt 3 Reactive Date
Management
Resource Management Resource Schedules Selected Clinic

Figure 7. System Tab

3.5.3 Reports Tab Action Areas

The Reports tab allows for viewing and exporting of Audit Activity and Clinics setup
information. Please note: Audit Activity Report is now working. See details in 8.1

B wista scheduling

el
199
4

Tasks System Reports

5 o

BAudit  Chnics
Aciivity

Reports
Figure 8: Reports Tab
3.6 Searching

The search feature enables a scheduler to:
e View and search clinic profiles to view appointments resources by clinic,
provider, or by clinic groups
e View and search patient requests by request type

e Sort the request queue by any column in ascending or descending order and
filter.

e Sort results and save the search into various outputs, such as Microsoft Excel
or Adobe PDF and print to a network printer.

3.6.1 Search for Patient

1. Loginto VS GUI.

2. From the Tasks tab, in the Search text box, type the search criteria for the
patient. Click Search, and then select the requested patient’s name. Click
Search/Choose patient from the resulting list.
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3. Inthe Search field, the following options are available for searching for a
patient:
o0 Last name,First name (no space between comma and first name)
o Full SSN
o First initial of the last name + last four of the SSN (ex. T0170)
o0 Last four of SSN (0170)
o0 Last name only (three-character minimum)
0 Spacebar + Search will bring the last patient used in VistA, CPRS and VS
GUI into the search drop down.
Ward: Svc Connected: Sc Percent: <
Last name name
Search: ESTEST/ADDRESS (=] | search | | Clear
ESTEST,ADDRESS 93 C VETERAN 1al
Ward: Sve Connected: Sc Percent: FUH Social SEELfl'ity
Search: SES12I701 : m Saarch Claar Number
PATIENT,SERVICE B 1171945 TEFEIFL ' VITTERAMN
Ward: Swve Connected: Sc Parcent: P =
e T P | e First Initial of Last
TEST,EMPLOYEE *SCNSITIVE" E EMPLOYEE NamQ+LaStdSSN
Ward: Svc Connected: Sc Percent: Last 4 SSN
Search: SEI3 'ﬂ Search Clear
PATIENT,SCHED 12 NSC VETERAN Mlale
Pye—— TWINKLE,STAR  J3/x/19 L] ETEF T kil
Last Name
Ward: Svc Connected: Sc Percent: (three character minimum)
Search: | VSH Tg‘;l Search | Clear Week 4
VSEALLIED CHAMP COLL EMP IVE *SENSITIVE* [ED VETERAN Male “
VSE,BLANK ELIGIBILITY 5 112-45-7951 NON M
VSE.DEATH 101-63-4427 NON M
VSE.HUMAN 101-46-1509 NO! =
VSE.NSC ONE 101-94-8607 NSC
VSE,NSC SHARE TRI D 1957 155-51-1152 NSC Ma
VSE,NSC THREE 45 101-78-3382 NSC Male
WVSE,SC PURPLE WWI AID 101-41-8542 SC VETE a
VSE,SCV 5/21/191 230-04-6763 SC VETERAN emale
e - =es—sssss=———— BSpace Bar & Search Screen
Ward: Svc Connected: Sc Percent:
View Mode
Search:! = | Search | | Clear- || Week T
VSETEST ONE  9/7/1965 225-68-1111 NSC VETERAN Male rrangement

Figure 9: Patient Search

3.7 Filtering
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Filtering can be accomplished in several areas of the VS GUI. Items that can be filtered are:

e Lists
e Time Period
e Facility

The following sections describe basic filtering.

3.7.1 Filtering Lists

You can filter any column on the request grid to narrow the type of information that you
want to view.

1. In the request grid or pending appointments box, click any column that shows a
filter icon.

2. Select afilter option.

3. Please note: Return to Clinic (RTC) are a sub-type of APPT Requests, and will
be included if you check APPT.

NOTE: Filters often carry forward to other patients or activities. They do not automatically clear
as the user moves from patient to patient, since many times the filter function is being used to
work a list of open items and those filters should stay in place.

REQUEST T\'Pﬂl WAIT TEHE A Days - PT H.ﬁHJ
RECALL Select All 3
RECALL APRT ald
EWL BwL H
RECALL RECALL | §
BECALL Shiwd ol with valoe that
15 gl to .
RECALL H
Hatch case
FResturces and
I5 egual ta
un M 1]
Hatch case
] Fliter Clear Filter
10 1

Figure 10: Filtering Lists
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3.7.2 Paging Through Records
Filtered results are retrieved from the database and displayed in 25 row increments.

To view additional records, use the arrow key located below the list to page through the
records.

[ Pt T oon Sty | Do i T

Gty o Lot~

Figure 11: Paging Through Records
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3.7.3 Filtering by Facility or Clinic

1. To filter by facility or clinic, in the Clinic Schedules pane, type in the name of
the desired clinic (six-character minimum when searching by clinic name;
four-character minimum when searching by clinic abbreviation),

2. Click the name of the clinic from the list to view the desired clinic.

1 December - 2016

Sun  Mon  Tue Wed Thu Fri Sat
a7 15 1] 20 1 ] 2

W5E CLINIC A

=] »

VWSE CLINIC B

WSE CLINIC C

WSE CLINIC D

W5E CLINIC E

V5E

Clinic 5chedules

Provider Schedules Clinic Groups =
Figure 12: Filtering by Facility/Clinic
3.7.4 Filtering by Time Period

1. To filter by time period, in the Resources pane, search for and select a desired
clinic.

2. From the calendar, select a month and day for viewing appointments.
Click the back and forward buttons to go to the previous or the next month.

I:l December - 2016 I:I
Son Mon Tee Wed Thu Fri ot
1

L
L]

Figure 13: Filtering by Time Period
3.8 Sorting
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You can sort the consolidated list of requests in the request grid in different ways to isolate
the information that you need to see.
3.8.1 Sorting by Column

You can sort the consolidated list of requests in ascending or descending order. The default
sort is by Priority Group, Service Connected priority, Preferred Appointment date, and Date
entered (Request date).

To sort by column:
1. Logonto VS GUI.
2. Click any of the column headers to change the sort order.

CID/PREFERRED DATE [

11f17/2015
11/19/2015
11/20/2015
11/20/2015
11/26/2015

11/26/2015

Figure 14: Sorting by Column
3. Click on the column header again to return to the default sort order.

3.8.2 Sorting Pending Appointments by Column

You can sort the pending appointments of a patient by Date, Clinic and Status. Date sort is
the default and the non-cancelled appointment closest to today’s date is displayed.

To sort by column:
1. Logonto VS GUI.
2. Click the Date, Clinic or Status column header to change the sort order.

Date | Clinic | Status a7

-

Jan 05, 2018@08:40 CHY PC DERMATOLOGY CANCELLED BY PATIENT (=
Jan 08, 2018@08:20 | CHY PC DERMATOLOGY CAMCELLED BY PATIENT
Mar 02, 2018@08:00  V5E TEST CUNIC 1 FUTURE

Pending Appointments
Figure 15: Sorting Pending Appointments list by Column
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3.8.3 Print Pending Appointment List for a Patient

The VS GUI allows for print of the Pending Appointment List. Use the following procedure
to print.

1. Logonto VS GUI

2. Inthe “Search” field, search for the name of the patient you wish to print
pending appointments for.

3. Right click in the Pending Appointments section. Select Print Pending from
the menu. Select desired printer, and then click Print.

VistA Scheduling Tor Division: UNASSIGNED TEST ENVIRONMENT [v2.0.0.15.7]

Name: VSETEST PATIENT THREE Patient Type: O New fng. Time Scale Date: 3 Chnic: T Seatas: - 3 o ‘\«ifh:N:- Pz
Gender: 14 Street Address: 64 ) STAGA — ot Wit St AFTERNOCHN Expont
Ward: Sve Connected N Sc Percent: caix Jan 05, 201880815  VSE AUCIOLOGY WO ACTION TAKEN i Rofresh
PP MHP Prane: = ” o o - B
Jan 16, J018@0B00  VSE TESTCLINIC 1 NO ACTION TAKEN .
Search: | VSE TEST PATIEENT THREE =
g = St Feb 15, 01B@0B30  VSE TEST CLINIC § (=+eewscmm mias iinn L
Sefect Patient Actiont Amangement Pending Appointm ) Special NeedsPreferences Took |
Expand Entry
|REQUEST TYPE T WAIT TIME AN Days + PT NAME T MATC S8 SOVt | TELEPHONE  PRIORI Print Percling E | ENTEREDYRE NO DATE W REQL "
APET 42 VSETEST PATIENT THREE E56-66-9044 (456) 765-3344 TINxn7 127112017 BATIE
APPT ) VSETEST PATIENT THREE 646.66-9938 (456) 768-3349 12714207 12/11/2017 PATIE
Anee ” VP PEFY AATIFLT TLIDSY. £LE SE ONAM TALELIEE 1AM LangaaE samauanie nare o
] 0 V
1 Sm mea-aa . emise smam i e _a.._ama ke
it VistA Scheduling [=[@]=]
VistA Scheduling for Division: UNASSIGNED TEST ENVIRONMENT [v2.0.0.15.8.1]
(LBl |
!L Tae] PPIOE =)
Nome: Sl Pnter =
eme: NewReq. || Time Scale Date | Clinic | Status 5| ||| MEEDS ESCORT
Gender: M [N P O Cretor - Froperties SPECIAL MODE OF TRANSP|
30-Minute ~
Ward: Sats: Ready Jan 26, 2018@10:00 | CHY EYE RETINA ACT REQ/CHECKED IN
Pee: KANE e PDRCrestor Feb 05, 2018@10:00 CHY PC DERMATOLOGY NO ACTION TAKEN !
i @ Where:  pdfemon ‘ Mar 02, 2018@08:00 | VSE TEST CLINIC 1 FUTURE
Comment: PDFCreator Printer I Prrttofile
s Actions || Armrangement Pending Appaintments Special Needs/Preferd
- Print rang Copil
REQUESTT| | 1 o Number o copes: [T =] V‘ MRTC‘ SN | SCVisit Y| TELEPHONE | PRIORITY V‘ CID/PREFERRED DATE V| ENTERED/RR NO DATE Y| REQ a
S o - =
PtCSch L e O 265-42-2812 | (323)233-2333 GROUP1  05/24/2011 05/24/2011 PRO
ApPT © Bt _l’g@ _l’glﬂ Fei Colate R/ 26548-2812 .~ (333)233-3233 GROUP1  03/05/2018 01/30/2018 PATI
Hln’r -~ WEE ADQ 1 29V 332 223 2NN nv‘nnwm 1 Tkl nnﬂ'
4 »
] [ ] Cancel | }een renamed to "PICSch” (Patient Centered Scheduling) | eage e
. L

Figure 17: Select Desired Printer
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3.9 Printing and Exporting a Request Management Grid

3.9.1 Printing a Request Management Grid

The VS GUI also allows for printing of a Request Management Grid. Use the following
procedure to print a request grid.

Note: Only requests downloaded on the Request Management Grid will print.
1. On the Ribbon Bar, in the Tools section, select the Print option.

1 Wi wrhedaing
fowt Tl Pumbotntagy L Chriams, CHETE i Wil
M| tan | Spmem Beeen

Farre Patsernt Type: Gk Tiran Sl (=" Chrat Status

[ Srveet Aibderis Gnyrate Tort ;@
o= Conf | rlmemn

Wara for; Convracias b Pesgene

Seneih, © emnd Clew rei

Figure 18: Selecting the Print Option
2. Select the desired printer, and then click Print.

i Print =3
General |
Select Printer
%Add Printer @Micrnsnf‘tKPS Documern
=i Fax =0 5end To OneMote 2010
HP Deskjet 30504 J611 series
1| 1] 3
Status: (Offline Preferences |
Location:
Comment: Find Printer... |
Page Range
i« Al MNumber of copies: |1 3:
{ ("
~ — v
3 3
12 28
Print | Cancel | |
Figure 19: Selecting a Printer
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3.9.2 Exporting a Grid

The VS GUI also allows for exporting of a Request Management Grid in Microsoft Excel
format.

To export a schedule:
1. On the Ribbon Bar, in the Tools section, select the Export option.

i
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Figure 20: Exporting a Grid

2. Inthe Save As dialog box, type a file name, select a file type, browse to the
location where you want to save the information, and then click Save.

3. Open the file and review the contents. All data displayed in the Request
Management Grid is saved.

Note: Only data that was loaded on screen at the time of export will be exported to
the file. Users may need to load more screens to see all the data.

3.10 Viewing

3.10.1 View Only Mode

A View Only mode is available for non-scheduling personnel. To provide this mode to a
user, you will need the option SDECRPC, and the SDECVIEW security key must be
assigned to the user. This mode allows users to view data in VS GUI but no changes or edits
will be allowed. This key overrides other VS GUI keys and assigns the user to View Only of
the Task Tab.

Information available for viewing includes:

e All Pending Requests
e Previously scheduled appointments
e Clinic with appointments scheduled
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e Provider with appointments scheduled

e Clinic Group with appointments scheduled

e Patient demographics and special needs/preferences

e Expanded Entry to display appointment audit details such as create date/time
e Query Tool to display a custom list of open requests

3.10.2 Viewing Requests by Request Type

A Scheduler can view requests for Veteran Appointments (APPT) requests—Consults,
Procedure, Veteran, Patient-Centered Scheduling reminders, or EWL reminders. The default
view is for requests that are 90 days or older. Users can change the view for a particular
session or change the default view by changing their user preferences (refer to Section 4.9).

Requests display 25 records at a time. Additional requests can be viewed by going to the next
page.

To view requests by request type:
1. Logonto VS GUI.

2. View the request grid. Consult, APPT, EWL, Procedure, and Patient-Centered
Scheduling requests that have a wait time of 90 days or more will appear in the
grid. The preferred date for the patient request type is shown in the Clinically
Indicated Date (CID)/Preferred Date column.

.amuasfrmm WAIT TIME >=90 Days = | PT NAME|

PROCEDURE Select All |

] CONSULT =
EXVL
PROCEDURE -l M

PROCEDURE
FROCEDURE

PROCEDURE

i
EWL Showr rows value tha

15 equal to =
EwL A

1
Match case

Resgurces And _

15 equal to

1 Match case

Filter Clear Filter

Figure 21: Request Type Column

3. Click the Request Type column to filter specific requests. Only request types
that are in the current request grid display in the filter tool.

a. Select EWL to view the Electronic Wait List requests.

b. Select APPT to view appointment requests (and RTC requests if the
category does not appear on its own.)
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c. Select RTC to view Return to Clinic requests (may be included in APPT
for some views including the query tool)

d. Select Patient-Centered Scheduling to view Patient-Centered
Scheduling requests.

e. Select Procedure to view procedure requests.
f. Select Consult to view consultation requests.
g. Or you can use any combination of the above.

3.10.3 Viewing Requests by Patient
To view requests by patient:
1. Logonto VS GUI.

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234),
Click Search, and then select the requested patient’s name.

il YistA Scheduling

i
(ELLH
R % Tasks System Reports

MName: Patient Type: DOB: Time Scale
Gender: Street Address: City/State:

Ward: swc Connected: Sc Percent: View Mode
Week
Search: TEST,CS |T| Search Clear

TEST,CS  11/2/1973 423123456 MILITARY RETIREE Female igement

Figure 22: Select Patient

3. In the Request Type dialog box select either APPT or PATIENT-
CENTERED SCHEDULING, and then click OK or click Cancel to see the
existing open requests.

The patient’s pending requests are displayed in the Request Management Grid, 25 records at
a time. Booked appointments are displayed in the Pending Appointments window on the
Ribbon Bar of the Tasks tab.

Figure 23: Patient Pending Requests and Booked Appointments

3.10.4 Schedule View

The buttons across the top of the calendar are the only working method to change the view
the schedule.
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The default schedule view displays the clinic schedule by week. but the view can be changed
to day or month view for ease of scheduling. To change the schedule view:

1. Logonto VS GUI.
2. Search and select a Clinic to open.

3. To change a view for a specific schedule, at the top of the Schedules section,
click the tab of your choice. The available views from the schedule include:

o Day

0 Week

0 Month

o Timeline

See the week view display below.

“Recall hat been renamed 1o ‘PICSH" (Patient Cemtered Schedulng) | oo 2

L

o bebadaes Provider Scheddes = || [Avaiabiity,  EUnavatable [_Avadable (Overbook [ [Appointment=  EMew [iwakin B0 Show [checkin [check Ot ]

Figure 24: Changing View of a Specific Schedule

4 Ribbon Bar

The following section outlines the features available in the Ribbon Bar of Schedule Manager.

4.1 Patients Demographics

4.1.1 Finding a Patient
1. Logonto VS GUI.

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234).
Click Search, and then select the requested patient’s name.

3. Select the requested patient’s name from the list.
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Search: | TEST | - | Search Clear

TEST.ELTONT 10/27/1932 101-81-7722 MSC VETERARN vale
TEST.GARRETT JOHN 6/23/1947 569-65-0008 MSC VETERAR dale
TEST.PATIENT ICN 1/1/1999 120-12-4574 MNSC VETERARN vale
TEST,STERLING PAUL JR *SENSITIVE® *SENSITIVE® MSC VETERARN vale
TESTPATIENT,MY 2141990 123-45-4321 NSC VETERARM vale
TESTPATIENT,VSE PATIENT  1/25/1944 101-74-4167 SC VETERARN vale

Figure 25: Search Patient

4.1.2 Viewing Patient Demographics in the Ribbon Bar

You can view basic patient demographic information in the Ribbon Bar; it provides a limited
amount of patient information, but you can choose to display more patient details. To view
patient demographics in the Ribbon Bar:

1. Logonto VS GUI.

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234).
Click Search, and then select the requested patient’s name.

View the patient demographics in the Ribbon Bar. The following patient demographics are
available:

e Name: Last name, First name

e Patient Type: VA patient type

e DOB: Date of birth in mm/dd/yyyy format

e Gender: Male (M) or female (F)

e Street Address: Patient’s street address

e City/State: Patient’s address city and state

e Ward: For inpatients, current ward location display

e Svc Connected: Is the patient service connected (YES or NO)

e SC Percent: Percent of service connected disability

e PCP: The patients Primary Care Provider

e MHP: The patients Mental Health Provider

e Phone: List the primary phone number of the patient

LT . oo
1 Tasks SystEm Reparts
Mame: EBC SHERMAN BERNARD IR Patiert Type: - 5C WETERAMN DB 241531
ender: atrest Ackdnegs: G 5 WALNL Limyotate: BIMIEA
Wiard: Sur Connected: YES S Percent:
PCP:  KAMWELOS SAMBIE M bR WISECUP, MABLE B Phares: 133} 333-3333
Search: EBOSHERMAN BERMNARCIR = Gearch | Clea
- |'..I|
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Figure 26: Patient Demographics in the Ribbon Bar
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3. Click anywhere in the Select Patient section of the screen to view the Patient
Inquiry Detail screen. This allows for viewing of additional patient
information, including the patients Primary Care team and provider, if
applicable.

LN Patient Inguiry Detail

TEST, INPATIENT 345-76-1111 MAR 21,2015
Address: 2334 WALT DISNEY WAY Temporary: NO TEMPORARY ADDRESS
AMAHEIM 92802
UNITED STATES
County: UNSPECIFIED From/To: NOT APPLICABLE
Phone: 888-333-4545 Phone: NOT APPLICABLE
Office: 888-777-9090
Cell: UNSPECIFIED
E-mail: UNSPECIFIED
Bad Addr: OTHER
Confidential Address: Confidential Address Categories:
MO CONFIDENTIAL ADDRESS
From/To: NOT APPLICABLE

POS: UNSPECIFIED Claim =: UNSPECIFIED
Relig: UNSPECIFIED Sex: FEMALE
Race: ASTAN Ethnicity: HISPANIC OR LATINO

Combat Vet Status: NOT ELIGIBLE
Primary Eligibility: CHAMPWVA (NOT VERIFIED)
| |Other Eligibilities:
Unemployable: NO
Status + ACTIVE INPATIENT-on WARD
Admitted : OCT 5,2015@14:02:04 Transferred
Ward : GENERAL Room-Bed 1 GEN-3
Provider : PROVIDER,MARG Specialty : MEDICAL OBSERVATION
Attending : DOCTOR,ONE —
Admission LOS: 72 Absence days: 0 Pass Days: 0 ASIH days: 0
Future Appointments: NONE
Remarks:
Date of Death Infermation
Date of Death:
Source of Notification:
Updated Date/Time:

Last Edited By:
Primame Care Tafarmatinn: =
1] | 3

Figure 27: Patient Inquiry Detail

4.1.3 Patient Eligibility Information

When adding a new Patient-Centered Scheduling or APPT request, the Patient’s Eligibility
Information window displays along with the New Appointment dialog box. The user can
move the Patient’s Eligibility Information window around the screen, for convenience.
Changes to eligibility may take 5 to 20 minutes to show in VS GUI as there are task jobs
running to verify the change before it is fully posted to the patient’s file. Please refresh if
you know the patient had a recent change in eligibility.

The window includes:
e SC Percent

e Current Disabilities
e Primary and Secondary Eligibility Codes
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wardk: Patient, TEST,CHRISTINE, has no current disabilties. Gendar Instbution Driginating Cate
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Figure 28: Patient's Eligibility Information

When the New Appointment dialog box is closed, the Patient Eligibility Information
window closes automatically.

4.1.4 Updating Patient Demographics

Patient demographic information, such as ethnicity, race, address, state, ZIP code, country, or
phone numbers that were not defined during registration, can be updated at any time during
the process. Perform the following procedure to update patient demographic data.

1. Logonto VS GUI as a Scheduler.

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234).
Click Search, and then select the requested patient’s name. Click Search.

3. Press CTRL+P to open the Patient Info screen. Alternatively, right click in the
patient demographics box or the patient preferences box.

Patient demographic information can now be displayed and edited at any point in the process.
Undefined patient demographic information displays in lists and text fields, on the Patient
Information window.

Note: Information that appears dimmed cannot be edited.

VistA Scheduling Enhancements 26 April 2018
VS GUI User Guide



BB patientinte—————____ Eik

Patient Irfarmation

Hame Do 3171

Gender Priomty Growp Hasital Status

| LT ' |5LF'.¢-R.-1.1LD _rJ

Raligion Race

|'_Nr:r|cr.~.':1. NO PREFERENCE j F mm INDIAN OR ALASKA NATIVE S
=

Ethnicity [T BLack OR AFRICAM AMERICAN
[T DECLINED TO ANSWER

| ROT HISPANIC OR LATING j [T NATIVE MAWAIIAN OR GTHER PACIFIC ISLANDER |

w Permasent Address
w Temporary Address

w  HNext of Kin
Specisl Heeds/Preferences

Timae of Day
¥ Gender Specific Provider [ Hearing Imipaired C AMOsly  © PMOnly (T Both
¥ Language Preference [+ teeds Escort Day of Week
I+ Monday I Tussday [ Wiadnesday
[+ On Stretcher I Specal Mode of Transporaton [ Tharsdey = Friday
Remarks: [yone
L Cancel

Figure 29: Patient Information Dialog

4. Click OK to update patient demographics. At this point, the updated
information displays in the Ribbon Bar.

5. Click Cancel to go back to the all patients view.

Note: If the patient is being edited in VistA Register a Patient or Load/Edit Patient
Data and the user attempts to save edits made to the Patient Info data, a “Patient is
being edited” warning message will appear and the user must click OK and Cancel to
get out of the Patient Info screen until the VistA Register a Patient or Load/Edit
Patient Data option is exited.

Zip | Save Patient Error @ City
ELM RID¢
Patient is being edited. Patient €
(276) 73t

Patient W

Figure 30: Patient is Being Edited Warning Pop-up

4.1.5 Editing Permanent Address
The Permanent address for a patient can be edited.
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1. Point to the Patient Info screen, which is available at any point via the RM
Grid.

2. Press CTRL + P to view the patient’s information.
A user can update the patient’s address Line 1 and 2, Zip Code, and Phone Numbers.

e Zip Code - five or nine digits (when entered, the system provides choices for
Cities that match that zip code and based on that, automatically completes the
State and County fields).

e For Phone numbers, VS GUI automatically formats the Patient Work Phone to
(xxx) xxx-xxxx if 10 digits are entered. If more than 10 digits are entered, it
auto formats to X-XXX-XXX-XXXX X....

Only characters (,), +, -, and X (Except Cell and Pager) are allowed in the
Phone Numbers.

3. Click OK when complete to save the information.
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Figure 31: Patient Info Dialog—Permanent Address
Note: Areas highlighted in gray cannot be edited.

4.1.6 Adding a Temporary Address
A temporary address can be entered for a patient.
1. Point to the Patient Info screen.
2. Press CTRL + P, which is available at any point in the RM Grid.
Note: The Address Active Box should be checked with a Start Date and End Date
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A user can update the patient’s address Lines 1 — 2 and Zip Code. Zip Code can be five or
nine digits (when entered, the system provides choices for Cities that match that zip code and
based on that, automatically completes the State and County fields).

3. Click OK when complete to save the information.

2| Patient Info EI@

Patient Information .
Name DOB SSN

TEST,CHRISTINE 5/25/1976 765-12-3423
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Female MARRIED -
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cac par | @ asian
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BLACK OR AFRICAN AMERICAMN

[hOT HISPANIC OR LATING - |

~ | Permanent Address

i~ | Temporary Address
Temporary Address
Start Date End Date
| Address Active 7
12/20/2016 B | Enter date ]
Addresss Line 1
Addresss Line 2
Country Zip Code City
United States - -
State County Phone

oK Cancel

Figure 32: Patient Info Dialog — Temporary Address
Note: Areas highlighted in gray cannot be edited.

4.1.7 Bad Address

A patient’s address may be incorrect (e.g., mail has been returned as undeliverable, or if the
patient is homeless). If you learn that a patient’s address is incorrect, you must indicate that
information on the patient’s record so notices are no longer sent. The incorrect address can be
indicated while updating the patient’s address information in the Patient Info dialog.

1. Logonto VS GUI as a Scheduler.

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234).
Click Search, and then select the requested patient’s name.
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Figure 33: Select Patient
3. Inthe Request Type dialog box, click Cancel.
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Figure 34: Request Type

4. Press CTRL + P to open the Patient Information dialog screen. Confirm that
the patient’s address information is incorrect or missing, and then click to

check the Bad Address check box.
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Figure 35: Appointment Request Dialog—Bad Address Selection

5. Choose the reason for the bad address:
a. Undeliverable
b. Homeless
c. Other
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d. Address Not Found
6. Click OK.

Note: If a scheduler later obtains a correct address and updates the patient’s record,
the scheduler must ensure that the bad address flag is REMOVED manually. If the
bad address remains, mail will not resume being sent to the patient.
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4.2 Actions

4.2.1 New Request

After searching for and accessing a specified patient’s demographics and associated pending
appointments, the Actions pane allows you to create a new request for the patient. For
example, creating a Patient-Centered Scheduling request as a follow-up to an appointment
request or creating a new appointment request after looking at only patient information.

To start a new request for an already selected patient:

1. Patient demographics and pending appointments appear in the Ribbon Bar. In
the Actions pane, select New Request.

BH vista Scheduling
17—
Wag—

bt Tasks System Reports

Mame: TEST,INPATIENT A Patient Type: 5C VETERAN DOB: 9/1/1945 New Req.
Gender: M Street Address: 900 5T ELENA 5T City/State: FOUNTAIN VALLEY,CA
Ward: GEMERAL Svc Connected:  YES Sc Percent: 50
Search: | TEST,INPATIENT A | | Search Clear:
S iEEr Actions

Figure 36: Actions Pane
The Request Type dialog box opens.

0 Request Type 1
What type of request is nesded?
@ APPT
Ptl5ch

O Cancel

Figure 37: Request Type — APPT
2. Click the Request Type, and then click OK.

4.3 Pending Appointment Window

The Pending Appointment Window displays a patient’s existing appointments. The
appointment view defaults to the current date. The Scheduler can utilize the scroll bar to the
right to scroll up to view appointments 365 days in the past. Or, the Scheduler can utilize the
scroll bar to scroll down to view appointments 1000 days in the future.

Selecting an appointment from the Pending Appointment window in the Ribbon Bar opens
the Clinic Schedule Grid. When you select a past appointment, the clinic schedule defaults to
the appointment’s date.
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Right click on an existing appointment in either the Pending Appointments box or in the
calendar to select Expanded Entry. This will show the audit history of that appointment’s

creation, check in, etc.
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Figure 38: Pending Appointment Window — Past Appointment Date

The clinic schedule defaults to the current date (today’s date) when you select an

appointment dated “today” or less than three days in the future.
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Figure 39: Pending Appointment Window — Current less than Three Days in
Future

The clinic schedule defaults to -/+ three days of the appointment date for future dates.
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Figure 40: Pending Appointment Window — Future Appointment Dates
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4.4 Special Needs/Preferences

4.4.1 Adding/Removing Special Needs/Preferences from Requests

Patients visiting the VA may require additional assistance when they arrive for their visit.
Some of these special needs/preferences may include issues with hearing, how they are
arriving at the VA, Day of the Week or Time of the Day, etc.

To add Special Needs/Preferences to an appointment request:

1.
2.

Log on to VS GUI
From the Tasks tab, in the Search text box, type the patient’s last name or the

patient’s first initial of the last name and last four of the SSN (e.g. S1234).
Click Search, and then select the requested patient’s name. Click Search.

Press CTRL + P to open the Patient Info dialog box.

Select the patient’s special needs from the Special Needs/Preferences section
of the Patient Info dialog box.
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Figure 41: Patient Info Dialog — Special Needs/Preferences Section
6. Click OK. The Special Needs/Preferences entered display in the Ribbon Bar.
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Figure 42: Ribbon Bar — Special Needs/Preferences
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4.5 Patient Flags

PRFs are used to alert VHA medical staff and employees of patients whose behavior and
characteristics may pose a threat either to their safety, the safety of other patients, or
compromise the delivery of quality health care. PRF assignments are displayed during the
patient look-up process. Each PRF includes a narrative that describes the reason for the flag
and may include some suggested actions for users to take when they encounter the patient.

When a patient’s record is flagged, a message window opens with an appropriate action
recommended.
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Figure 43: Patient Record Flags Dialog
1. Select an appropriate action.

2. To continue processing the appointment, click Continue; otherwise, click
Cancel.

Once processing has continued, the PRF continues to show on the Ribbon Bar. If the

user clicks on PRF in the flag box in the ribbon bar, the pop up box containing flag
details will return.
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4.6 Tools

4.6.1 Print

Note: The print buttons in the letter printing window previous read Print (Local) and Print
(Server). Now they read Print (Windows Printer) and Print (VistA Print Device), respectively.

Refer to Section 3.8.3 for details on printing the pending appointments list for a patient.

Refer to Section 3.9.1 for details on using the Print functionality in the Tools Pane via a
network printer. If you are printing a patient letter using this method, the address will print
too high on the page to fit into a windowed envelope.

Refer to Section 6.1.1 for details on printing using an active VistA print device. This
method is vastly preferred as it places the address into the correct spot for windowed
envelopes and allows schedulers to print to their office printer, centralized printers or other
bulk mail devices that are used in VistA for processing outgoing mail.

4.6.2 Export
Refer to Section 3.9.2 for details on exporting the request grid.
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4.6.3 Refresh

After checking a patient’s pending appointments or checking availability for a clinic, you
may want to reset the GUI back to the default view from when you first logon to the GUI,
clearing all text entered in any fields.

1. To refresh the GUI, go to the Tools pane.
2. Click Refresh. The GUI resets to its default logon view.

Print
Export

Tools

Figure 45: Refresh Button in Tools Pane

4.6.4 Query

In order to sift through patient data and only view data of a specific type, the Query tool can
be utilized to show only data matching specific criteria. Once the query has been performed,
only records matching the query criteria appear in the request grid.

e Patients are in Group A and can be used independently or in conjunction with other
search criteria.

e Request Type + Clinic/Services are in Group B. This group can be used
independently or in conjunction with other search criteria.

e Priority, Wait Time, SC Visit, Service Connected, Origination Date, CID/Preferred
Date and Urgency are in Group C. This group must be combined with other search
criteria from either Group A, Group B, or Group A and B to satisfy the Query Tool
business rules.

To perform a query:
1. Logonto VS GUI.
2. Select Query from the Tools pane. The Request Query window displays.
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Figure 46: Request Query

3. Click Submit. If the search criteria rules are not satisfied, a Query Rule
Validation dialog box displays.
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' rules at the top of the window.

OK

g1
L "

Figure 47: Query Rule Validation

Once all search criteria has been selected and the results have been returned, a Request
Query Confirmation dialog box displays the number of records found that satisfied the
search criteria.

The current query produced 2 records.
Do you wish to continue?

QK Cancel

. 1 -1

Figure 48: Request Query Rule Confirmation
4. Click OK to display the Query results in the Request Management Grid.
5. Click Cancel to remove search criteria and start a new search.
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Note: RTC requests are a subtype of Appointment Requests. In version 2.0.0.14,
chose Appointment to see both APPT and RTC requests. In addition, the query tool
will only return the first 200 entries found in the search. The user will be asked if
they want to continue and view the first 200, or go back to limit the search. Once the
list displays, page forward until the user reaches the end of the list to sort/filter on the
entire list. The query tool will retain the search criteria of the last search in a user’s
session to aid the user while they work a list of open requests.
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4.7 Settings — User Preferences

Users may now set their own column preferences within a session or as their default view.
From the far right of the Ribbon Bar, select the User Preferences setting icon.
The current column order is:

Request Type;

Wait Time; (Wait time calculated from Create date to today)

Patient (PT) Name;

Multiple Return To Clinic (MRTC);

SSN;

SC Visit;

Telephone;

Priority;

CID/PreferredDate;

Entered/RR No Date;

Requestor;

Requested By;

Clinic/Service; and

Comment

Note: Users can drag and drop columns to reorder them. Save as default and accept to save
the order from session to session. Reordered columns do NOT have any effect on log in
times, and are highly encouraged as Clinic/Service and CID/Preferred Date are far to the
right in the default order.
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Figure 49: Settings — User Preferences

Filters on the following fields are also available:

Request Time

Wait Time

CID/Preferred Date

Clinic/Service

SC Visit

Priority

Entered/RR (Recall Reminder) No Date

NOTE: Adding filters to user preferences is highly discouraged at this time. If the user

restricts their log in with filters, and the system cannot find any open requests, the log in will

take an excessive amount of time. If a user experiences long log in times, clear all

preferences.

To save your user preferences:

1. Select the sort order or filters to display.

To save the selections as your default view, select “Save as Default View” on the
bottom right. If you do not select “Save as Default View,” your selections will only
be applicable to your current session.

2. Click OK to save.

Note: If you filter the requests to view only Consult requests you will not see the
PtCSch requests unless you unfilter the preferences.

The User Preferences Settings icon is highlighted in green indicates the user

preferences are stored.

VistA Scheduling Enhancements 42
VS GUI User Guide

April 2018



To remove any existing user preferences for the user’s default view:
1. Click the User Preferences icon.

2. Inthe User Preferences window, click Clear, Save as Default View, then click
OK to save.

The User Preferences Settings icon will now display without the green highlight when
no user preferences have been stored.

User Preferences =

O Select sort order:

Column Filter

REQUEST TYPE

WAIT TIME

PT NAME

MRTC

55N

SCVISIT

TELEPHONE

PRICRITY
CID/PREFERRED DATE
| ENTERED/RR NO DATE
REQUESTOR

I REQUESTED BY

CLINIC/SERVICE

COMMENT

OK Cancel Clear Save as Default View

Figure 50: Settings — Save as Default View
5 Request Management
5.1 Request Management Procedures

5.1.1 Viewing a Patient’s Existing Requests
1. Logonto VS GUI.

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234).
Click Search, and then select the requested patient’s name.

3. Click Search.
4. Select the requested patient’s name from the list.
In the Request Management grid, view the existing requests for the selected patient.

Note: The patient’s booked appointments display in the Pending Appointment Window in
the Ribbon Bar. The default is the current date. Schedulers can scroll up or down to view
appointments dated -365 days to +1000 days of the current date.
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5. Click a Request Type entry and the Prerequisites screen opens. Prerequisites
are for RTCs only and the Prerequisite box will open if there is a
Prerequisite note. #NLT# will display in the comments if the provider
selected “NO LATER THAN?” for a priority request.

0 The Prerequisite screen will remain open while the user is on the Request
Management Grid.

o If switching to a Request Type with no Prerequisites, then the Prerequisite
screen will go away.
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Figure 51: Request Grid and Pending Appointments
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Figure 54: Prerequisite Screen

6. Right-click on an appointment in the Pending Appointments block and the
EXPAND ENTRY block opens.
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Figure 52: Request Grid Displaying Expand Entry Block

7. Click the Expand Entry block to see the expanded appointment information.

Appointment Demographics
Appointment Event Log
Appointment Wait Time
Patient Information

Encounter Information (this information will only display if the encounter
information has been entered for this patient)
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Figure 53: Appointment Demographics
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Figure 54: Appointment Event Log

i Expanded Entry
Cancel Reason:
Cancel Remark:

Rebook Date:

Request Type:
Next Available Type:

CID Preferred Date:
Follow-Up Visit:
Clinic Wait Time 1:

Clinic Wait Time 2:

NOTES:

Patient Information

Date Of Birth:
Sex:
Religious Preference:

Dvimmom s Elimeiinilise

Appointment Wait Tims Information

WALKIN APPT.

NOT INDICATED TO BE A "NEXT AVA.'
APPT.

MAY 24, 2017

No

1

o

SEP 06, 1952 Id:

Female Marital Status:

UNKNOWMN/NO PREFERENCE POS:

Dhrna Rismbar

Close.

~Clinic Wait Time 1 represents the difference betwesn the date the appaintment was entered and the date it was performed.
~Clinic Wait Time 2 represents the difference between the 'CID/Preferred date’ and the date the appointment was performed.

101-03-7770

DIVORCED

POST-VIETNAM

TN ITT-TTIT

EEEI

Figure 55: Appointment Wait Time
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i1 Expanded Entry

Patient Information

Date Of Birth:

Sex:

Religious Preference:
Primary Eligibility:
Address:

Email Address:
Radiattion Exposure:
Prisoner Of War:

AOQ Exp/Loc:
Combat Veteran:

Proj 112 Shad:

SEP 06, 1952
Female

UNKNOWN/NO PREFERENCE

1 TEST DRIVE CHEYENNE,
WYOMING 82000 USA

No

Id:

Marital Status:

POS:

Phone Number:
CellPhoneNumber:

Pager Number:

Status:

Last Admit/Lodger Date:
Last Disch./Lodger Date:
Combat Veteran End Date:

SW Asia Conditions:

Close |

101-03-7770
DIVORCED
POST-VIETNAM
TN 3777777
N In-ii

3131012

[E=3 Eo8 =<5

Figure 56:

Patient Information

“ii Expanded Entry

Check Cut

Treatment For Service Connected Condition: ~ NO

Combat Vet (Combat Related):  YES

Agent Orange Exposure: ~ NO

lonizing Radiation Exposure: ~ NO

SW Asia Conditions:  NO

Proj 112 Shad: ~ YES

Military Sexual Trauma: ~ YES

Head And/Cr Neck Cancer: ~ NO

1
2

PROVIDERS

WISECUP,MABLE B

STOP CODES

301 GENERAL INTERNAL MEDICINE
710 PREVENTIVE IMMUNIZATION

DIAGNOSIS

R97.1 Elevated cancer antigen 125 [CA

125]

PROCEDURES

99212 1 OFFICE/OUTPATIENT VISIT EST

Close |

elE =

Figure 57: Encounter Information

Note: This information will only display if the encounter information has been entered
for this patient.

5.1.2 Adding Appointment Request

1. To submit an appointment request, from the Tasks tab search for the patient

using the Search field.

2. Select APPT in the Request Type dialog box.
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5| Request Type
What type of request is needed?
@ APPT
PtCS5ch

0K Cancsl

Figure 58: Request Type - APPT

Note: If the patient has already been selected, the Request Type dialog box can be
accessed via New Req. in the Actions Pane of the Ribbon Bar.

BE vista Scheduling

LN

Tasks System Reports

Name: EST,INPATIENT A Pabient Type:

Gender:

Street Address:

Ward: NERA Sve Connected:

DOB:

City//State:

5S¢ Percent:

New Req.

8.

Search: | TEST,INPATIENT A - | | search | Qear

Select Patient Actions:

Figure 59: Actions Pane—New Req. Selection

In the Appointment Request dialog box, confirm Patient Information details.

In the Appointment Request dialog box, complete the Request Information
section.

Click the Clinic or Service/Specialty button. For Clinic, enter clinic name
(minimum of six characters) or Clinic abbreviation. For Service/Specialty enter
service or specialty (minimum of six characters required).

Enter CID/Preferred Date for the preferred appointment/Patient-Centered
Scheduling date. Enter date directly or select date from Calendar control
option. CID/Preferred Date can be past, current, or future.

Select Appointment Type if not defaulted by patient eligibility and clinic
selection then choose from the list.

In Requested By, select either Provider or Patient.

If Provider is selected, then enter the provider name (three-character minimum for
the list to populate) and select from the list.

Note: If the Patient was selected from Requested By, then the Provider field appears
dimmed and cannot be edited.
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o0 Status is automatically populated.

a. Established — The patient has been seen at that clinic in the past 24
months.

b. New — The patient has not been seen at that clinic in the past 24 months.

Refer to Section 6.3.2 for additional instructions regarding Multiple Appointments Required
check box options.
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- Request Information

CID/Preferred Date:

Appointment Type

= Clinic  Service/Spedialty

Requested By

B

Provider

Status

H

=l

-l

B

W

Multiple Appointments Required ~ |

Figure 60: Appointment Request Dialog — Request Information Section

If needed, users can view existing special needs and preferences in the middle section
drop down box. If changes are needed, the user can call the edit special needs and
preferences box by CTRL + P, complete the Special Needs/ Preference section. The
Remarks field is available to add clarifying information regarding selections made.
Selected Special Needs/Preferences and Remarks display in the Ribbon Bar.

Note: Text can be added in the Remarks field up to 80 characters to add information
regarding the Appointment Request. Text displays in the Request Management Grid
under the Comment column.

9. Click OK.

Updated demographics display in ribbon bar. The APPT Request appears on the
Request Management grid. The Clinic Schedule Grid opens for the clinic specified in
the request.

Note: APPT Requests with Comments are flagged with a red arrow in the Request
Management Grid.
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Figure 61: Special Needs/Preferences Section from Patient Info Dialog
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Figure 62: Appointment Request Dialog

5.1.3 Viewing/Editing Appointment Request

If a request (APPT, EWL, Veteran) needs to be reviewed or modified before being booked,
you can View/Edit the request in the Request Grid:

1. Logonto VS GUI as a Scheduler.

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and the last four of the SSN (e.g. S1234).
Click Search, and then select the requested patient’s name. Click Search.

3. Select the requested patient’s name from the list.

Note: When the Spacebar + Search is used, the Ribbon Bar and Request
Management Grid adjust to that selected patient.

4. Inthe Request Management grid, right-click the applicable APPT request.
5. Select APPT/VETERAN Disposition option.
The following options appear for selection:

@]

View Request

Edit Request

Transfer to EWL - refer to Section 5.1.5 for instructions
Death

Removed/Non-VA Care

Removed/Scheduled-Assigned

Removed/VA Contract Care

Removed/No longer Necessary

Entered in Error

O O OO0 O o O o
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6. Select View Request. The Appointment Request dialog box opens with
everything dimmed as the dialog box is Read-Only.

7 | Appointment Request for TEST, CHRISTINE (=%
Patient Information =
Name DOB S5N
TEST,CHRISTINE 5/25/1976 765-12-3423
Gender Institution Originating Date
Female CHEYENNE VAMC 11/03/2016
Originating User Priority Group Ethnicity
KROMN,CAROLYN § NOT HISPANIC OR LATINO
Race Address City State  Zip Code
ASIAN 12345 STREET NAME HERE LOMA LINDA CA 02354
Country Phone (residence) Phone (work)
United States 009-123-1234 (626)675-4567 X3434
Bad Address? Svc Related Veteran
Special Meeds/Preferences 1
Time of Day
Gender Specific Provider Hearing Impaired AM Only PM Only Both
Language Preference Needs Escort Day of Week
Monday Tuesday Wednesday
On Stretcher Special Mode of Transportation Thursday Friday
Remarks: | TEST OF NEW VERSION
NOTE: Ctrl-p to Edit the Patient Information / Special Needs / Preferences
Request Information
Clinic Service/Specialty CID/Preferred Date: Appointment Type
CHY EMERGENCY ROOM 11/4/2016
Requested By Provider Status
PATIENT NEW
Multiple Appointments Required
hd
OK Cancel

Figure 63: View Request (Read Only)

7. Click OK.
You return to the Request Management Grid.
8. Right-click the applicable APPT request.
9. Select the APPT/VETERAN Disposition option.

The following options appear for selection:
0 View Request
o Edit Request
o0 Transfer to EWL. Refer to Section 5.1.5 for instructions
o0 Death
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Removed/Non-VA Care
Removed/Scheduled-Assigned
Removed/VA Contract Care
Removed/No longer Necessary
Entered in Error

10. Select Edit Request.

O O O o o

The Appointment Request and Patient’s Eligibility Information dialog display.
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Figure 64: Edit Request (Request Information Only)

The editable fields are Clinic/Service Specialty; Appointment Type; Requested By;
Provider, and Comments. The CID/Preferred Date CANNOT be edited.

11. Click OK.

The request returns to the Request Management Grid with the updated information
listed.

Note: If you change the request for a Clinic to a Service/Specialty request, the
Appointment Type field can then be edited. Also, changes to the APPT Request are
tracked by the system in the SDEC APPT REQUEST file.

5.1.4 Disposition or Removing an Appointment Request

If an APPT request is no longer needed, the Scheduler can remove it from the Request Grid
following the steps below.

1. Logonto VS GUI as a Scheduler.

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234).
Click Search, and then select the requested patient’s name.
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Click Search.
Select the requested patient’s name from the list.

a >~ w

In the Request Management grid, right-click the applicable APPT request.
6. Select APPT/VETERAN Disposition option.

The following options appear for selection:

o0 Transfer to EWL. Refer to Section 5.1.5 for instructions

o0 Death
o0 Removed/Non-VA Care
0 Removed/Scheduled-Assigned
o Removed/VA Contract Care
0 Removed/No longer Necessary
o Entered in Error
APPT - - - E—
| APPT/VETERAN Disposition » Transfer to EWL
APPY EWL Dispesition Death
APPT Removed/Non-VA Care
A contect Options ' R d/Scheduled-Assigned
. . . emove cneduled-Assigne
Right clickin APPT ’ g
4 Request Removed/VA Contract Care
- Removed/No Longer Necessary
Entered in Error

Figure 65: APPT/Veteran Disposition Options

7. Select the applicable APPT Disposition option. APPT Request is removed
from Request Management Grid.

5.1.5 Transfer to EWL Request for a Patient

If an appointment cannot be scheduled because of limitations, the patient is put on an EWL
for future scheduling. Use the following procedures to transfer an APPT Request to an EWL
Request.

1. Logonto VS GUI as a Scheduler.

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234).
Click Search, and then select the requested patient’s name.

In the Request Type dialog box, click Cancel.

In the Request Management grid, view the open APPT Requests for the
patient.

5. Select the APPT request that needs transferred to EWL.
6. Right-click the APPT request and select APPT/VETERAN Disposition.
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7. Inthe APPT/VETERAN Disposition options, select TRANSFER TO EWL.
The EWL Request dialog box displays.
Note: The Transfer to EWL option is not available for MRTC appointments
nor is it available for users who do not have the SDWL MENU Security Key.

Confirm Clinic is the default in the dialog box. If not, search for and select the
appropriate Wait List Clinic by name. Searching by clinic abbreviation is not
supported in the EWL Request dialog.

Note: Clinic or Service (stop code) does not default if it is not activated as Wait List
Clinics in SD Wait List Parameter (File #409.32).

CID/Preferred date and Status are not editable.

Appointment Type is the default from APPT Request Clinic. If a patient is a Veteran
and the Service Related box is checked, the Appointment type defaults to Service
Connected. Also, if the Service Connected disability is greater than or equal to 50%,
the Appointment type defaults to Service Connected. This puts the EWL request in a
higher priority than other EWL requests.

Requested By and Provider are populated from the original APPT request but are

editable.

Enter Comments as appropriate.
8. Click OK.

The request grid shows requests of the selected patient. The newly added request is
selected. The calendar defaults to the desired date and shows the clinic schedules.
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Figure 66: EWL Request Dialog
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5.1.6 Disposition or Removing a Patient from the EWL

If a patient is on the EWL for an appointment or a consult, and information is received that
the patient no longer needs the appointment, the EWL request can be removed and will no
longer appear in the Request Management Grid.

To disposition or remove the EWL Request:
1. Logonto VS GUI as a Scheduler.

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234).
Click Search, and then select the requested patient’s name. The patient must
have an existing EWL request.

3. Inthe request grid, right-click the desired EWL request and select the EWL
Disposition.
The following EWL Disposition options are available for selection:
0 Death
Removed/Non-VA Care
Removed/Scheduled-Assigned
Removed/VA Contract Care
Removed/No longer Necessary
Entered in Error
o0 Transferred

The EWL Request is removed from the Request Management Grid and the next APPT
Request is moved up and highlighted.

O O O 0O O

5.1.7 Adding Patient-Centered Scheduling Request
To add a new Patient-Centered Scheduling request for a patient:
1. Logonto VS GUI as a Scheduler.

2. From the Tasks tab, in the Search text box, type the patient’s last name or
patient’s first initial of the last name and last four of the SSN (e.g. S1234).
Click Search, and then select the requested patient’s name.

Click the New Req button in the Actions pane.

4. In the Request Type dialog box, select PATIENT-CENTERED
SCHEDULING (PtSch) and click OK.
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What type of request is needed?
APPT |

@i PtC5ch

QK Cancel

Figure 67: Request Type—PATIENT-CENTERED SCHEDULING

5. Enter a Patient-Centered Scheduling Date. Enter the date the provider
requested.

6. Enter a Patient-Centered Scheduling Date (per patient). Enter the date the
patient prefers.

7. Enter a Patient-Centered Scheduling Appt Type.

Follow up

Consultation

Routine

Evaluation

Check the box for Fasting if the patient needs to fast for the appointment.

o
(0]
(0]
(0]

8. Enter the Length of the Appointment.

9. Select Clinic (the Clinic can be searched by Clinic Name with 6-character
minimum or by the Clinic’s abbreviation with a 4-character minimum).

Note: The Clinic does not appear for selection if the Patient-Centered Scheduling
Reminders Letter is not defined for the clinic.

10. Select Patient-Centered Scheduling Provider (3-character minimum).
11. Enter a Comment.

12. Press Ctrl + P to view the Special Needs/Preferences window for the Patient
Info dialog box and add or edit preferences as appropriate.

13. Click OK.

The request grid shows requests of the selected patient. The newly added request is
selected. The calendar defaults to the desired date and the selected clinic and defaults,
and shows the clinic schedules.

View the Special Needs/Preferences window in the ribbon bar to confirm it is
updated.
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fa R - PrCleh Provider
\\\\\\ t

e bcheduies) Provider Schecules = || [Avsitability: I Unavailable lavailable Tl Overbook | | Appointmens

Refresh

MRTC TELEPHOME | PREGRITY 7 CIDVPREFERREL

Evew [walkin @voshow [Jcheckin [Echeckout |

Figure 68: Patient-Centered Scheduling APPT Request Dialog

5.1.8 Viewing/Editing Patient-Centered Scheduling Request

If a Patient-Centered Scheduling request needs to be reviewed or modified before being
booked, you can View/Edit the request in the Request Grid using the following steps:

1.
2.

Log on to VS GUI as a Scheduler.

From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234).
Click Search, and then select the requested patient’s name.

Note: When Spacebar + Search are used, the Ribbon Bar and Request Management
grid adjust to that selected patient.

3.

In the Request Management grid, right-click the applicable Patient-Centered

Scheduling request.

4. Select the Patient-Centered Scheduling Disposition option.

The following options appear for selection:

(0]

O O 0O 0O 0O o o

View Request

Edit Request

Failure to respond

Moved

Deceased

Doesn’t want VA services
Received care at another VA
Other
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Figure 69: Patient- te heduwsition Dialog
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5. Select View Request. The Patient-Centered Scheduling Request dialog box
apbpears with the contents dimmed as the dialoa box is Read-Onlv.

5 | Appointment Request for VSE, TEST ONE @
Fatient Information
Marme DOB 55N
VSETEST OMNE 9,/7/1985 225-68-1111
Gender Institution Criginating Date
Male CHEYEMMNE VAMC 06/12/2017
Criginating User Pricrity Group Ethnicity
HOLLINGSWORTH,KAREN M HISPANIC OR LATING
Race Address City State  Zip Code
ASIAN 1234 SUNSHINE AVE HUNTINGTM BCH CA 92647
Country Phone (residence) Phaone (work)
United States (423) 987-6543 (423) 926-1171 3

Bad Address?

v ) Special Needs/Preferences

NOTE: Ctrl-p to Edit the Patient Information / Special Needs / Preferences
PtCSch Information

PtCSch Dates™ 8| PtCSch Date (Per Patient): | Enter dafe ]

PtCSch Appt. Typer® w | Fasting: Length of Appt:

e » PtCSch Provider -

Comment: -
0K Cancel

Figure 70: Patient-Centered Scheduling Appointment View Request Dialog

6. Click OK. You return to the Request Management Grid.
7. Right-click the applicable Patient-Centered Scheduling request.
8. Select Patient-Centered Scheduling Disposition.

The following options appear for selection:

0 View Request

Edit Request

Failure to respond

Moved

Deceased

Doesn’t want VA services
Received care at another VA
Other

9. Select Edit Request. The Patient-Centered Scheduling Request dialog
displays.

O O OO0 O o o
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Figure 71: Patenthton Dialog

VistA Scheduling Enhancements 60 April 2018
VS GUI User Guide




X Appointment Request for VSE, TEST OME @

MName DOB 55N

WSETEST ONE 0/7/1985 225-68-1111

Gender Institution Originating Date

Male CHEYEMME VAMC 06/12/2017

QOriginating User Priority Group Ethnicity

HOLLINGSWORTH KAREN M HISPANIC OR LATINO

Race Address City State  Zip Code
ASIAN 1234 SUNSHINE AVE HUNTINGTM BCH CA 92647
Country Phone (residence) Phone (work)

United States (423) 987-6543 [423) 926-1171

Bad Address?

v ) Special Needs/Preferences

MOTE: Ctrl-p to Edit the Patient Information / Special Needs / Preferences
PtCSch Information

PtCSch Date:* 3/6/2018 B PtCSch Date (Per Patient) | 3/6/2018 m
PtCSch Appt. Type* [Semi-Annual Exam v| Fasting: [C| Length of Appt: 30
Clinic: CHY PC ENLOW » PtCSch Provider | giqiTH JANICE -

Comment; & MO F/U NO LAB

OK Cancel

Figure 72: Patient-Centered Scheduling Appointment Edit Request Dialog

Note: The editable fields are PtCSch Appt. Type, Fasting, Length of Appt., Clinic,
PtCSch Provider, and Comment. Note the PtCSch Date and PtCSch Date (Per Patient)
are not editable.

10. Click OK. The request returns to the Request Grid with the altered
information listed.
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5.1.9 Disposition or Remove Patient-Centered Scheduling Request
To cancel or delete a Patient-Centered Scheduling request:
1. Logonto VS GUI as a Scheduler.

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234).
Click Search, and then select the requested patient’s name.

3. Inthe RM Grid, right-click the Patient-Centered Scheduling request and
select PtCSch Disposition. The following dispositions are available for
selection:

Failure to respond

Moved

Deceased

Doesn’t want VA services

Received care at another VA

Other

O O 0O 0 o o

Cortact A 5 . e
Contact Attempls Recali” has been rey

PrCSch Digposition L View Request

L

Edit Request

Failure to respond

Mowved

— Deceased

Coesn’t want VA services
Recenved care at another VA

Cther

Figure 73: Patient-Centered Scheduling Disposition Options
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4. From the PtCSch Comment dialog box, enter comments as necessary. Only
the current comment entered is displayed although there is an Audit Log of

Uses that created previous comments.

] PtCSch Comment

Comment:

b

[ Ck | [ Cancel |

Figure 74: PtCSch Comment Dialog Box
5. Click OK. The patient is removed from the request grid.

Certain dispositions will present a Patient Contacts message pop-up if the business
rules were not met. To disposition the request, click Yes to acknowledge the warning.

Patient Contacts

The required number of Patient Contacts has MOT been completed for

l % this request.

Are you sure you want to remove this request?

Yes

Mo

Figure 75: Warning Pop-Up If Business Rules Were Not Met
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Note here the Request Type, Dispositions, and Contact Message information.

Reqguest Type Dispositions Contact Message
PtC5ch Failure to Respond Required Number
message gets Comment
asked in VistA
Moved commenmnt
Deceased comment
Doesn't want VA Services comment
Received Care at another VA comment
Other Required Number message
gets Comment asked in VistA
EWL Death closes
Removed/Non-VA Care closes
Removed/Scheduled-Assigned | closes
Removed/VA Contract Care closes
Removed/No Longer Required Mumber message
Mecessary
Entered in Error closes
Transferred closes
APPT Transfer to EWL
Death closes
Removed/Non-VA Care closes
Removed/Scheduled-Assigned | closes
Removed,/ VA Contract Care closes
Removed/No Longer Required Mumber message
Mecessary
Entered in Error closes

Figure 76: Request Type/Dispositions/Contact Message Reference

5.2 Contacting a Patient

A patient may need to be contacted by phone or letter to schedule an appointment. Contact
efforts can be added to the patient record for APPT and EWL requests. They are viewable in

the GUI and are stored in the SDEC APPT REQUEST file.

5.2.1 New Contact Attempt
To document New Contact Attempt information:
1. Logonto VS GUI as a Scheduler.

2. From the Tasks tab, in the Search text box, type the patient’s last name (or the
patient’s first initial of the last name) and last four of the SSN (e.g. S1234).

Click Search.
Select the requested patient’s name from the list.
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5. Inthe request grid, right-click APPT, PtCSch, or EWL request type, and then
select Contact Attempts. The following Contact Types are available for

selection:
o Call
O Letter

6. Select Call or Letter

TN S EEE

RECANEST Tyt WAL T &

Figure 77: Contact Attempts

The New Contact Attempt dialog box displays showing, Patient Name, Clinic Name,
Desired Appt. Date, Request Type, and Patient phone numbers. Select Call or Letter
and accept the default contact date/time (which is the time the New Contact Attempt
dialog was opened) or change as appropriate. You can change the Date/Time to a past
Date/Time to document when the contact attempt was created. Backdating an attempt
will still reflect the entry date and time in the far-right column.

7| Contact Attempts =x =R (==
Request Information
PatientName:  VSETEST ONE Clinic Name: ~ UAT CA RETEST CLINIC
Desired Appt Dater  01/13/2017 RequestTyps:  APPT
Home Phone;  (423) 087-6543 Cell Phone:  +423000388843
Work Phone:  (423) 926-1171
New Contact Attempt
Contact Type: @ Cal Letter
Date/Time: | 6/14/2017 12:42 PM ]
4 June - 2017 r
Sun Mon Tue Wed Thu Fri Sat | 800AM 830AM S00AM  9:30 AM b
22|28 29 30 31 1 3 | 1000 AM 1030AM 1100 AM 1130 AM
23| 4 6 7 B % 10 |1200PM 1230PM 100PM 130PM
24|11 12 13 [14] 15 16 17 [ 200PM 230PM  300PM  330PM =
ubmit
25|18 19 20 21 22 23 24| 400PM 430PM  500PM  530PM
26|25 26 27 28 29 30 600PM  630PM  T00PM  7:30PM
27 3 00 PM
Close
Dirag 2 column hesder and Grop it here to group by that column
Attempted Date/Time Current Type Comments Entered By Entered Date/Time
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7. Enter the phone number that was contacted, if desired, and provide any
appropriate information in the Comments section.

8. Click Submit to enter the Call Attempt details, which will be displayed at the
bottom of the New Contact Attempt screen and highlighted in Green.

The above procedures can be repeated as many times as needed to attempt to contact the
patient. There is no limit to the number of attempts that can be created.

51 Contact Attempts =2 E=R==|
Request Infarmation
Patient Name:  VSETEST ONE Clinic Name: ~ UAT CA RETEST CLINIC
Desired Appt Date:  01/13/2017 Request Type:  APPT
Home Phone:  (423) 987-6543 Cell Phone:  +423000888843
Work Phone:  (423) 926-1171
New Contact Attempt
Contact Type: @ Cal Letter
Date/Time: | 6/14/2017 1:03 PM =
Comments: |
‘ Submit
Contact Attempts
Drag 2 column header and drop it hers to group by that column
Attermnpted Date;‘T\me V‘ Current | Type T | Comments T | Entered By T Entered Date/Time i
6/7/2017 10:00:00 AM True Call LEFT MESSAGE HOLLINGSWORTH KAREN M 6/14/2017 1:03:58 PM

Figure 79: New Contact Attempt Submitted and Displayed

Note: The name of the person entering the contacts, the date the contact was entered,
and the attempt date/time are shown.

e For Non-Mental Health appointment contacts, a call and a letter (letter must
be at least 14 days old) are required prior to system dispositioning without an
appointment.

e Mental Health appointment contacts require 3 calls on different calendar days
(ex. Monday, Tuesday, Wednesday). At least one letter is required (letter
must be at least 14 days old) and can be on same day as a call attempt.

e Attempting to disposition prior to the above rules being met will result in a
warning message of the business rules not being met (See Figure 77). Click
Yes to acknowledge the warning and disposition the request or Click No to
return to Request Management Grid.

Figure 80: Displaying Name of Person Entering Contacts
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After making an appointment the request is dispositioned and removed from Request
Management. If the appointment is cancelled, the request returns to the grid and the current
field in Contact Attempts changes to false and is a tan color.

> oo
Request Information I. ’
Patient Name: “ Clinic Name:  CHY PC ENLOW
Desired Appt Date:  04/11/2017 Request Type:  VETERAN
Home Phone:  (FTT) TTT-T777 Cell Phone: (FTN) TTT-TTT7
Work Prone:
New Contact Attempt
Contact Type: @ Call Letter
Diate/Time: 5/24/2017 11:00 PM =
Comments:
Subemit
Contact Attempts
Drag & column hasder and drop it here 10 group by that column
Attempted Datq,l"Time T | Current W Type W Comments | Entered By | Entered Date/Time
5/2/2017 1:46:00 PM False Letter MAILED LETTER IN AFTERNOON | HOLLINGSWORTH KAREN M 5/24/2017 10:47:08 PM
5/2/2017 14500 PM False Call 2ND CALL ATTEMPT - NO ANSWI HOLLINGSWORTH KAREN M S/24/2017 10:46:41 PM
5/L/2017 10:45:00 AM False Call 15T ATTEMPT TO CALL - NO ANS . HOLLINGSWORTH KAREN M 5/24/2017 10:45:56 PM
Figure 81: Appointment Canceled
After making a New Contact Attempt after the cancellation, the new attempt will be
green and the Current field will be “True”.
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u]

Request Information

Patient Name: -

Desired Appt Date:  04/11/2017
Home Phone:  (777) 777-7777

‘Work Phone:

New Contact Attempt

Contact Type: @ Call O Letter

Clinic Name: ~ CHY PC ENLOW
Request Type:  VETERAN
Cell Phone:  (777) T77-7777

Date/Time: 5/24/2017 11:03 PM "‘
Comments:
Contact Attempts
Drag 2 column header and dro it hers to group by that cohumn
Attempted Date/Time V| Current V‘ Type V| Comments | Entered By | Entered Date/Time W
5/24/2017 11:00:00 AM True Call CALLING TO RESCHEDULE - 15T ATTEMPT - NO ANS HOLLINGSWORTH KAREN M 5/24/2017 11:03:31 PM
5/2/2017 1:46:00 PM False Letter MAILED LETTER IN AFTERNOOMN MAIL HOLUNGSWORTH KAREN M | 5/24/2017 10:47:08 PM
5/2/2017 1:45:00 PM False Call 2ND CALL ATTEMPT - NO ANSWER - LEFT MESSAGE HOLLINGSWORTHKAREN M | 5/24/2017 10:46:41 PM L
> | 5/1/2017 10:45:00 AM False Call 15T ATTEMPT TO CALL - NO ANSWER - LEFT MESSA HOLLINGSWORTHKAREN M | 5/24/2017 10:45:56 PM
Figure 82: New Contact Attempt After Cancellation
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6 Appointment Management
6.1 Adding Appointments

6.1.1 Add Appointment for Appointment Request
1. Log into VS GUI as a Scheduler.

2. From the Tasks tab, type the patient’s last name and first name in the Search

text box. Click Search, and then select the requested patient’s name from the
list.

3. In the Request Management Grid, select APPT request. The Clinic Schedule
Grid displays the clinic schedule based upon CID/Preferred date of request. For
past dates, the clinic schedule opens defaulted to current date. For current date
(or CID/Preferred date less than three days in future), the clinic schedule
displays defaulted to current date. For future dates, the clinic schedule displays
-/+ three days of CID/Preferred date.

Note: For newly created APPT requests, the system automatically highlights the
APPT request and the Clinic Schedule displays.

Stabt [ riat
3 ACTION TAIEN Bt o
K ACTICH TAEEN Sy
63 AICTION TREEN Refiesh
KO ACTION TRIEN - ealt
12 ACTION TAREN ET | preleren

NS TEST CLINIC  ACT REQYCHECKED OUT j
FOCH-COUNT/CHEQKED { T

Spenal MesdoPrefiorerces | Mobls Peguesty | Tooln S

Gender: Strest Address: ¥ Cityistabe:
Ward: St Conneched: 1 Sc Percent:

Samrch: | TEST 208 = Sewth - ewr Wi

REQUEST TYPE o WATT TIME A8 Duys = PTHAME

| CYPREFERRED DWTE 7 CLDC/SERVICE 7 WD SN S0vet | TEREPHOSE FRIGRITY 7] ENTEREDYRA MO DATE 7 RE(
AP ] TEST 808 RJEFTT T CARDIOLOGY AIAGETI (el TH5I2M  ROPS  LENIN6 pal
CONTAT [ TEST.808 I CARDIDLOGY COMSIAT T DO TSUIM GRS N6 Al
Faga | § L
.| Clinic Schedule displays
w= APPT Request with _
A Day e Honth Timelne 29 Wowember - 5 December 1006+ &
.| future CID/Preferred 5| e —
i 9 Tuesday 30 Wednestay [0 Thursday 2 Friday Sarday 4 Sunday 05 Monday
u| Date defaulted as -3/+3 £ T TR S
°| days of date. j| e
v | poan
15 n 3
CapBRLOGY . 9:0::"1"; : ; :
3
DOCTCR.ONE.
Pravider Schedules Gl Grops Cvew Ewakin Tivoshow  Echeck in  [Thchek 0w

Figure 83: Select APPT Request — Clinic Schedule Grid Display

4, In the Clinic Schedule Grid, select the available time slot. Uneven start times
are available. Time Slot details display in the Time Slot Viewer.

Note: Refer to Section 7.1.7 for detailed information on Time Slot Viewer
functionality.
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Figure 84: Select Time Slot

5. Right-click in the time slot. Add Appointment option displays. The Create
Walk In Appointment option is only available for selection on the current date.
It is not available for past or future CID/Preferred dates.

| ——
- I

Add Appointment

Create Walk-in Appointment |

4

Figure 85: Right-click Options — Add Appointment
6. Select Add Appointment.

The New Appointment dialog displays as well as the Patient Eligibility dialog box.
e Appointments Tab:

0 The Patient Information Section displays Name, DOB, SSN, Svc
Connected, SC Percent, Global Assessment of Function (score) (GAF) (read
only), and the Svc Related check box.

o0 The Appointment information section displays Benefit/Eligibility (provides
drop down for patients with multiple eligibility), Start Time, Appt Type,
Duration, Clinic and Notes (Appointment Start Time; Duration on for
appointments to VL Clinics; and Notes are editable fields). Information can
be added pertinent to appointment.

0 The comments from the original request will populate the Notes field in the
New Appointment dialog. This text is editable before the new appointment
IS created.

0 The Appointment Conflicts section displays any appointments already
scheduled that potentially conflict with the appointment being added.
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Figure 86: New Appointment Dialog
7. Add any applicable notes to the appointment. Click OK.
The Print Letter? Dialog box displays.
8. Click OK to print the Letter to the patient.
Click Cancel if you do not want to print the letter.
Print Letter?
@ Print the Patient Letter?
ok I | Cancel I
Figure 87: Print Letter? Dialog
9. To close the Request dialog box, click OK.
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Closing Request E

o This request will be clossd,

[x ]
Figure 88: Closing Request Dialog

The APPT Request is removed from the Patient Request Management Grid. The Next

request for patient is moved up and highlighted.

The Clinic Schedule closes and the next appointment clinic schedule opens.

The New appointment displays in the Pending Appointment Window on the Ribbon

Bar.

10. Select appointment from the Pending Appointment window to view the
appointment in the Clinic Schedule Grid. The clinic schedule opens. For past
dates, the clinic schedule opens defaulted to the appointment date. For the
current date (or appointment date less than three days in future), the clinic

schedule displays defaulted to current date. For future dates, the clinic schedule
displays -/+ three days of appointment date.

" Clinic Schedule displays past
——— appointment date defaulted as
- day 1 + & days.

-
fer-r2i

pusies

e B e [ Dt Srew BB Ok in [T Ched S

i Tkt rirader Slepie -

Figure 89: Clinic Schedule Grid — Past Appointment Display

For current date (or appointment date less than three days in future), the clinic
schedule displays defaulted to current date. See below.
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Figure 90: Clinic Schedule Grid — Current Appointment Display

For future dates, the clinic schedule displays -/+ three days of the appointment date. See

below.
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Figure 91: Clinic Schedule Grid — Future Appointment Display
6.1.2 Add Appointment for EWL Request
1. Loginto VS GUI as a Scheduler.
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2. From the Tasks tab, type the patient’s last name and first name in the Search
text box. Click Search, and then select the requested patient’s name from the

list.

3. Click the New Req button in the Actions pane.

Note: Refer to Section 5.1.5 for steps on transferring the APPT request to the new

EWL Request.

" | Request Type
What type of request is needed?
@ APPT

PtC5ch

0K

=

Cancsl

Figure 92: Request Type

4. In the Request Management Grid select the EWL request.

The Clinic Schedule Grid displays the clinic schedule based upon the CID/Preferred

date of the request. For past dates, the clinic schedule opens defaulted to

CID/Preferred date. For the current date (or the CID/Preferred date less than three
days in future), the clinic schedule displays defaulted to the current date. For future

dates, the clinic schedule displays -/+ three days of the CID/Preferred date.
Note: For the newly created Patient-Centered Scheduling request the system

automatically highlights the APPT request and the Clinic Schedule displays. If the
EWL is for a service/specialty, no grid is displayed and the clinic must be searched

and selected.
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Figure 93: Select EWL Request

5. In the Clinic Schedule Grid, select the available time slot. Time Slot details
display in the Time Slot Viewer.

Note: See Section 7.1.7 for detailed information on the Time Slot Viewer
functionality.
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Figure 94: Select Time Slot
6. Right-click in the time slot. The Add Appointment option displays.
Note: The Create Walk In Appointment option is only available for selection on the
current date. It is not available for past or future CID/Preferred dates.
| add Appointment
Create Walk-in Appointment
A
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Figure 95: Right-click Options — Add Appointment
7. Select Add Appointment.

The New Appointment dialog box contains the following sections:

e Appointments Tab:

0 The Patient Information section displays Name, DOB, SSN, Svc
Connected, SC Percent, GAF (read only), and Svc Related check box.

0 The Appointment information section displays Start Time, Appt Type,
Duration, Clinic and Notes (Appointment Start Time; Duration on for
appointments to VL Clinics; and Notes are editable fields).

0 The Appointment Conflicts section displays any appointments already
scheduled that conflict with appointment being added.
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Figure 96: New Appointment Dialog

8. Add any applicable Notes to the appointment. The comments from the original

request will populate the Notes field in the New Appointment dialog. Click
OK.

The Print Letter? Dialog box displays.

9. Click OK to print the Letter to the patient. Click Cancel if you do not want to
print the letter.

Print Letter? Ei I

e Print the Patient Letter?

QK || Cancel I

Figure 97: Print Letter? Dialog
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10. If you do want to print the letter, click OK, and the print dialog box will pop
up. If there is no letter in the box, contact your local clinic set up team to place
that type of letter into the clinic’s set up. If there is a letter, decide whether to
print to a network printer via Print (Windows Printer) or a VistA print device
via the search box and Print (VistA Print Device). It is highly recommended
to use the VistA method, as that will place the address in the correct position
for a windowed envelope.

Print (Windows Printer){| Print (WistA Print Device) ) C240 |" | Font Size: 12 , Close

€240
Figure 98: Print to VistA Device Printer to place address in correct position

11. To close the Request dialog box, click OK.
0 This request vl be closed,

[Ecey]

Figure 99: Closing Request Dialog

e The EWL Request is removed from the Patient Request Management Grid. The
EWL request is dispositioned as scheduled.

e The Next request for the patient is moved up and highlighted.
e The Clinic Schedule closes and the clinic for the next request displays.

e The New appointment displays in the Pending Appointment Window on the
Ribbon Bar.

12. Select appointment from the Pending Appointment window to view the
appointment in the Clinic Schedule Grid. The clinic schedule opens. For past
dates, the clinic schedule opens defaulted to appointment date.
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Figure 100: EWL Appointment Past Date Display

For the current date (or the appointment date less than three days in the future), the
clinic schedule displays the default, the current date. See below.
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Figure 101: EWL Appointment Current Date

For future dates, the clinic schedule displays -/+ three days of the appointment date.
See below.
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Figure 102: EWL Appointment Future Date Display

6.1.3 Add Appointment for Patient-Centered Scheduling Request
1. Log into VS GUI as a Scheduler.

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234).
Click Search, and then select the requested patient’s name.

Click the New Req button in the Actions pane.

In the Request Type dialog box, select Patient-Centered Scheduling (PtSch)
and then click OK to create a new request or click Cancel for the existing

request.

5. When a New Patient is searched, please select CANCEL when the Request
Type box pops up. This will allow searching for existing requests before

creating anything new.

Note: Refer to Section 5.1.7 for steps on adding a new Patient-Centered Scheduling

Request.

B Request Type =)
What type of request iz needed?
@ APPT
PtCSch
0K Cancel

Figure 103: Request Type
6. In the Request Management Grid select Patient-Centered Scheduling request.
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The Clinic Schedule Grid displays the clinic schedule based upon the CID/Preferred
date of request. For past dates, the clinic schedule opens defaulted to the
CID/Preferred date. For current date (or the CID/Preferred date less than 3 days in
future), the clinic schedule displays defaulted to current date. For future dates, the
clinic schedule displays -/+3 days of the CID/Preferred date.

Note: For a newly created Patient-Centered Scheduling request the system
automatically highlights the PATIENT-CENTERED SCHEDULING request in the
Request Management Grid and Clinic Schedule.
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Figure 104: Select Patient-Centered Scheduling Request
7. Inthe Clinic Schedule Grid, select the available time slot.

Time Slot details display in the Time Slot Viewer.
Note: See Section 7.1.7 for detailed information on Time Slot Viewer functionality.
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Figure 105: Select Time Slot

8. Right-click in the time slot.

Add Appointment option displays.

Note: The Create Walk In Appointment option is only available for selection on the
current date. It is not available for past or future CID/Preferred dates.

——
- I
Add Appeintment

Create Walk-in Appomntment

Figure 106: Right-click Options — Add Appointment
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9. Select Add Appointment.

The New Appointment dialog box contains the following sections:

e Appointments Tab:

0 The Patient Information Section displays Name, DOB, SSN, SVC
Connected, SC Percent, GAF (read only), and Svc Related check box.

0 The Appointment information section displays Start Time, Appt Type,
Duration, Clinic and Notes (Appointment Start Time; Duration on for
appointments to VL Clinics; and Notes are editable fields).

0 The comments from the original request will populate the Notes field in
the New Appointment dialog.

0 The Appointment Conflicts section displays any appointments already
scheduled that conflict with the appointment being added.
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10. Add any applicable Notes to the appointment. The comments from the original
request will populate the Notes field in the New Appointment dialog. Click
OK.

The Print Letter? Dialog box displays.
11. Click OK to print the Letter to patient.
Click Cancel if you do not want to print the letter.
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Figure 107: New Appointment Dialog
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9 Print the Patienk Letter?
(4 | | Canceal I

Figure 108: Print Letter? Dialog
The Closing Request dialog box displays.

12. Click OK.

Closing Request E

o This request will be closed,
Figure 109: Closing Request Dialog

Note: The Patient-Centered Scheduling request is not immediately removed from the
request grid. The request is removed when the task “CLEAN UP CLINIC PATIENT-
CENTERED SCHEDULING ENTRIES” has been run and when the appointment is
made within the CLEAN UP DAY SETTING in ENTER/EDIT CLINIC PATIENT-
CENTERED SCHEDULING SITE PARAMS menu option.

The Clinic Schedule closes and the clinic for the next request displays.
The New appointment displays in Pending Appointment Window on the Ribbon Bar.
13. Select an appointment from the Pending Appointment window to view it in the

Clinic Schedule Grid. The clinic schedule opens. For past dates, the clinic
schedule displays defaulted to appointment date.
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Figure 110: Clinic Schedule Display — Past Date Appointment

For the current date (or if the appointment date is less than three days in the future),
the clinic schedule displays the appointment date as Day 1 + six days to current date.
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Figure 111: Clinic Schedule Display — Current Date Appointment

For future dates, the clinic schedule displays -/+ three days of the appointment date.
See below.
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Figure 112: Clinic Schedule Display — Future Date Appointment
VistA Scheduling Enhancements 84 April 2018

VS GUI User Guide



6.1.4 Add Appointment for Consult Request

W vistas

1. Loginto VS GUI as a Scheduler.

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234).
Click Search, and then select the requested patient’s name.

Note: Consult requests are added from CPRS.
3. In the Request Management Grid select Consult Request.

Note: The Clinic Schedule does NOT display when selecting Consult request, as a
consult is directed to an entire service, not a specific clinic. The scheduler should read
the consult body in CPRS to determine which specific clinic or clinic group should be
used, and then search for that clinic or group in the clinic schedules search box.
Consult scheduling can benefit greatly from clinic groups when the specialty has more
than one consult clinic that can be grouped and viewed side by side.
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Figure 113: Select Consult Request
From the Clinic Schedules, enter the clinic name (six-character minimum).
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Figure 114: Clinic Schedules

4. In Clinic Schedule, click the available time slot. Time Slot details display in
the Time Slot Viewer.

Note: See Section 7.1.7 for detailed information on Time Slot Viewer functionality.
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Figure 115: Select Time Slot
5. Right-click in the time slot.

Add Appointment option displays.

Note: The Create Walk-In Appointment option is only available for selection on
current date. It is not available for past or future CID/Preferred dates.

- ]
4

Add Appointment

Create Walk-in Appantment |

"—
. I

Figure 116: Right-click Options — Add Appointment
6. Select Add Appointment.
The New Appointment dialog box displays as well as the Patient Eligibility dialog box.

e Appointments Tab:

0 The Patient Information Section displays Name, DOB, SSN, SVC
Connected, SC Percent, GAF (read only), and Svc Related check box.

0 The Appointment information section displays Start Time, Appt Type,
Duration, Clinic and Notes (Appointment Start Time; Duration on for
appointments to VL Clinics; and Notes are editable fields).

o0 The Appointment Conflicts section displays any appointments already
scheduled that conflict with appointment being added.
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Figure 117: New Appointment Dialog

7. Add any applicable Notes to the appointment. The comments from the original
request will populate the Notes field in the New Appointment dialog. Click

OK.

The Print Letter? dialog box displays.
8. Click OK to print the Letter to the patient.

Click Cancel if you do not want to print the letter.
priotLewers K|

applicable.

Ribbon Bar.

oK

e Print the Patient Letter?

=

Figure 118: Print Letter? Dialog

The Consult Request is removed from the Patient Request Management Grid.
The next request for the patient is moved up and highlighted.
The Clinic Schedule closes and the clinic for the next request displays, if

The New appointment displays in the Pending Appointment Window on the

9. Select the appointment from the Pending Appointment window to view it in
the Clinic Schedule Grid.
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The clinic schedule opens. For past dates, the clinic schedule opens to the default

appointment date.
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Figure 119: Clinic Schedule Display — Consult Past Appointment Date

For the current date (or appointment date less than three days in future), the clinic
schedule displays the current date as the default. See below.
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Figure 120: Clinic Schedule Display — Consult with Current Date

For future dates, the clinic schedule displays -/+ three days of the appointment date.
See below.
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Figure 121: Clinic Schedule Display — Consult Future Appointment Date

6.1.5 Add Appointment from Return to Clinic request (RTC)

1. Log into VS GUI as a Scheduler.

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234).
Click Search, and then select the requested patient’s name.

Note: RTC requests are added from CPRS when the clinical staff use the National
Return to Clinic Order and sign it.

3. In the Request Management Grid select the RTC Request and schedule the
appointment. Scheduling the appointment while the RTC request is selected
(orange) will automatically complete the corresponding order in CPRS.

Note: If the RTC is for a single follow up appointment, it will follow the same steps as
a Patient Centered Scheduling Request (PtCSch) in Section 6.1.3. If the RTC is for a
series of follow up appointments, it will follow the same steps as in the MRTC
requests in Section 6.3.1. Contact attempts can be added as appropriate.

4. 1f aRTC request has prerequisites from the RTC Order in CPRS, it will pop up
an extra box with that information. If the prerequisite pop up box is accidently
closed, it can be reopened, by clicking on the RTC order in the RM grid again.

5. If aRTC request must be dispositioned without making an appointment, right
click on the RTC and select from the disposition drop down. The
corresponding National Return to Clinic Order will respond accordingly.

APPT Request Dispositions RTC Order Disposition
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'D' FOR DEATH

Discontinued — alert to Provider

‘NC' FOR REMOVED/NON-VA CARE

Discontinued — alert to Provider

'SA' FOR REMOVED/SCHEDULED-ASSIGNED

Completed

'‘CC' FOR REMOVED/VA CONTRACT CARE

Discontinued — alert to Provider

‘NN' FOR REMOVED/NO LONGER NECESSARY

Discontinued — alert to Provider

'ER' FOR ENTERED IN ERROR

Discontinued — alert to Provider

6.2 Disposition Appointments

6.2.1 Edit Appointment Information

Editing appointment information can be done within the VS GUI.

To edit appointment information:

1. Logonto VS GUI as a Scheduler.

2. From the Tasks tab, type the patient’s last name and first name in the Search
text box. Click Search, and then select the requested patient’s name from the

list.

3. Point to the appointment to be edited in the Pending Appointments Window on

the Ribbon Bar.

The clinic schedule displays. For past appointment dates, the clinic schedule opens the
default appointment date. For the current date (or appointment date less than three
days in future), the clinic schedule displays the current date as the default. For future

dates, the clinic schedule displays -/+ three days of the appointment date.

4. In the Clinic Schedule Grid, point to the appointment, right-click on the

appointment, and then select Edit Appointment.

The Edit Appointment dialog box displays.

Note: See Section 7.1.7 for detailed information on Time Slot Viewer functionality.
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GROUP 1 2/15/2016

Edit Appointment I_

1

Maonth

El
=

View Appointment
Cancel Appointment =

Undo Cancel Appointment =
Check In Patient ]
Undo Check In Patient

Check Out Patient

Undo Check Out Patient

Mark as No Show

Undo NoShow

Figure 122: Appointment Right-click Options — Edit Appointment
The only field that is editable is Notes.

5. Make any necessary edits to the appointment information, and then click OK.
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Figure 123: Edit Appointment Dialog

6.2.2 View Appointment Information
Viewing appointment information can be done in the Clinic Schedule Grid in the VS GUI.
To view appointment information:
1. Logonto VS GUI.

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234).
Click Search, and then select the requested patient’s name.

3. Point to the appointment to be viewed in the Pending Appointments Window
on the Ribbon Bar.

The clinic schedule displays. For past appointment dates, the clinic schedule defaults
to the appointment date as Day 1 + six days. For the current date (or appointment date
less than three days in future), the clinic schedule displays the default, the current date
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as Day 1 + six days. For future dates, the clinic schedule displays -/+ three days of the
appointment date.

4. In the Clinic Schedule Grid, point to the appointment, move the pointer over
the appointment, and the appointment details display.

MAKING SOME NOTES, I LIKE TO MAKE
SECRET NOTES ABOUT EVERYEODY ;)

From:  12/17/2016 08:00
To: 12/17/2016 98:30

Status: New

Figure 124: Hover Box Displaying Appointment Details
5. Right-click the appointment.
6. Select View Appointment.

GROUP 1 2/15/2016
Edit Appointment
View Appointment I

Cancel Appointment E

Undo Cancel Appointment

Check In Patient E
Undo Check In Patient
Check Qut Patient

Undo Check Out Patient

LTI

Mark as Mo Show

Undo NoShow

IC
LI'I‘I

Figure 125: Appointment Right-click Options — View Appointment

The View Appointment dialog box displays. It is in read-only mode. No fields are
editable.

7. Click OK to close the View Appointment dialog box.
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Patient Information
Hame: [T1 T
DOB: ROV 23,197 sem: [ea01
SWC COMNECTED: [ 5S¢ PERCENT: [ &5
| Appointeent
Start Tlme:l 1/30/2014
Dura‘.u:.n:l o _I Chnic: | EARDIOWLL
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Appointment Conficis
birag » ol haader and drop & here & groap by Bad oolurmn
REsoarcn T | Patent T | Start Time | End Time T
CARDEOLOGY TEST.STEVE 11/30/2016 11:25000 AM DE/3G/2006 12:29:00 FM
CZ ASH 00 1130/1% TEST.STEVE 1173002016 213000 AN EEGR006 1203000 PM
Repori: | Patient Lebber ' Prnt [l 4 Cance

Figure 126: View Appointment Dialog

6.2.3 Cancelling an Appointment
You can cancel an appointment without rebooking it.
1. Logonto VS GUI as a Scheduler.

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234).
Click Search, and then select the requested patient’s name.

3. Select a scheduled appointment from the Pending Appointment Window on the
Ribbon Bar.

The clinic schedule displays. For past appointment dates, the clinic schedule opens the
default, the appointment date. For the current date (or appointment date less than three
days in future), the clinic schedule displays the default, the current date. For future
dates, the clinic schedule displays -/+ three days of the appointment date.
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4. Select an appointment from the Clinic Schedule Grid.
5. Right-click and select Cancel.

B

Edit Appaintment

B 1o i .

Yiew Appointment

Cancel Appointment

Unda Cancel Appointment

Chedk In t
L Unda Ct Patien
bl Check Ou &
(] he It |
M s !

(=)
S

EL

Figure 127: Appointment Right-click Options — Cancel Appointment

6. Inthe Cancel Appointment dialog box, select a cancellation option:

e Cancelled by Clinic: The original CID/Preferred appointment date defaults to
the patient desired date. The date cannot be edited.

e Cancelled by Patient: The patient CID/Preferred date is available and defaults to
original CID/Preferred date request. You can edit the date to change it.

7. Select the Reason for Cancellation from the list.

Edit the CID/Preferred dates if applicable.
Add Remarks as needed.

8. Click OK.

The appointment is canceled and not rebooked. If the appointment is linked to a
consult, the consult status changes to Active.
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i Cancel Appointment

~ Appointment Cancelled By | Remarks (Optional)

M= E

% Cancelled by Clinic Add Remarks as neaded

" Cancelled by Patient

Reason fior Cancellation (Select one)

APPOINTMENT NO LONGER REQUIRED
CLINIC CANCELLED

CLINIC STAFFING

INPATIENT STATUS

OTHER

PATIENT DEATH

PATIENT NOT ELIGIBLE
SCHEDULING CONFLICT/ERROR
TELEHEALTH RESCHEDULE
TRANSFER OPT CARE TO QTHER VA
WEATHER

CID/Prefierred Date:

Print Lekter QK

Figure 128: Cancel Appointment Dialog

The Appointment displays in Pending Appointments with a status of Cancelled by

Clinic or Cancelled by Patient (whichever is applicable).

DEC 24, 2015@13:45 ES CLINIC TTH FUTURE

DEC 28, 2015@09:20 ES5 CLINIC S5DAY CAMNCELLED BY CLINIC
%LUHT T TUlURE

JAN 12, 2016@09:00 ES CLINIC TTH FUTURE

Pending Appointments

Date | ainic | Status B

F -
JAN 05, 2016@09:00 ES CLINIC TTH FUTURE J

JAN 19, 2016@09:45 ES CLINIC TTH FUTURE ll

Figure 129: Pending Appointment Window — Appointment Status Cancelled by

Clinic

Cralc | Clinniv | Slaluw |
NOW 24 2015@09:20 ES CUNIC ZDAY WO ACTION TAKEN
) c 3

MOV 30, 2015@10:00 ES CUNIC 5DAY  CANCELED Bif PATIENT

T 2050200 B GOMIC S0RT IO AT IO TAREMN
WFC Nd FNASETRNN CARTEOIOEEY C1 T MO ACTION TiKER

JEC 07 2015@09:00 ES CUNIC 3DA&Y  NO ACTION TAKEM
JEC 09 2015009:00 ES CUNIC MAF MO ACTION TaKEN _'I

Fendng _.ﬂ.pmlntments
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Figure 130: Pending Appointment Window — Appointment Status Cancelled by
Patient

e The Clinic Schedule closes.

e The patient’s appointment request reappears on the APPT Request grid for
future rescheduling.

9. Select the APPT Request and the Clinic Schedule displays again.
Note: The Time Slot count increases when an appointment is canceled.
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Figure 131: APPT Request — Time Slot Count Increase

6.2.3.1 Cancel directly from pending appointment box

1. Logonto VS GUI as a Scheduler.

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN. Click Search, and
then select the requested patient’s name. Right click on a scheduled appointment
from the Pending Appointment window in Ribbon bar.
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Figure 132: Select Cancel Appointment

3. Inthe Cancel Appointment dialog box, select cancellation the appropriate

cancellation option Cancelled by Clinic or Cancelled by Patient. Select a
Reason for cancellation from the list. Click OK.
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Figure 133: Cancelled by Clinic

6.2.4 Mark as No Show Appointment
To record a no show appointment.
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1. Logonto VS GUI as a Scheduler.

2. From the Tasks tab, type the patient’s last name and first name in the Search
text box. Click Search, and then select the requested patient’s name from the
list.

3. From the Pending Appointment Window select appointment to mark as no
show.

The clinic schedule displays.

For past appointment dates, the Clinic Schedule displays the default, the appointment
date. For the current date (or appointment date less than 3 days in future), the clinic
schedule displays the current default date.

4. Select the appointment from the Clinic Schedule Grid.
5. Right-click the Appointment.

6. Select Mark as No Show. The appointment MUST be a past date/time from
the current date/time.

Note: “Mark as No Show” is not available for future appointments.

7| MRTC| SSN SCVisit 7| TELEPH(
Edit Appointment

View Appointment

Cancel Appointment

] Undo Cancel Appointment
"has been ren St s

Check In Patient
Undo Check In Patient
™ |

Mark as No Show

.30'
43 - Expand Entry
10:00 AM | g |

Figure 134: Appointment Right-click Options — Mark as No Show

The Mark as No Show dialog box displays.
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Figure 135: Mark as No Show Dialog

7. Click OK.
The Appointment displays in red in the Clinic Schedule Grid and the Time Slot
Viewer.
Schedules
VSE ENH1 CLINIC |
01/08 08:00-01/08 0915 [3] | > “ Day || Week
=
ST sossmase 08 Sundey
v
g
= | 800 AM 4
3 15 -~
30 ~
45 4
9:00 am 1 3
15 4

Figure 136: Clinic Schedule Display — No-Show Red

The Status in the Pending Appointment Window on the Ribbon Bar changes to No-
Show.

The Request returns to the Request Management Grid for the patient.

Date Clinic Status =
DEC 15, 2016@19:00 CHY CARDIOLOGY ACT REQ/CHECKED IN
DEC 22, 2016@09:00 ESCLINIC MAX OB3 NO ACTION TAKEN 5
JAN 08, 2017@09:00 VSE ENH1 CUNIC NO-SHOW E|
JAN 10, 2017@08:30  VSE ENH1 CLINIC FUTURE =

Pending Appointments
Figure 137: Pending Appointment Window — Appointment Status No-Show
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Inpatient appointments CANNOT be dispositioned as a No-Show.
A Not Allowed warning message will display if the user attempts to flag an Inpatient

as a No Show.
8. Click OK to close the message and the appointment should not show as a No-
Show.
Not Allowed ==

This Patient was assigned as an inpatient during this appointment time.
You cannot no-show an inpatient.

Figure 138: No-Show Warning Message

6.2.5 Undo No-Show Appointment

If a patient was previously recorded as a no-show but arrives in time for the current
appointment, the previously recorded no show can be undone.

To undo a no-show appointment:
1. Logonto VS GUI as a Scheduler.

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234).
Click Search, and then select the requested patient’s name. Click Search.

3. Inthe Pending Appointments Window on the Ribbon Bar, point to the No
Show appointment to be undone.

The clinic schedule displays.

For past appointment dates, the clinic schedule displays the default appointment
date.

For the current date (or appointment date less than 3 days in future), the clinic
schedule displays the current default date.

4. Right-click Appointment.
5. Select Undo No-show.
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Figure 139: Appointment Right-click Options — Undo No-show
In the Clinic Schedule Grid, the appointment changes from red to purple.
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Figure 140: Appointment Clinic Schedule Display — Undo No-show as Purple

The appointment status in the Pending Appointments Window changes to No Action
Taken.
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DEC 24, 201581345 ES CLUNIC TTH FUTURE

DEC 25, 2015809:30 ES CLNIC MWF  FUTURE

DEC 28, 2015809120 ES CLINIC 50AY  CANCELLED BY CLINIC

DEC 29, 2015208:00 PULMONOLOGY C FUTURE

JAM 03, 2016@209:00 ES CLINIC TTH FUTURE j

Pending Appoaintments

Figure 141: Undo No-show — Appointment Status No Action Taken
The Request closes and is relinked to the appointment.

6.2.6 Checking In a Patient

If a clinic location uses VPS Vetlink and/or patient kiosks to check in patients, continue to
use VPS Vetlink and kiosks to check in patients. VS GUI is an overlay to VistA, and like a
VistA check in, a check in VS GUI will not reflect in Vetlink for patient tracking.

To check in a patient for an appointment:
1. Logonto VS GUI as a Scheduler.

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234).
Click Search, and then select the requested patient’s name.

3. In the Pending Appointments Window on the Ribbon Bar, point to the
appointment to be checked in.

The clinic schedule displays. For past appointment dates, the clinic schedule Clinic
Schedule opens defaulted to appointment date. For the current date (or appointment
date less than three days in future), the clinic schedule displays the current default
date.

4. Right-click Appointment.
5. Select Check In Patient.
Note: Check In is not available for appointments with future dates.
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Figure 142: Appointment Right-click Options — Check In Patient

The Appointment Check In dialog box opens. You can change the check in date and
time as needed.

ﬁ' Appointment Check In

Patient Name: |ESTEST,LARRY D

Time:
R 12/18/2015 m| @ 08:55:49 )

QK Cancel

Figure 143: Appointment Check In Dialog
6. Click OK.

The appointment color changes to yellow, which indicates the patient has checked in
for the appointment.
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Figure 144: Clinic Schedule Display — Check In Yellow

In the Pending Appointment Window on the Ribbon Bar, the appointment status
changes to ACT REQ/CHECKED IN.

Date Clinic Status -
DEC 15, 2016@19:00 CHY CARDIOLOGY ACT REQ/CHECKED IN
DEC 22, 2016@09:00 ESCLINIC MAX OB3 NO ACTION TAKEN 3
[JAN 08 2017@09:00 VSE ENH1 CLINIC ACT REQ/CHECKEDIN | Ew
JAN 10, 2017@08:30  VSE ENH1 CLINIC FUTURE =

Pending Appointments
Figure 145: Pending Appointment Window — Status ACT REQ/CHECKED IN

6.2.7 Undo a Patient Check In
If a patient is checked in by mistake, the check in can be undone.
To undo a patient check in:
1. Logonto VS GUI as a Scheduler.

2. On the Clinic Schedule Grid, select the patient check in that needs to be
undone.

3. Right-click and then select Undo Check In Patient.
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Figure 146: Appointment Right-click Options — Undo Check In Patient
The Appointment changes color from yellow to purple.

Schedules
VSE ENH1 CLINIC |
01/08 0:00-01/08 09:15 [3] 'QZ}'I " Day || Week
—
R 0 Sunday

L
=3

= | 800AM -

% 15 -

30 4

45 4

9:00 AM 8 3

15 4

Figure 147: Clinic Schedule Display — Undo Check In Patient Purple

On the Pending Appointment Window, appointment status changes to No Action
Taken.
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Date Clinic Status .

DEC 15, 2016@19:00 CHY CARDIOLOGY ACT REQ/CHECKED IN

DEC 22, 2016@09:00 ESCLINIC MAX QB3 NO ACTION TAKEN

[JAN 08, 2017@09:00 VSE ENH1 CLINIC NO ACTION TAKEN | =
JAN 10, 2017@08:30 VSE ENH1 CLINIC FUTURE =

Dendmg Appointments

Figure 148: Pending Appointment Window — Appointment Status No Action
Taken

6.2.8 Check Out a Patient
To check out a patient:

1. Requires the SD SUPERVISOR key in VistA. Please note: The check out
follow-up function is now working in version 2.0.0.14, but is still tied to the
encounter. Until we can make the VS GUI’s Check Out purely administrative,
we highly discourage the use of Check Out in VS GUI.

Log on to VS GUI as a Scheduler.

3. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234).
Click Search, and then select the requested patient’s name.

4. In the Pending Appointments Window on the Ribbon Bar, point to the
appointment to be checked out.

The Clinic Schedule displays.

e For a past appointment date, the Clinic Schedule opens on the default
appointment date.

e For the current date (or appointment date less than three days in future),
the schedule displays the current default date.

e For future dates, the schedule displays -/+ three days of the appointment
date.

5. Right-click and select Check Out Patient.
Note: Check Out is not available to select if Check In has not been performed.
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ST CHRISTINE Edit Appointment

View Appointment

.Schedu1es
VSE ENH1 CLINIC

01/08 09:00-01/08 09:15 (3] ? | Day
f -t B Undo Check In Patient
TEST CHRISTINE - P
SSN: 3423 DOS: 5/25/1976| @ O |Check Cot Patient 1
LA
S
= | 800AM_
2 5] |
30
45 nd |
9:00 AM T o

Figure 149: Appointment Right-click Option — Check Out Patient

6. Update the Appointment Check Out dialog box.

7. Confirm the date and time. Edit as needed.

Note: Check Out must be at least one minute after Check In.
8. Click OK.

The appointment status is changed to ACT REQ/Checked Out in the Pending
Appointment Window and the color changes to orange in Clinic Schedule.

Note: When the Scheduler clicks OK, if Follow-up Needed was checked, then the
new APPT Request dialog box opens. This APPT Request dialog box needs to
be completed before Patient Check Out is complete.
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‘i1 Appointment Check Out e[ ()

Patient Name: | TEST CHRISTINE |

CheckOut Time: | 01/09/2017 8| @ | 00:06:43 El
Follow-up Meeded 1/9/2017 H
Description

Use this panel to check out an appointment.

|DK ||Cancel|

Figure 150: Appointment Check Out Dialog

Schedules
VSE ENH1 CLINIC |
01/08 09:00-01/08 09:15 [3] ".jjl | Day | |_!;..k_
—
| : 08 Sunday

(%]
=3

= | 800 AM -

% 15 -

” 30 4

A5 4

g9:00 am T8 3

Figure 151: Clinic Schedule Display — Check Out Patient Orange

Date Clinic Status -
DEC 15, 2016@19:00 CHY CARDIOLOGY ACT REQ/CHECKED IN
DEC 22, 2016@09:00 ESCLINIC MAX OB3 NO ACTION TAKEN
JAN 08, 2017@09:00 VSE ENH1 CLINIC ACT REQ/CHECKED OUT| H
JAN 10, 2017@08:30 VSE ENH1 CLINIC FUTURE -
Pending Appointments

Figure 152: Pending Appointment Window — Status ACT REQ/CHECKED OUT
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6.2.9 Undo a Patient Check Out
If a patient is checked out by mistake, the checkout can be undone.
To check out a patient:

1. Requires the SD SUPERVISOR key in VistA. Please note: The Undo Check
Out function is not working as designed and should not be used in this
version. It will remove any encounter information associated with this visit.

Log on to VS GUI as a Scheduler.

3. On the Clinic Schedule Grid, select the patient check in that needs to be
undone.

4. Right-click and select Undo Check Out Patient.

ST CHRISTINE Edit Appointment

View Appointment

Schedules
VSE ENH1 CLINIC

01/08 09:00-01/08 09:15 [3] » | Day
| TEST.CHRISTINE = :
ESN: 3423 DOB:5/25/1978 n 0
]
Q
s | 800AM_] Undo Check Out Patient
5 15|
) 30_|
45 Ine loShao
PV e——
o N

Figure 153: Appointment Right-click Options — Undo Check Out Patient

The Appointment changes color from orange to yellow.
Schedules
VSE ENH1 CLINIC

01/08 09:00-01/08 09:15 [3]

[ TEST CHRISTINE
SSH: 3473 DO8: 5/25/1976

| Day Week

08 Sunday

800 AM
15
30
A5
Q00 AM _TC
15

Figure 154: Clinic Schedule Display — Undo Check Out Patient Yellow
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From the Pending Appointment Window, the appointment status changes to ACT
REQ/CHECKED IN.

Date Clinic Status -
DEC 15, 2016@19:00 CHY CARDIOLOGY ACT REQ/CHECKED IN
DEC 22, 2016@09:00 ESCLINIC MAX OB3 NO ACTION TAKEN
| JAN 08 2017@09:00 VSE ENH1 CLINIC ACT REQ/CHECKEDIN | |%

JAN 10, 2017@08:30 VSE ENH1 CLNIC FUTURE =
Pendlﬂg Apparr'.trne"!ta

Figure 155: Pending Appointment Window — Status ACT REQ/CHECKED IN

Note: Undoing the checkout will also delete all the unnecessary information that has
been entered up to this point.

6.2.10 Rescheduling an Appointment
You can cancel an appointment and reschedule it for another time.
1. Logonto VS GUI as a Scheduler.

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234).
Click Search, and then select the requested patient’s name.

3. Inthe Pending Appointments Window on the Ribbon Bar, point to and select
the appointment to be rescheduled.
The Clinic Schedule displays.

For a past appointment date, the Clinic Schedule opens to the default appointment
date.

For the current date (or appointment date less than three days in the future), the
schedule displays the current default date.

For future dates, the schedule displays -/+ three days of an appointment date.

4. On the Clinic Schedule Grid, select the scheduled appointment, and cancel per
section 6.2.3 Cancelling An Appointment.

5. Add the new appointment per section 6.1 Adding Appointments.
The box opens.

6. Click OK to move the appointment or click cancel if you do not want to move
the appointment.
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6.3 Multiple Appointment Requests and Appointments

Multiple Appointment Requests allow the scheduler to create requests and book a series of
appointments at one time for a patient.

6.3.1 Multiple Appointment Request
1. Loginto VS GUI as a Scheduler.

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234).
Click Search, and then select the requested patient’s name. Click Search.

3. Inthe Request Type dialog box, select APPT to create a new request.
The Patient’s Eligibility Information dialog box opens.

4. Inthe Appointment Request dialog box confirm Patient Information details
and complete the Request Information section.

e Select the Clinic or Service/Specialty button. For Clinic, enter the name of
the clinic (minimum of six characters required). For Service/Specialty, enter
the service or specialty (minimum of six characters required).

e Enter the CID/Preferred Date for the preferred appointment date. The
scheduler can enter the date directly or select the date from the Calendar
control option.

o Select the Appointment Type (if not defaulted by patient eligibility and clinic
selection) then choose from the list.

e In Request By, select either Provider or Patient.

e For you select Provider, enter the provider’s name (three character
minimum) and select from list. If you select Patient , then the Provider field is
dimmed and you cannot be edit that field.

e The Status is automatically populated.

a. Established — This indicates that the patient has been seen at that clinic in
the past 24 months

b. New — This indicates that the patient has not been seen at that clinic in
the past 24 months

The Multiple Appointments Required check box is enabled.
5. Click the box to enter a check mark.
e The Number of Appointments Required list is visible. Up to 60
appointments can be requested at one time.

e The Interval Between Appointments (In days) list is visible. Up to 30 days
between appointments can be requested at one time.

Note: The combination of Number of Appointments Required and Interval

Between Appointments cannot exceed 24 months. If the selected combination

exceeds 24 months to complete, when the scheduler selects OK to complete the

VistA Scheduling Enhancements 112 April 2018
VS GUI User Guide



Appointment Request, the MRTC Interval/Appt.# Dialog displays the message:
“The combination of requested appointments and the interval between
appointments exceeds 24 months. Adjust the number of requested appointments
and/or the interval between appointments so that the combined duration is less
than 24 months.” The adjustment must be made before the Multiple Appointment
Request can be completed.

MRTC Interval /Appt. # E

The cambination of requested appaointments and the interval betwesn
appointments exceeds 24 months, Please adjust the number of requested
appointmentst andior the interval bebween appoinkments so that the
combined duration is less than 24 months,

Figure 156: MRTC Interval/Appt. # Dialog

e Text can be added in the Comment field up to 80 characters to add
information regarding the Appointment Request. For MRTC Requests, the
text displays in the Request Management Grid under the Comment column
after the {Day, Interval} information.

e Only the current comment entered is displayed although there is an Audit Log
of Uses that created previous comments.

6. Click OK.

The Find Appointment dialog box opens to allow the scheduler to book Multiple
Appointments at one time. See Section 0 for booking appointments from the Find
Appointment Dialog.

6.3.1.1 Note Regarding Parent and Child Appointment Requests

When booking Multiple Appointment Requests, the scheduler can click Close in the Find
Appointment dialog. If this is done prior to the first appointment in the series being booked
the Parent MRTC Request is placed in the Request Grid with a “P” and a check mark in
MRTC Column. The {Day, Interval} requested in the Appointment Request displays in the
Comment column. Any text entered into the Comment field of the Appointment Request
dialog displays in the Comment column after the {Day, Interval} information. The MRTC
APPT Requests with Comments are flagged with a red arrow in the Request Management
Grid.

If the scheduler books the first appointment in the series and then clicks CLOSE in the Find
Appointment Dialog box, the Parent Request displays in the Request Grid. Additionally, the
remaining unbooked appointments display as individual Child MRTC Requests in the
Request Grid with a check mark, not a “P” in the MRTC Column. The appointment
placement in the series as well as the number of total appointments requested display in the
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Comments column. Any comments entered in the original MRTC Appointment Request
dialog box display in each individual Child Request after the {Day, Interval} information.

Selecting the Parent MRTC Request launches the Find Appointment dialog box and the
scheduler can continue booking all remaining appointments for the series from Find
Appointment. However, selecting a Child MRTC Request opens the Clinic Schedule and the
scheduler can only book the individual appointment following the same steps as adding an
appointment for an APPT Request (refer to Section 6.1.1). The Parent MRTC Request is not
removed from the Request Grid until all appointments in the series have been booked. A
Child MRTC Request is removed from the Request Grid at the time the appointment is

booked.
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Figure 157: MRTC Requests displayed in Request Management Grid

6.3.2 Adding Multiple Appointments from Find Appointment Dialog

When the scheduler clicks OK in the Appointment Request Dialog with Multiple
Appointments Required checked, the Find Appointment dialog box displays to allow the
scheduler to book Multiple Appointments at one time.

In the Find Appointment dialog box, the following information is displayed:

VistA Scheduling Enhancements

Calendar in upper left corner. The CID/Preferred date entered in
Appointment Request is highlighted.

The Clinic is the default on the list from the Appointment Request in the
Resources Section in the upper middle pane of the Find Appointment dialog
box. This field is editable and Clinics can be switched between appointments
as needed.

Patient’s Time of Day and Day of Week preferences are the default in the
upper right pane of the Find Appointment dialog box. These can be
edited/adjusted as needed.

The CID/Preferred date entered in Appointment Request is displayed under
the Time of Day and Day of Week preferences in the Find Appointment
dialog box with the label Original CID:. This data is not editable.

Search is available if the availability needs to be recalculated due to date or
clinic changes.
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e The Multiple Appointments Required information is the default from the
Appointment Request in the middle of the Find Appointment dialog box. This
information is not editable.

e CID displays a list of unbooked appointment dates. These dates are calculated
based upon the original CID/Preferred Date + the Number of Appointments +
the Interval Between Appointments.

e For clinics with special instructions defined, Special Instructions displays in
the Search Results section of the Find Appointment dialog box. When clicked,
a Special Instructions dialog box displays with the defined information
available to review.

e The clinic’s appointment length, variable length, and Max Overbook
settings display in the label in the Search Results section.

In the Search Results section, availability results display -/+ three Days of the CID
date for future dates. For current CID dates availability display Day 1 + six days in
Search Results field.

Note: Time of Day and Day of Week preferences limit availability results.

e Book Column allows the scheduler to select the time slot for booking an
appointment.

e Start Time Column displays the start time of time slot.

e End Time Column displays the end time of time slot.

e Resource Column displays the name of the Clinic currently selected.

e Slots Column displays available time slot count. Slots available for
overbooking display based upon the Scheduler’s security key allowances.

Note: Time Slots do not display if no availability is defined for that time
period for the clinic or overbooking has been reached beyond the scheduler’s
security key allowances.

e Number of Available Slots: The count displays at the bottom of the Find
Appointment dialog box notifying the scheduler how many slots are available
for the selected CID date.

e Next and Book buttons are disabled until first Time Slot(s) is selected for
booking.

1. Select a time slot in the Booking Column. If the clinic is Variable Length,
schedulers can select multiple appointment slots in the view to lengthen the
appointment time. The additional slots must all be adjacent to each other (stop
time of first = start time of second).

Note: If Clinic DISPLAY INCREMENTS PER HOUR is defined for a count less than
the defined LENGTH OF APP'T, then multiple Time Slots may need to be selected to
satisfy the Appointment Booking Requirements and enable the Book Button.

2. Click Book.

Note: If the selected time slot has reached its defined slot count and the scheduler has
the appropriate security keys to overbook, then a dialog box displays a message
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alerting the scheduler that continuing with scheduling the appointment will result in
overbooking the selected time slot. The Scheduler can click OK to confirm
overbooking and continue to the New Appointment dialog box.
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Figure 158: Find Appointment Dialog

The New Appointment dialog box opens. The New Appointment dialog box has one
tab:

e Appointments Tab:

o Patient Information Section displays Name, DOB, SSN, SVC Connected,
SC Percent, GAF (read only), and Svc Related check box.

o0 Appointment information section displays Start Time, Appt Type, Duration,
Clinic and Notes (Appointment Start Time; Duration on for appointments to
VL Clinics; and Notes are editable fields).

o0 Appointment Conflicts section displays any appointments already
scheduled that conflict with the appointment being added.

3. Confirm information in the New Appointment dialog box and add any
applicable text to the Notes section. Click OK.

The Print Letter? Dialog box displays.

4. Click OK to Print the Patient Letter.

5. Click Cancel to close dialog box and not print the Patient Letter.
The Closing Request dialog box displays “This request will be closed.”
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6. Click OK.

The First MRTC Appointment is booked. The CID date in the Find Appointment
dialog box changes to the next appointment date in the series. The MRTC Booking
Status dialog box displays appointments as they are booked. An arrow points to date in
MRTC Series that is being booked and automatically updates as appointments are
completed.

The following information displays in the MRTC Booking Status dialog box:

e CID Date—Calculated by first booked appointment date and Interval
Requested.
e Appointment Date—the date selected when booking appointments.

e Resource—the Clinic name where the appointment was booked.
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Figure 159: Find Appointment Dialog and MRTC Booking Status Dialog
To book a second MRTC appointment:
1. Select a time slot for the second MRTC appointment in the series.
2. Click Book.
The New Appointment dialog box displays.

3. Confirm information in the New Appointment dialog box. Add any applicable
text to the Notes section, and then click OK.

The Print Letter? Dialog box displays.
4. Click OK to Print the Patient letter.
Click Cancel to close dialog and not print the Patient Letter.
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The Closing Request dialog box displays a message “This request will be
closed.”

5. Click OK.

The Second MRTC Appointment is booked. The CID date in the Find Appointment
dialog box changes to the next appointment date in the series. The Appointment date is
added in the MRTC Booking Status dialog box for the second appointment and the
arrow moves to the next appointment (if applicable).

Once all MRTC Appointments have been booked for the series, the Closing Request
dialog displays, “The Parent MRTC Request will be closed.”

If a clinic has a future inactive date and the CID date falls + three days after the
Inactivate Date, a gray label displays in the Search Results section of the Find
Appointment dialog box, “There are no slots available. The selected Clinic will be
deactivated on {Inactivation Date}. Select another clinic, and then click Search to
complete the MRTC request.”

To complete adding appointments for the series, the scheduler needs to change to an
appropriate clinic in the Resources section with availability and continue adding
appointments for the remainder of the series requests.
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Figure 160: Future Clinic Inactivation Date
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6.4 Overbooking Appointments
Schedulers can overbook appointments based upon the following rules:

e The scheduler must have the Scheduling Overbook (SDOB) security key to
overbook up to the clinic’s Maximum (Max) Overbook (OB) definition.
Schedulers must have the Scheduling Master Overbook security key
(SDMOB) security key to schedule beyond the clinic’s Max OB definition.
Schedulers with both overbook security keys can overbook on any day that
has availability defined regardless of the clinic’s Max OB definition.
Schedulers cannot overbook if they are not assigned an overbooking security
key.

e The Clinic must have availability defined for the day in question. If there is no
availability defined, then schedulers will not be able to overbook
appointments on that day regardless of the security key assigned to them.

e Appointments cannot be overbooked prior to the start of the day’s clinic
availability.
6.4.1 Overbooking Appointments with SDMOB Security Key

Schedulers assigned the SDMOB security key can overbook anytime outside of the clinic’s
availability from the clinic’s start time to 11:59 p.m. even if the Max Overbook Limit defined
for a clinic has been reached.

To overbook an appointment with the SDMOB security key:
1. Log into VS GUI as a Scheduler.

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234).
Click Search, and select the requested patient’s name. Click Search.

3. Inthe Request Type dialog box, select APPT, and then click OK to create a
new request or click Cancel for the existing request.

Note: Refer to Section 5.1.2 Adding Appointment Request for steps on adding a new

APPT Request.
" | Request Type ==
What type of request is needed?
@ APPT
Ftl5ch
O Cancel

Figure 161: Request Type
4. In the Request Management Grid select the APPT request.

The Clinic Schedule Grid displays the clinic’s schedule based upon the CID/Preferred
date of request. For past dates, the clinic schedule opens to the default CID/Preferred
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date as Day 1 + six days. For the current date (or the CID/Preferred date less than
three days in the future), the clinic schedule displays the current default date as Day 1
+ six Days. For future dates, the clinic schedule displays -/+ three days of
CID/Preferred date.
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Figure 162: Clinic Schedule Display — APPT Request Future CID/Preferred Date

Note: For a newly created APPT request, the system automatically highlights the
APPT request and the Clinic Schedule displays.

In the Clinic Schedule Grid, select the time slot in gray that is within the clinic’s
hours, from the clinic’s start time to 11:59, or a date/time slot that has existing
overbookings.

Note: The Clinic Max Overbook limit displays in the Clinic Day Event notes.
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Figure 163: Max Overbook Limit
5. Right-click in the time slot.
The Add Appointment option displays.
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Note: The Create Walk In Appointment option is only available for selection on the
current date. It is not available for past or future CID/Preferred dates.

Note: Right-click options do not display if the selected time slot is for a day that has
no availability defined or is prior to the clinic’s start time.

P—]
+
Add Appointment I

Create Walk-in Appomtment I

Figure 164: Appointment Right-click Options — Add Appointment
6. Select Add Appointment.
The Overbook message displays.
7. Click OK.
The View Appointment dialog box displays as well as the Patient Eligibility dialog
box.

e The Appointments Tab:

o Patient Information Section displays Name, DOB, SSN, SVC Connected,
SC Percent, GAF (read only), and Svc Related check box.

o Appointment information section displays Start Time, Appt Type, Duration,
Clinic and Notes (Appointment Start Time; Duration on for appointments to
VL Clinics; and Notes are editable fields).

o Appointment Conflicts section displays any appointments already
scheduled that conflict with an appointment being added.
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Figure 165: View Appointment Dialog — Appointments
8. Add any applicable Notes to the appointment. Click OK.
The Print Letter? Dialog displays.
9. Click OK to print the Letter to the patient.
Click Cancel to not print letter.

9 Print the Patient Letter?

ok

=m

Figure 166: Print Letter? Dialog

The Closing Request dialog box opens.

10. Click OK.
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Closing Request E3
o This reqguest vl be dosed,

Figure 167: Closing Request Dialog
e The APPT Request is removed from the Patient Request Management Grid.
e The Next request for the patient is moved up and highlighted.
e The Clinic Schedule closes.

e The New appointment displays in the Pending Appointment Window on the
Ribbon Bar.

11. Select an appointment from the Pending Appointment window to view it in the
Clinic Schedule Grid.

e The clinic schedule opens.

e For past dates, the clinic schedule opens to the default appointment date.

e For the current date (or appointment date less than three days in future), the
clinic schedule defaults to the current date.

e For future dates, the clinic schedule displays -/+ three days of the appointment
date.

e The Overbook count increases in the Clinic Schedule time slot and in the Time
Slot Viewer. If the appointment count has filled the time slot, hover over the
window to show the slot count.

| Overbook Appointment displays in
Clinic Schedule Grid and Time Slot

w| displays in Time Slot Viewer as well as
~ hover window,

i Setacho Frovder il pirs lwakin [tk es ek e (0 Ches Cant
Figure 168: Clinic Schedule Display — Overbook Appointment

6.4.2 Overbooking Appointments with SDOB Security Key

Schedulers who are assigned the SDOB security key can overbook outside of the clinic’s
availability from the clinic start time to 11:59 p.m. Schedulers cannot overbook past the Max
Overbook Limit defined for a clinic.
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To overbook an appointment with the SDOB security key:

1. Log into VS GUI as a scheduler.

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234).
Click Search, and then select the requested patient’s name. Click Search.

3. If creating a new request, click the New Req button in the Actions pane of the
ribbon bar. In the Request Type dialog box, select APPT and then click OK
to create a new request.

Note: Refer to Section 5.1.2 Adding Appointment Request for steps on adding new
APPT Request.

" | Request Type ==
What type of request is needed?
@ APPT
Ftl5ch
O Cancel

Figure 169: Request Type
4. Select APPT request in the Request Management Grid.

The Clinic Schedule Grid displays the clinic’s schedule based upon the CID/Preferred
date of request. For a past date, the clinic’s schedule opens to the default
CID/Preferred date as Day 1 + six days. For a current date (or CID/Preferred date less
than three days in future), the clinic’s schedule displays the current default date as Day
1 + six days. For future dates, the clinic schedule displays -/+ three days of
CID/Preferred date.

Note: For a newly created APPT request the system automatically highlights the
APPT request and the Clinic Schedule displays.
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Figure 170: Clinic Schedule Display — APPT Request Future CID/Preferred Date

5. In the Clinic Schedule Grid, select the time slot colored in teal that is within
the clinic’s hours, close of clinic hours to 11:59 p.m., or a date that does not
already have existing overbooks.

Note: The Clinic Max Overbook limit displays in the Clinic Day Event notes.
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Figure 171: Overbook After Hours Time Slot
6. Right-click the time slot.

The Add Appointment option displays. The Create Walk In Appointment option is
only available for selection on the current date. It is not available for past or future
CID/Preferred dates.

Note: Right-click options do not display if the selected time slot is for a day that has
no availability defined, is prior to the clinic’s start time, or the Max Overbook limit
has been met for the day.

VistA Scheduling Enhancements 125 April 2018
VS GUI User Guide



fe ]
+ I
Add Appointment I

Create Walk-in Appomntment !
+ I

]
Figure 172: Appointment Right-click Options — Add Appointment

7. Select Add Appointment.
The Overbook message displays.

Chverbook X

Figure 173: Overbook Confirmation Dialog
8. Click OK.
The New Appointment dialog box displays, as well as the Patient Eligibility dialog box.

e Appointments Tab:
o Patient Information Section displays Name, DOB, SSN, SVC Connected,
SC Percent, GAF (read only), and Svc Related check box.
o Appointment information section displays Start Time, Appt Type, Duration,
Clinic and Notes (Appointment Start Time; Duration on for appointments to
VL Clinics; and Notes are editable fields).

o Appointment Conflicts section displays any appointments already
scheduled that conflict with the appointment being added.
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Figure 174: New Appointment Dialog
9. Add any applicable Notes to the appointment. Click OK.
The Print Letter? Dialog box displays.

10. Click OK to print the Patient Letter.
11. Click Cancel to exit the dialog box and not print the Patient Letter.
print Letterr ]

9 Print the Patient Letter?

o | [ ]

Figure 175: Print Letter? Dialog
The Closing Request dialog box opens.

12. Click OK.
CosingRequest 3|

ﬂ This reqguest vl be dosed,

[

Figure 176: Closing Request Dialog
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The APPT Request is removed from the Patient Request Management Grid. The Next
request for the patient is moved up and highlighted.

The Clinic Schedule closes.
The New appointment displays in the Pending Appointment window in Ribbon Bar.

13. Select an appointment from the Pending Appointment window to view it in the
Clinic Schedule Grid.

The clinic schedule opens. For past dates, the clinic schedule opens to the default
appointment date. For the current date (or appointment date less than three days in
future), the clinic schedule displays the current default date. For future dates, the clinic
schedule displays -/+ three days of appointment date.

The Overbook count increases in the clinic schedule time slot and in the Time Slot
Viewer. If the appointment count has filled the time slot, hover over the window to
display the slot count.
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Figure 177: Clinic Schedule Display — Overbook Appointment After Hours
6.5 Variable Length (VL) APPT

Scheduling appointments can typically be done in fixed length intervals based upon the
clinic’s definitions. However, a clinic can be setup as a Variable Length (VL) clinic, which
allows a user to schedule an appointment for an extended amount of time as needed rather
than scheduling multiple appointments.

6.5.1 Identifying a VL Clinic:
To identify if a clinic is set up for VL scheduling:
1. Logonto VS GUI.

2. From the Clinic Schedules, type the clinic’s name (six-character minimum) or
the clinic’s abbreviation (four-character minimum).
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The selected clinic’s schedule displays the default, the current date as Day 1 + six
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Figure 179: Clinic Schedule Grid

To confirm whether VL appointments can be booked at a clinic, view the All Day
Event Bar in the Clinic Schedule Grid. The clinic’s defined appointment length and
max overbooking limit are displayed. If the clinic is designated as a variable length
clinic, the letters “VL” display before the appointment length.

| pay ||.week .| Month || Timeline |
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o A : I

Figure 180: VL Indicator
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6.5.2 Add a VL APPT
Toadd a VL APPT:
1. In the clinic schedule, select the time slot that the APPT shall begin.
2. Highlight consecutive time slots and select Add Appointment
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Figure 181: Consecutive Time Slots
3. Right-click and select Add Appointment.
The New Appointment dialog box displays.
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Figure 182: New Appointment Dialog

4. The New Appointment dialog box appears. Confirm that the appointment
duration reflects the correct amount of time.

5. Click OK.
The Print Letter? Dialog box opens.

6. Print the letter if appropriate. Click cancel, if you do not want to print the
letter.

The Closing Request dialog box displays a message “This request will be closed”.
7. Click OK.

The New APPT displays in the Pending Appointment window.
8. Select the APPT from the Pending Appointment window.
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The Clinic Schedule displays the booked APPT spanning three time slots, which
indicates a VL APPT.
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Figure 183: Clinic Schedule Display — Appointment Length Extended
6.6 Compensation and Pension (C&P) APPTs

6.6.1 Add a C&P APPT Request
1. Loginto VS GUI.

2. From the Tasks tab, type the patient’s last name and the first name in the
Search text box. Click Search, and then select the requested patient’s name
from the list.

Click the New Req button in the Actions pane.
Select the APPT Request Type.
Complete the APPT Request dialog box.
Refer to Section 5.1.2 for instructions on completing APPT Request dialog.
6. Select the appropriate Clinic for the C&P appointment.
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7. Enter the CID/Preferred Date.
8. In Appointment Type list, select C&P.
9. Click OK.
The APPT Request displays on the patient’s Request Management Grid.

6.6.2 Add a C&P APPT for Pending 2507 Request NOT Previously
Linked to Appointment

1. Loginto VS GUI.

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of last name and last four of the SSN (e.g. S1234). Click
Search, and then select the requested patient’s name.

In the Request Management Grid, select pending C&P APPT Request.
In the Clinic Schedule Grid, click the open time slot.
Right-click, and then select Add Appointment

Note: The Create Walk-In Option is available if the current day is selected in the
Clinic Schedule.
The New Appointment dialog box displays.

Confirm the Appointment Type is listed as C&P. If not, select the Appointment
Type from the list.

Add any applicable APPT information to the Notes section.
6. Click OK.
The Dialog box displays:

I |

AMIE CAP EXaM TRACKING recard updated,

Ik

Figure 184: TRACKING Record Updated

Note: If the patient did NOT have a pending 2507 Request on file a dialog box
opens:
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¥ou have made a C&P appointment For a patient who has no pending 2507
| request!

Figure 185: C&P Appointment for Patient with No Pending 2507 Request
7. Click OK.
The Print Letter? Dialog box displays.
8. Click OK to print the Patient Letter.

Click Cancel to exit the dialog box and not print the patient letter.

The Closing Request Dialog box displays a message - “This request will be
closed.”
9. Click OK.

The New C&P APPT displays in the Pending Appointment window and the
Automated Medical Information Exchange (AMIE) Tracking Link is updated.

6.6.3 Add a C&P APPT for Pending 2507 Request Already Linked to
APPT NOT Due to Cancellation

1. Loginto VS GUI.

2. From the Tasks tab, type the patient’s last name and the first name in the
Search text box. Click Search, and then select the patient’s name with the
pending C&P APPT Request from the list.

In the Request Management Grid, select pending C&P APPT Request.
In the Clinic Schedule Grid click an open time slot.
Right-click on open time slot, and then select Add Appointment.

Note: The Create Walk-In Option is available if the current day is selected in the
Clinic Schedule.

The New Appointment dialog box opens.
6. Confirm the Appointment Type is listed as C&P. If not, select it from the list.
7. Click OK.

The C&P requests dialog box displays the following information:

e Name: Veteran’s name
e Request Date: Date 2507 Request created
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EN Comp & Pension Requests —|Of *

Please select 3 Compensation and Pension Request.

Mame | Request Date
ESTEST,EMS L Jam 07, 2016@07:49:57

4| | [

Figure 186: C&P Requests Dialog
8. Select the appropriate 2507 Request from the list.
9. Click OK.
The C&P Request dialog box displays an option to select Yes or No:

Comp & Pension Requesk

This 2507 already has appointments, Is this appointment due to a
cancelation?

Yes Mo

Figure 187: C&P Request Due to Cancellation Dialog
10. Click No.
A message update dialog box displays:

S — .1

AMIE CRP EXAM TRACKING recard updated.

84

Figure 188: AMIE C&P EXAM TRACKING Record Updated
11. Click OK.
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The Print Letter? Dialog box opens.
12. Click OK to print the Patient Letter.

Click Cancel to exit the dialog box and not print the Patient Letter.

The Closing Request dialog box displays the message: “This request will be
closed.”

The New C&P Appointment displays in the Pending Appointment window, and
shows the AMIE Tracking Link is updated.

6.6.4 Add a C&P APPT for Pending 2507 Request due to Clinic
Cancellation
1. Loginto VS GUI.

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234).
Click Search, and then select the requested patient’s name. Click Search.

3. In the Request Management Grid, select pending C&P APPT Request.
4. In the Clinic Schedule Grid, click the open time slot.
5. Right-click the time slot, and then select Add Appointment.

Note: The Create Walk-In Option is available if the current day is selected in the
Clinic Schedule.
The New Appointment dialog box opens.

Confirm the Appointment Type is listed as C&P. If not, select the Appointment Type
from the list.

6. Click OK.
The C&P Requests dialog box displays the following information:

e Name: Veteran’s name
e Request Date: Date 2507 Request created
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EN Comp & Pension Requests

Please select 3 Compensation and Pension Request.

Mame | Request Date

ESTEST,EMS L Jan 07, 2016@07:49:57

4| | [
oK
Figure 189: C&P Requests Dialog
7. Select the appropriate 2507 Request from the list.
8. Click OK.
The C&P Request displays the option to select Yes or No:
Comp & Pension Requesk
This 2507 already has appointments, Is this appointment due to a
cancellation?
Yes Mo
Figure 190: C&P Request Due to Cancellation Dialog
9. Click Yes.
The C&P APPT Links dialog box displays the following information:
e Initial Appointment Date
e Clock Stop Appointment Date
e Current Appointment Date
e Clinic Name
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EN Comp & Pension Request Appointment Links =] E

Please select a Compensation and Pension Request Appointment Link.

Initial Appt | ClockStop Appt | Current Appointment | Clinic
MAR 23,2016@11:00 MAR 23,2016@11:00 FEE 24,2016@08:15 C&P CLINIC
4| | »
oK Cancel

Figure 191: C&P Request APPT Links Dialog
10. Click OK.
Note: If the scheduler clicks Cancel, the following dialog box opens:

I ~ 1

You have not selected the linked appointment being rescheduled, You may
need ko adjust the link ko the appainkmenk with the AMIE link management
option ko ensure proper processing time calculation for this 2507,

Figure 192: C&P APPT Links Due to Veteran Cancellation or No Show

The C&P APPT Links dialog box displays a message with the option to select Yes or

No:
T S |
Is this appointrnent due ko a veteran requested cancellation or ‘Mo Show'
fes Mo |
Figure 193: C&P APPT Links Due to Cancellation Dialog
11. Click No.
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A Dialog box displays a message about the C&P appointment.
I

adjusking C&P appaointment link for 2507 request dated Jan 07, 2016.
Remember to cancel the appointment for OCT 10,2016,

Figure 194: C&P APPT Links Adjustment Dialog
12. Click OK.
The Print Letter? Dialog opens.
13. Click OK to print the Patient Letter.
Click Cancel to exit the dialog box and not print the Patient Letter.

The Closing Request dialog box displays a message: “This request will be closed.”

The New C&P APPT displays in the Pending Appointment window and shows the
AMIE Tracking Link is updated.

Note: The previous appointment linked to the 2507 Request must be manually
dispositioned.

6.6.5 Add C&P APPT for Pending 2507 Request due to Veteran
Cancellation/No Show

1. Loginto VS GUI.

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234).
Click Search, and then select the requested patient’s name. Click Search.

3. In the Request Management Grid, select pending C&P APPT Request.
4. Inthe Clinic Schedule Grid, click an open time slot.
5. Right-click the time slot, and then select Add Appointment.

Note: The Create Walk-In Option is available if the current day is selected in the
Clinic Schedule.

The New Appointment dialog box opens.

6. Confirm the Appointment Type is listed as C&P. If not, select the Appointment

Type from the list, and then click OK.

The C&P Requests dialog box displays the following information:
e Name: Veteran name
e Request Date: Date 2507 Request created
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EN Comp & Pension Requests - |0

Please select a Compensation and Pension Request.

Hame | Request Date
ESTEST,EMS L Jan 07, 2016@07:49:57

Figure 195: C&P Requests Dialog
7. Select the appropriate 2507 Request from the list.
8. Click OK.

The C&P Request dialog box displays information about the appointment and the
option to select Yes or No:

Comp & Pension Requesk

This 2507 already has appointments, Is this appointment due to a
cancelation?

Yes Mo

Figure 196: C&P Request Due to Cancellation Dialog
9. Click Yes.
The Comp & Pension Appointment Links dialog box displays the following information:
e Initial Appointment Date
e Clock Stop Appointment Date
e Current Appointment Date
e Clinic Name
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ﬂ Comp & Pension Request Appointment Links !EI >

Flease select 2 Compensation and Pension Request Appointment Link,

Initial Appt | ClockStop &ppt | Current Appointment | Climic
MAR 23,2016@11:00 MAR 23,2016@11:00 FEB 24,2016@08:15 C&P CLINIC
4 | »
0K Cancel

Figure 197: C&P Request APPT Links Dialog
10. Click OK.
Note: If the scheduler clicks Cancel instead of OK, the following message displays:

e ~ 1

You have not selected the linked appointment being rescheduled, You may
need ko adjust the link ko the appainkmenk with the AMIE link management
option ko ensure proper processing time calculation for this 2507,

Figure 198: C&P Canceled APPT Links Dialog Warning
The C&P Appt Links dialog box displays the option to select Yes or No:

C&P Appt Links 1] |

I this appointment due ko a wveteran requested cancellation or ‘Mo Show'

Figure 199: C&P APPT Links Due to Veteran Cancellation or No Show
11. Click Yes.
A message update dialog box displays:
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S .1

AMIE CAP EXaM TRACKING recard updated,

Ik

Figure 200: AMIE C&P EXAM TRACKING Record Updated
12. Click OK.
The Print Letter? Dialog box displays.
13. Click OK to print the Patient Letter.

Click Cancel to exit the dialog box and not print the Patient Letter.
The Closing Request dialog box displays a message: “This request will be closed.”

The New C&P APPT displays in the Pending Appointment window and Shows the
AMIE Tracking Link is updated.

Note: The previous appointment linked to the 2507 Request must be manually
dispositioned.
6.6.6 Disposition APPT Linked to Pending 2507 Request
1. Loginto VS GUI.

2. From the Tasks tab, in the Search text box, type the patient’s last name or the
patient’s first initial of the last name and last four of the SSN (e.g. S1234).
Click Search, and then select the requested patient’s name. Click Search.

3. In the Pending Appointment window, select the pending C&P APPT linked to
the pending 2507 Request.

In the Clinic Schedule Grid, click the appointment.
Right-click the appointment and the following options are available to select:
e Edit Appointment

e View Appointment
e Cancel Appointment

6. Select Cancel Appointment.

The Cancel Appointment dialog box displays. See Section 0 for detailed instructions
on completing the Cancel Appointment dialog.

7. Select Appointment Cancelled By.

8. Select Reason for Cancellation.
Edit CID/Preferred Date if applicable.

9. Enter Remarks.
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10. Click OK.
A Dialog box displays an update message:

I ~ |

The associated 2507 reguest link has been updated

Figure 201: C&P Cancel APPT Associated 2507 Request Updated

Note: If the C&P APPT was NOT linked to the 2507 request, the following message
displays in dialog box:

Appointment MOY 15, 201 6@09:00 was not linked o a 2507 request ar was
manually rebooked and linked ko another appointment, (IF the appointment
was manually rebooked, vou do nok want to auto-rebook, JIF the
appoinkment was nok properly linked, it wil need to be linked with the
AMIE/C&P appointment link management option,

Figure 202: C&P Cancel APPT NOT Linked to Pending 2507 Request
11. Click OK.

The APPT status is updated in the Pending Appointment window. The APPT is
removed from the Clinic Schedule and the AMIE Link is updated.

6.7 VA Online Scheduling (formerly VAR)

Note: Note: VA Online Scheduling requests will NOT be processed in VS GUI at this
time due to a number of enhancements that will be added at a later date. The
SDECZREQUEST key is held in reserve until that time. If a user has the key on their
VistA account now, it will give them an error each time they log in as the service
cannot connect to the mobile request service.

VA Online Scheduling requests will eventually interface with VS GUI requests,
including:
e Schedule an appointment requested in VA Online Scheduling through the VS
GUI interface, fulfilling that request..
e View appointment requests within the GUI.

e Communicate or message the Veteran from within the GUI up to a limit of
four times.

e Close out requests from within the GUI.
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7 Clinics
7.1 Tasks Tab
7.1.1 Viewing Clinic Schedule Availability

The VS GUI displays a consistent color visual indicator for a clinic’s workable hours
including bookable holidays, non-workable hours including non-bookable holiday, clinic
cancellation, and no availability as follows:

Table 1: Clinic Schedule Availability

Appointment Availability Type Color
Available Slots/Hours of Operation White
Unavailable/ Non-workable hours during day Teal
with availability defined (i.e. clinic lunch

breaks).

Cancelled Availability for Clinic—Partial Teal + hash mark (\\)
and All Day Cancellation.

Holiday but bookable White
Holiday but NOT bookable Gray
No availability defined for day (i.e. Saturday Gray
or Sunday).

No availability defined for the clinic Gray

To search for a clinic and view the clinic schedule:

1. From the Tasks tab, on the Clinic Schedules, enter a partial name of a clinic
(six character minimum).
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Figure 203: Clinic Schedules Search
2. Select the desired clinic from the returned list.
The selected clinic schedule displays.
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Figure 204: Clinic Schedules Display — Available and Unavailable
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Figure 205: Clinic Schedules Display — Hours of Operation
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Figure 208: Clinic Schedule Display — No Availability Defined

7.1.2 Viewing Clinic’s Availability Cancellation
The Clinic Schedule displays full or partial day cancellation in gray + \\ over the cancelled

time slots.
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7.1.3 Viewing the Clinic’s Length of APPT and Max OB

A label in the All Day Event Bar displays the Length of APP and Max OB values defined for
the selected clinic.
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Figure 210: APPT Length and Max OB Allowed

7.1.4 Viewing the Clinic’s VL Indicator

For clinics defined as Variable Length, a flag “VL” displays before the Length of
Appointment information in the All Day Event Bar in the Clinic Schedule Grid.

Note: Refer to Section 6.5.2 on How to Add VL APPT.
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Figure 211: VL Indicator

7.1.5 Viewing the Clinic’s Special Instructions
To display a clinic’s special instructions:

1. From the Tasks tab, on the Clinic Schedules, enter a partial name of a clinic
(six characters minimum).

2. Select the desired clinic from the returned list.

The selected clinic schedule displays and the Special Instruction Indicator
displays in the All Day Event Bar in the Clinic Schedule.

3. Click the Special Instructions indicator to display the Special Instructions.
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Figure 212: Special Instructions Indicator

7.1.6 Viewing Clinic’s Available Slots
The Time Slot Count for availability displays as follows:

e (-9 and j-z —denote available slots where j=10,k=11...z=26.

e Upper Case Letters A-W denote overbooks, with A being the first slot to be

overbooked and B being the second for that same time, etc.

e Special characters *,$,!,@,# denote overbooks or appointments that fall

outside of a clinic’s regular hours.
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Figure 213: Time Slot Count
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Figure 214: Overbook Time Slot Count

7.1.7 The Time Slot Viewer

The Time Slot Viewer displays to the left of the Clinic Schedule Grid. It displays APPT
information per selected time slot. For APPTs booked in the time slot, the full patient’s name
displays in a list in the order they were added to the time slot.

1. From the Tasks Tab, on the Clinic Schedules, enter a partial name of a clinic
(six-character minimum).

2. Select the desired clinic from the returned list.

The selected clinic schedule displays.
Note: Time Slot Viewer can be expanded or minimized in Clinic Schedule Grid.
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Figure 215: Minimized Time Slot Viewer
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Figure 216: Expanded Time Slot Viewer

When you select a time slot from the Clinic Schedule it populates the Time Slot Viewer with
the following information:
e Date/Time of the Time Slot.
e Available slot count left for the time slot.

e A list of patient names in the order they were booked, for any APPTs
scheduled in the time slot.
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Figure 217: Time Slot Viewer Displays Slot Details
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For booked APPTSs, right-click to extend action options that are available from Time
Slot Viewer, the same as in the Clinic Schedule Grid.

Schedules
ES CLINIC SDAY |
01/04 09:20 - 01704 09:40 [1] | 7 i Day
=
COMSULT,STEVE =1 | | I

Edit Appointment —
Wiew Appointment

Cancel Appointment

Undo Cancel Appointment
Check In Patient

Undo Check In Patient

Check Qut Patient

Undo Check Out Patient

Mark as Mo Show

Figure 218: Time Slot Viewer Right-click—Edlt, View, Cancel
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The Check In Patient command from the Time Slot Viewer is the same as from the Clinic
Schedule Grid.
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Figure 219: Time Slot Viewer — Check In Patient

The Check Out Patient command from the Time Slot Viewer is the same as from the Clinic
Schedule Grid.

Schedides
ES CLINIC SDAY

| 12/18 10:00 - 12f18 10:20 [2) 7 '| Day |
A 18 Friday

Edit Appoinbment
20 mans Appt | K
View Appoinktment
| Chack Quit Patient | !

N A

Figure 220: Time Slot Viewer — Check Out Patient

The Mark as No Show command from the Time Slot Viewer is the same as from the Clinic
Schedule Grid.
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ES CLINIC SDAY

| 12/18 10:00 - 1218 10:20 [2] I Day

ESTESTEMS L 31 18 Friday
Edit Appointment 20 min Apet
View Agpointrment
Cancel Appointrment —
Undo Cancel Appointment
Check In Patient
Lint Check Tn Pakient
Check Out Patient

Undo Check Qut Patient

Mark 85 No Show !

Unda Haskhow

Figure 221: Time Slot Viewer — Mark as No Show

7.1.8 Viewing Provider Availability
To search for a provider and view the provider’s schedule.
1. From the Tasks tab, under the Request grid calendar, select Provider

Schedules.
EELETT TYPE o AT TONE A8 Dawn - mi
T ] e
BT & i
T SR R T g

fn Fea T We Tha L] =
i :' |.| ] |.l1. 1|. ::
18 i i - 3
Prorviier Sabrdubey
i Srhadubm

P b 3 o

Figure 222: Provider Schedules
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2. Enter a partial name of a provider (three characters minimum). Select the
desired provider from the returned list.

-

[T Cltes ikl b Show  @Checkbn [0 Check Out

Figure 223: Provider Schedules Selection List

The selected provider schedule displays.

JINGSTON,PRISCILLA

> || PRM IDES MH KINGSTON
PRM C&P MH KINGSTON

. December - 2017 Rl Scheckles
N I T R L G SION ERISCILLA
% 27 28 29 3 1 2 [Day—][  Week | Month || Timeline 27 December2017 |« | m| |
3 4 5 & 7 8 9
PRM IDES MH KINGSTON [PRM Carp MK KINGSTON
1 12 13 M 15 16 = =
7 18 18 0 21 2 2B L 50 min Appt | Max O8: 3 VL 60 min Appt | Max O8: 1
u 25 2% [27] s 2 30
01 2 3 4 5 &
Provider Schedules <

Clric Schecles -

| ilabili [ [t i [Javailable [l Overbock | |Appmntmen|s: @nNew [Dwalkin @ No Show

(Jcheckin [ Check Out

Figure 224: Provider Schedule Display

The provider’s availability displays across all clinics. If the provider has only one
clinic, that clinic’s schedule and availability appear.

December - 2017

>

Schedules

Sun  Mon

Tue Wed Thu
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KINGSTON, PRISCILLA |
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31 1

s 68 7
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© o2 2
2 [27] 28
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4
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2
9
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30

Provider Schedules

<

JINGSTON,PRISCILLA

> | PRM IDES MH KINGSTON
PRM C&P MH KINGSTON

[ Day—| Week || Month | Timeline

27 December2017 |+ | = » |

PRM IDES MH KINGSTON |PRM C&P MH KINGSTON

27 Wednesday [27 Wednesday

VL 60 min Appt | Max OB: 3 VL 60 min Appt | Max 08: 1

Clinic Schedules -

[avaiapil B Unavail [ JAvailable [l Overbook | [appointments:  @@New [walkin N0 show [ Icheckin [I)check Gut

Figure 225: Provider Schedules Booked APPTs

Available APPT slots display as white space, which a scheduler can select to add an

APPT.

The APPTs display with the name of the patient in a specific Clinic Schedule time

slot.

Time slots in the Clinic Schedule that appear dimmed indicate they are not available
therefore, schedulers are unable to add APPTs for those specific slots.
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Note: Refer to Section 6 for APPT Management instructions on how to Add, Check-
In, Checkout, and Cancel APPTSs.

7.1.9 Viewing Clinic Group Availability
To search for a clinic group and view the clinic group’s schedule:

1. On the Tasks tab, point to the calendar of the Request grid, and then select
Clinic Groups.

1 December - 2016 v
Sun Mon Tue Wed Thu Fri Sat
' 1 (B8] 3 |
4 5 6 7 8 9 10
1 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 k|

Clinic Groups

Chnie Schedules
Provider Sch:dululgliﬂr.ﬁmlu e

Figure 226: Clinic Groups

2. Enter a partial name of a clinic group (six-character minimum).
3. Select the desired Clinic Group from the returned list.

Dorcombre - 315 oo
Do, TWO
S Mea T Wel T M GE

Figure 227: Clinic Groups Search Result List
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The selected clinic group schedule(s) displays, starting with today’s date in the Day

‘ January - 2018 || e
Sun  Mon Tue Wed Thu Fri Sat MANEODI R CONSULT ‘
301 2 [3] 4 5 Day || Wesk | Month || Timeine 3 January 2018 |« || & |+ |
7 8 9 10 11 12 13
MAN PODIATRY NURSE ‘MAN PODIATRY SCHMITT ‘MAN PODIATRY YEAGER
4 15 16 17 18 19 20 = [03 Wednesday |03 Wednesday
a 2 »Bn M 2B 6 N WL 20 min Appt | Max 08 4 L 20 min Appt | Max 08 6 WL 20 min Appt | Max O: 10
28 29 30 31 1 2 3 Special Instructions [ Special Instructions [ Special Instructions
S A S 8:00 AM o e
Clinic Groups < 20/ L 1
40 o 0
MAN PODIATRY CONSULT ‘ - ‘ 9:00 AM ° [] 5]
20 o |2
> |MAN PODIATRY NURSE - A0 o []
1 10:00 AM
MAN PODIATRY SCHMITT 20
MAN PODIATRY YEAGER 40 ‘ o ‘ []
1 0
Clinic Schedules Provider Schedules  * | Availability:  [Unavailable [ JAvailable ([l Overbook | | Appointments:  [New [CJwakin [@NoShow [JCheckin [ Check Out |

Figure 228: Clinic Groups Schedule Display
Note: Refer to Section 6 for the APPTs Management instructions on how to Add,

Check-In, Checkout, and Cancel APPTSs.

7.2 System Tab

The System tab requires the SDECZMGR security key to access the tab.

7.2.1 Viewing Clinic Availability Information
Clinic availability cannot be modified from the VS GUI.
To quickly search for clinic availability:

1. From the System tab, click Availability in the Resource Schedules section.

2.
3. Select the desired clinic and click OK.
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Figure 229: Clinic Availability Search

e The Schedule displays for the selected clinic. Primary Provider, Overbook
Limit, Inactive Date, and Reactive Date, as applicable, also display in the

Selected Clinic section.

e The Schedule also displays the number of APPTSs per slot and the number of
slots total per APPT length (in minutes and total number of bookable

minutes).

e The Schedule uses the same visual coloration as the Clinic Schedule for
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Figure 230: Clinic Availability
7.2.2 Adding and Removing Privileged Users

7.2.2.1 Add A Privileged User
To add a privileged user to a prohibited clinic:
1. On the System tab, click Scheduling Management.

2. Inthe Prohibited Clinic search box, type a partial or full name of the clinic
(minimum six characters).

3. Click Find.
A list of prohibited clinics displays.
4. Select the appropriate prohibited clinic.

A list of privileged users for the selected clinic displays.
J B Schedutinoranagement =

1 Clinics And Users | Clinéc Groups

Users: Prohibited Clinics:
BHEESET TL/UDAYA

CHY DENTAL Findl
DOCTOR,CHRISTINE
FREY, WILLLAM CHY DEMNTAL SARKER
HUEMILLER, ROMALD H IT CHY DENTAL HYGIENE
IOHMSON, BRADLEY

TEST.CHRISTINE
TOMLIN, BRLAN
WAOHEHRLE MARGIE
ZaALA CHRISTINE A

Privileged Lisers:
AT KART -l
- ALVEREST,PHIL O
ATTEBURG,CEDRIC B
Remawe All RSSO

BOLMAMN PHIL E

DIMEGLIO, CORINNE L

DROLLINGER, CARMELA =
PO ASHED RO M =l

Description
Use the rescurces panel to define the set of dinical entitkes available for scheduling at this facility.
Rescurces may ncluds care providers (for example, dentists and physicians) or other kinds of schedulad

services, facilities or eguipment. Click the small + sign next to the resowrce name to manage the users who
can schedule this rescurce.

Figure 231: Clinics and Users

5. Select a user from the Users pane on the left side of the open window, and then
click Add User.
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Uiserss

BREESET T1,UDGEY A
DOCTOR, CHRISTINE
FRIEY, W LLEar

HUEMILLER, ROMNALD H 11
I MNSON . BRADH EY

r ..I.JN- T

EANALA CHRISTINE A

Frohibited Clinscs:

CHY DENTAL

CHY DENTAL BARKER
Y DHEMNTAL HYGIENE

Privilegsd Usars:

SPACEN, SOMIA 3
SPAHN,NED L
TABATT, OLLIE 3

VW ARFLGOMNT AL O W
WA, PSR,

FAN AL, CHIRTS TIMNE 8

ZLPROE MELLEY o

=1

= |

Crasoriptioae
Use the rescwrces panael o define the set of clinical entities availlable for scheduling at this facility .
Resources may include carne providers (for esampls, dentists and physicions) or other kands of scheduled

servicen, facihiies or eauigrment. Chek the sl o sigr next o the resoures mame Bo manage the osers whe
can schadule this resownrce.

L= o

Figure 232: Add Privileged User
6. Click OK to add the user to the list of Privileged Users.

7. Please note: Only users with the VistA key SDECZMENU will show in the
user list.

7.2.2.2 Remove Privileged User
To remove a privileged user from a prohibited clinic:

1. On the System tab, click Scheduling Management.

2. Inthe Prohibited Clinic search box, type a partial or full name of the clinic
(minimum six characters).

3. Click Find.

A list of prohibited clinics displays.
4. Select the appropriate prohibited clinic.

A list of privileged users for the selected clinic displays.

5. Select a user from the Privileged User list for the selected prohibited clinic,
and then click Remove User.

If all privileged users need to be removed, click Remove All.
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Clinics And Users | Clinic Groups — =ss Gro

il Scheduling Management il

Users:
BHEESET TL,UDAYA
DOCTOR, CHRISTINE

FREY ,WILLIAM
HUEMILLER, ROMALD H II

Prohibited Clinics:

CHY DENTAL

CHY DENTAL BARKER

Fins |
|

CHY DENTAL HYGIENE

JOHMSON, BRADLEY
TEST,CHRISTINE

TABATT,OLLIE 3
WARK, GONZALO W
Waco MAaR]L A S

| |zavaia,crristing &
ZURG, RELLEY =

TOMLIN,BRIAN
WOEHRLE,MARGIE
ZAWALA,CHRISTINE A
Tl Privileged Users:
SPACEK,SONIA J =]
SPAHN,NED L

-

— Description
Use the resources panel to define the set of dinical entities available for scheduling at this facility.
Resources may include care providers (for example, dentists and physicians) or other kinds of scheduled

can schedule this resource.

services, faciliies or equipment. Click the small + sign next to the resource name to manage the users who
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Figure 233: Remove Privileged User
7.2.3 Creating Clinic Groups
To create a Clinic Group:
1. On the System tab, click Scheduling Management.
2. Select the Clinic Groups tab.
3. Click New Group.
4. Enter a name in the Clinic Group Name text box.
43
i)
l ] Clinic Groups: —
il _ Find CZ GROL® CLIINIE 3 PREN j
CZ GROUP ITT
| 3 &l CZ GROUP IV
Edit Group CZ TEST GROUP
I 1 CZ TEST GROUP II
| Remowe Group | NEW CZ GROUP
OT4 GROUP 1 = I
1o
-ld-c |c:inic<5mupuamg= | PacT TEAM i
J | | oK | cancel
Remoawe All |
— Description
Uise the rescunces panel to define the set of dinical entities available for scheduling at this facility.
Resources may include care providers (for example, dentists and physicians]) or other kinds of scheduled
i or aguipment. Click the small + skon next to the resowrce name to manage the users who
can schedule this resowrce.
|
[l 4 Cancel

Figure 234: Create New Clinic Group
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5. Click OK.
6. Select the newly added Clinic Group.
7. Enter a partial name search for a Resource, and then click Find.

A resource can be a clinic or a provider that is active with an active person class.
_ES

Clinics And Users | Clinic Groups I Access Groups

Resources: Clinic Groups:

CZ TEST GROUP -l
€Z TEST GROUP II
NEW CZ GROUP

CHY CaP | Find Ii

CHY C&F ADLER

CHY C&P AUDIO — | lotacrour1
CHY Ca&P AUDIO BRANT | EditGroup | [[PAcT TEAM J
CHY CR&P COYLE —_— m—l
CHY C&P CRAIG | RemoveGroup | |SOMETESTGROUP I

CHY C&P DENTAL ——— |somETEsTGROUP I <
CHY C&P ENT SOMETESTGROUP T1T

CHY C&P KILPATRICK
CHY C&P OPTOMETRY |
CHY C&P RUSSELL |
CHY C&P SIEGEL —_—
i £ae i ||
CHY C&P WEBSTER _
CHY C&P WEINLAND | Remove Resource |

Resource List:

— Descripticn
Use the resources panel to define the set of clinical entities available for scheduling at this facility.
Resources may include care providers (for example, dentists and physicians) or other kinds of scheduled
=sarvices, facilifes or equipment. Click the small + sign next to the resource name to manage the users who
can schedule this resource.

Figure 235: Find Resource

8. Select the appropriate resource to add to the Clinic Group, and then click Add
Resource.

If all of the resources listed from the search need to be added, click Add All.
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i C]!l_'licg AndLlsers Clinic Groups Acce

Resources:

CHY C&P | Find

CHY C&P ADLER
CHY C&P AUDIO
CHY C&P AUDIO BRANT
CHY C&P COYLE

LAY CID CRAL

[CHY C&P DENTAL

CHY CAP ENT

CHY C&P KILPATRICK
CHY C&P OPTOMETRY
CHY C&P RUSSELL
CHY C&P SIEGEL

CHY C&P TYSON

CHY C&P WEBSTER
CHY C&P WEINLAND

New Group
Edit Group

| Remove Group

Add All
| Remove Resource

Remove All

Clinic Groups:

CZ TEST GROUP =
€Z TEST GROUP 11

NEW CZ GROUP

OT4 GROUP 1

PACT TEAM

SOMETESTGROUP

SOMETESTGROUP T

SOMETESTGROUP 11
SOMETESTGROUP T11 El

Resource List:

CHY C&P AUDIO

— Descripticn

can schedule this resource.

Use the resources panel to define the set of dinical entities available for scheduling at this facility.
Resources may include care providers (for example, dentists and physicians) or cther kinds of scheduled
services, faciliies or equipment. Click the small + sign next to the resource name to manage the users who

oK | Cancel

Figure 236: Add Resource to Clinic Group
9. Click OK to add the clinic group to the list.

7.2.4 Removing a Resource from a Clinic Group
To remove a resource from a Clinic Group:

1. On the System tab, click Scheduling Management.

2. Select the Clinic Groups tab.

3. Select a clinic group to be edited from the Clinic Groups list.

Resources defined for the Clinic Group are displayed in the Resource List box.

4. Select a resource to remove, and then click Remove Resource.
If all resources need to be removed, click Remove All.

il Scheduling Management
| Clinics And Users | CI roups |

Resources:

chy c&P =

CHY CaP ADLER
CHY CaP AUDIO

CHY CAP KILPATRICK
CHY C&P OPTOMETRY
CHY C&P RUSSELL
CHY CaP SIEGEL

CHY CBP TYSOMN

CHY Ca&P WEBSTER
CHY CBP WEIMLAND

MNew Group

Edit Group

Add Resource
Add all

Remove All

Clinic Groups:
€z GROUP Iw

R
CZ TEST GROUP II
NEW CZ GROUP |

OT4 GROUP 1
PACT TEAM
SOMETESTGROUP
SOMETESTGROUP I
SOMETESTGROLUP TT

Resource List:

CBIP DEMNTAL
DI, BASIT

— Description

can schedule this resource.

Use the resources panel to define the set of clinical entities available for scheduling at this facility.
Resources may include care providers {for example, dentists and physicians) or other kinds of scheduled
services, facilites equipment. Click the small + sign next to the rescurce name to manage the users who

[=1 | Cancel

Figure 237: Remove Resource from Clinic Group
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8 Reports

The Reports tab allows you to view and print various reports. The Reports tab requires the
SDECZMGR manager security key to access the tab. The following selections and reports
are available:

e Audit Activity

e Clinics
111 Tasks System Reports
A
Audit Clinics
Aty

Figure 238: Reports Tab Selections
8.1 The Audit Activity Report

8.1.1 Generating an Audit Activity Report for an Individual Scheduler
To view Audit Activity for an individual scheduler:
1. From the Reports tab, select Audit Activity.
The Audit Activity dialog displays.
2. Select the individual scheduler’s name from the list.

3. Select Start Date and End Date. You can type the date or select it from the
calendar.

| Audit Activity =N on |
- Start Date: End Date:

HOLLINGSWORTH KAREN M. = SaannT = Bea20LT - View Aucit Repost - Export Audit Report

SchedulediN 0 Scheduler i PateraContacts intries A i APPTO0sed 1 MATCOpened 4 MRTCCIcsed v EWlintnes 1 EWlAppoimtmentshade | EWLCiosed ' PrlSchintnes W | PCSchAppoir

Figure 239: Audit Activity Report — Individual Scheduler

The following columns display data for the selected scheduler, based upon the time frame
specified:

e SchedulerlEN (New Person File)

e SchedulerName

e PatientContacts

e APPTENtries

e APPTAppointmentsMade

e APPTClosed
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EWLEntries

EWLAppointmentsMade

EWLClosed

Patient-Centered SchedulingAppointmentsMade
ConsultAppointmentsMade
AppointmentsCancelled

TotalActions

4. Click Close to exit the Audit Activity report dialog box.

8.1.2 Generating an Audit Activity Report for All Schedulers
1. From the Reports tab select Audit Activity.
The Audit Activity dialog displays.
2. From the Scheduler list select All.
3. Enter the Start Date and the End Date for the audit report.
4. Click View Audit Report.

The following columns display data for All Schedulers based upon the time frame
specified:

SchedulerlEN (Internal Entry Number — New Person File)
SchedulerName

PatientContacts

APPTEntries

APPTAppointmentsMade

APPTClosed

EWLEntries

EWLAppointmentsMade

EWLClosed

Patient-Centered SchedulingAppointmentsMade
ConsultAppointmentsMade
AppointmentsCancelled

TotalActions

Note: APPT columns include actions on RTC requests.

5. Click Close to exit the Audit Activity report dialog box.
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AL - 5292017 = 472007 = Viw Auscit Rapost Expont Audit Raport

PatientContacts | APPTEntries 7 | APPTAppointmentshade | APPTCiosed | MATCOwened | MATCOksed 7 DWlintries 7| IWlippointmentshlade 7| IWiClosed | PeCSchntries W PelSchipy *

Totals

Figure 240: Audit Activity Report — All Schedulers

8.1.3 Working with Audit Activity Report Data

8.1.3.1 Sorting by Column Header
1. Loginto VS GUI.
2. Select the Reports tab.
3. Select Audit Activity from the Reports section.

The Audit Activity dialog box displays for all schedulers defined in the New
Person file (#200).

The following data displays on the screen for the selected scheduler:
e SchedulerlEN (New Person File)

e SchedulerName

e PatientContacts

e APPTENtries

e APPTAppointmentsMade

e APPTClosed

e EWLEntries

e EWLAppointmentsMade

e EWLClosed

e Patient-Centered SchedulingAppointmentsMade
e ConsultAppointmentsMade

e AppointmentsCancelled

e TotalActions

4. Select the applicable column header to change the sort order for the report by
data specified in a different column.
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e To sort data in the specified column in ascending order, click the column
header.

e To sort data in the specified column in descending order, click the column
header a second time.

5. Click Close to exit the Audit Activity Report dialog box.

ALL . Sa93017 s GidfI007 l Vorw dudd Riepent Eaport Audd Repont

{ APFTEnes || APPTAppentmestiMade || APPTCiosed || MRTCOpered | MRTCClosed || EWLEstnes | EWLAppostmentshisde | EWLClssed | | PCSchbrines | PICSehdipy *
[} [} 3 [} 0 L] ° 0 o 0

slc olelc o oo e

Close

Figure 242: Audit Activity Sort — Descending

8.1.3.2 Filtering by Column Data

1. Select a filter option from each column header to filter data in the Audit
Activity report.

Note: All schedulers who have greater than or equal to 10 APPT Appointments Made
in the selected date range.
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Figure 243: Audit Activity Report — Filtered

Multiple filters can be selected to refine results (i.e., All schedulers who have greater
than or equal to 10 APPT Entries but less than or equal to 30 APPT Closed for the
selected date range).

Selected filters are highlighted in column headers.

To remove filters, select the filter option in a column header, and then click Clear
Filter.

2. Click Close to exit the Audit Activity report dialog box.

Scheduler Start Date: End Datec
/LT View Audt Report  Expont sl Report

ScheduledEN ([ Seheduler 0 Pabenl Isntacts AFFTEines | | AT Appointmentshlade | APFICIcied || METOOpened ||| METCCIsed || EWLEntoes 7 EWLAppointmentiMade | EWLCiowed | PrChchEntnes || PiCSchags ©

5

o

Figure 244: Audit Activity Report — Multiple Filters

8.1.4 Export an Audit Activity Report for Individual or All Schedulers
The data displayed on the screen can be exported to an Excel spreadsheet.
1. To export the audit report, click Export Audit Report.
The Save As dialog box opens.
2. Select the location to save the report file.

The default File name is “Audit Report”. You can edit if necessary.
Confirm the “Save As Type” is Excel.

3. Click Save.

The Report is generated. It contains data displayed on the screen in the Audit
Activity dialog box and it is saved to the location specified in the Save As dialog
box.

4. Click Close to exit the Audit Activity report dialog box.
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8.2 Clinics Report

The Clinic Report is accessed from the Reports tab by selecting Clinics from the Reports
section. The report displays clinic activity for all clinics, defined in the Hospital Location file
as the default.

8.2.1 Clinic Activity Report — Individual Clinic
The Clinic Report can be limited to individual clinics.
1. Loginto VS GUI.
2. Select Reports tab.
3. From the Reports section, click Clinics.
4.

In the Clinic Activity dialog box, enter the clinic’s name (six-character
minimum) that is defined in the Hospital Location file.

5. Click Search.
The following data displays on the screen for the selected clinic:
e Clinic name
e Division
e Stop Code
e Service
e CreateDT
e InactiveDT
e ReactiveDT
e AppType
e DefaultProv
e AdditionalProv
e ApptLength
e Variable
e MaxDays

6. Click the Clear button to remove the search criteria and return to the Clinic
Activity report for all clinics.

7. Click Exit to close the Clinic Activity Report dialog box.
8.2.2 Working with the Clinic Activity Report

8.2.2.1 Sorting by Column Headers
1. Loginto VS GUI.
2. Select the Reports tab.
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3. Select Clinics from the Reports section.

The Clinic Activity dialog box displays for all clinics defined in the Hospital
Location file (File #44).

The following data displays on the screen for the selected clinic:
e Clinic name

e Division

e Stop Code
e Service

e CreateDT

e InactiveDT

e ReactiveDT

e AppType

e DefaultProv

e AdditionalProv
e ApptLength

e Variable

e MaxDays

Note: The sort defaults in alphabetical order by the Clinic’s name.

4. To change the sort order for the report by data specified in a different column,
select the applicable column header.

5. Click once on the column header to sorts the data in ascending order.
Click a second time on the column header to sort the data in descending order.
Click Exit to close the Clinic Activity Report dialog box.
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First click sorts data by seleced column
heard in ascending order.

| clinic | Dwision T | StopCode V| Senvice ReactiveDT AppType T DefaultProv | AdditionalProvs =
‘ DIABETES CLINIC Daa 146 MEDICINE REGULAR THOMPSON,ROBERT  DOCTOR,ONE;EDMONDS, ANNETTE

(CARDIOLOGY CLINIC DBA 143 MEDICINE REGULAR ZAVALA,CHRISTINE  DOCTOR,ONE =
REWAB CENTER DBa ss2 REHAB MEDICINE 8/6/2014 12:00:00 AM | 3/1/2016 12:00:00 AM REGULAR THOMPSOHN,ROBERT DOCTOR, ONE; ZAVALA, CHRISTINE
|| REID - GENERAL PRACTICE DBA 141 MEDICINE 8/15/2014 12:00:00 AM REGULAR. REID, SANDRA; ZAVALA,CHRISTINE

'WAKEFIELD - PTSD DBA 361 PSYCHIATRY 8/15/2014 12:00:00 AM REGULAR WAKEFIELD,DEBORAH ZAVALA,CHRISTINE

NEUROLOGY CLINIC DBA 170 MEUROLOGY 8/18/2014 12:00:00 AM REGULAR DOCTOR,ONE THOMPSON,ROBERT;ZAVALA, CHRISTINE

SLEEP CLINIC DBA 511 MEDICINE 8/18/2014 12:00:00 AM REGULAR ZAVALA,CHRISTINE

DENTAL DBA 160 MONE 8/21/2014 12:00:00 AM REGULAR DOCTOR,TWO ZAVALA,CHRISTINE

Eve aumic oBa 17z nowe 8/21/2014 12:00:00 AM REGULAR CURIE, MARIE;USER, TWENTYSEVEN; ZAVALA, CHRISTING
INTERNAL MEDICINE DBa 141 MEDICINE 8/21/2014 12:00:00 AM REGULAR NEWTON,ISAAC; DOCTOR, ONE;ZAVALA, CHRISTINE;EDH
'ORTHO CLINIC =2} 173 REHAB MEDICINE 8/21/2014 12:00:00 AM REGULAR NO,PROVIDER ZAVALA,CHRISTINE

'WOMENS CLINIC DBA 310 MEDICINE 8/21/2014 12:00:00 AM REGULAR INLOW,CAROLYN S NURSE PRACTITIONER, BETTY;PHYSICIAN ASSISTANT 4
| MENTAL HEALTH 198 PSYCHIATRY 8/27/2014 12:00:00 AM REGULAR CURIE,MARLE; DOCTOR, ONE; ZAVALA,CHRISTINE
Zavala Clinic - INACT DBA 146 MEDICINE 9/4/2014 12:00:00 AM | 12/11/2014 12:00:00 AM REGULAR ZAVALA,CHRISTINE

PULMONGLOGY CLINIC o84 152 MEDICINE 9/8/2014 12:00:00 AM REGULAR AVERY, KETTH;CURIE, MARIE;ZAVALA, CHRISTINE

FV CLINIC oBA 41 MEDICINE 9/11/2014 12:00:00 AM  11/19/2014 12:00:00 AM 11/26/2014 12:00:00 AM EMPLOYEE

HB CLINIC DBA 141 MEDICINE 9/11/2014 12:00:00 AM REGULAR ZAVALA,CHRISTINE

STEVES PLAYHOUSE 240 DBA 539 NEUROLOGY 9/15/2014 12:00:00 AM  9/26/2015 12:00:00 AM  9/27/2015 12:00:00 AM  REGULAR ZAVALA, CHRISTINE

FAYS CLINIC DBA 310 NEUROLOGY 9/22/2014 12:00:00 AM  11/4/2015 12:00:00 AM  11/12/2015 12:00:00 AM REGULAR AVERY,KEITH THOMPSON,ROBERT;ZAVALA,CHRISTINE;EDMONDS, AN
| ALLERGY IMMUNIZATION DBA 142 MEDICINE 9/24/2014 12:00:00 AM REGULAR RESIDENT,BOB; RESIDENT, TWO;ZAVALA, CHRISTINE
ALLERGY ZAVALA paa 192 MEDICINE 9/24/2014 12:00:00 AM RESEARCH DOCTOR ZAVALA ZAVALA,CHRISTINE

1

[ 15]x]

Clinic 5 he Search Cle yort Chnic Report
e seare = Second click sorts data by selected . amicin
column header in descending order.

| qlinie. I Division | StopCode | Service i CreateDT i | nactivenT i | ReactiveDT T appType T DefauktProv i AdditionalProvs
| TrRoumIe MF 295 MEDICINE 2/3/2016 12:00:00 AM REGULAR KNOBLOCK, TAYLOR |
ESCLINIC 5LOTS 295 MEDICINE 1/28/2016 12:00:00 AM REGULAR
TKCLINIC DELAY 205 MEDICINE 1/28/2016 12:00:00 AM REGULAR
TKCLINIC MRTC 205 MEDICINE 1/28/2016 12:00:00 AM REGULAR PHYSICIAN, TAYLOR
TKCLINIC NO AVAIL 295 MEDICINE 1/28/2016 12:00:00 AM REGULAR
ESCLINIC HEALTH DBA 295 MEDICINE 1/13/2016 12:00:00 AM | 3/10/2016 12:00:00 AM REGULAR
TK CANCEL AVAIL 295 MEDICINE 1/6/2016 12:00:00 AM REGULAR PROVIDER,ERIN
Annette Day Clinic 141 MEDICINE 1/5/2016 12:00:00 AM REGULAR DOCTOR,ONE
TIK SPECIAL CLINIC 295 MEDICINE 1/5/2016 12:00:00 AM REGULAR
ESCLINIC MRTC oBA 295 MEDICINE 1/3/2016 12:00:00 AM | 2/22/2016 12:00:00 AM | 2/23/2016 12:00:00 AM ~ REGULAR PHYSICIAN, ERIN
TK CLINIC 205 MEDICINE 12/31/2015 12:00:00 AM REGULAR KNOBLOCK, TAYLOR.
ESCLINIC FUTURE oBA 295 MEDICINE 12/7/2015 12:00:00 AM | 12/9/2015 12:00:00 AM | 1/18/2016 12:00:00 AH  REGULAR
CZ BAYVIEW CLINIC 141 MEDICINE 11/17/2015 12:00:00 A1 REGULAR
EMS NO AVAIL oBA 295 MEDICINE 11/12/2015 12:00:00 AM REGULAR
ARE Special Clinic 295 REHAB MEDICINE  11/11/2015 12:00:00 AM REGULAR DOCTOR,GNE EDMONDS, ANNETTE
ES CLINIC SDAY 205 MEDICINE 11/11/2015 12:00:00 AM REGULAR PHYSICIAN TAYLOR
ES CLINIC MWF DBA 143 MEDICINE 11/11/2015 12:00:00 AM REGULAR PROVIDER, ERIN
ES CLINIC TTH 19 MEDICINE 11/11/2015 12:00:00 A1 REGULAR
ARE Clinic 295 MEDICINE 11/10/2015 12:00:00 AM | 11/10/2015 12:00:00 AM | 11/11/2015 12:00:00 AM REGULAR DOCTOR, ONE EDMONDS, ANNETTE
Special Clinic 295 MEDICINE 11/10/2015 12:00:00 &M REGULAR
ERINS TEST CLINIC 552 MEDICINE 11/9/2015 12:00:00 AM | 11/16/2015 12:00:00 AM  11/18/2015 12:00:00 AM REGULAR PROVIDER, ERIN;PHYSICIAN,ERIN

Figure 246: Clinic Activity Report Sort — Descending Order

8.2.2.2 Filtering Data by Column
Data in the Clinic’s Activity report can be filtered as follows:

1. Select the filter option in each column header (e.g., Clinic Activity data can be
filtered by all Clinics with a defined Service of Rehab Medicine).
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Clinic I | Dvision [ StopCode [ Service T CreateoT T InactiveDT W ResctiveDT i | AppType T DefaultProv | addtionalProvs [ | Apptre
| ARE Special Clinic 295 REMAB MEDIC oy ) REGULAR DOCTOR, ONE EDMONDS ANNETTE 30
CHRISTINE'S CLINIC 552 REHAB MEDIC | || vepiaing ~| $12:00:00 AM REGULAR 3
CLINIC 30_30 STRB4S 552 REHAB MEDIC | [[] NEUROLOGY REGULAR 30
ENHL TEST CLINIC THREE 552 REHAB MEDIC NONE 12:00:00 AM REGULAR 30
ORTHO CLINIC DBA 173 REHAB MEDIC | | PSYCHIATRY REGULAR O,PROVIDER ZAVALA,CHRISTINE 15
7] REHAB MEDICINE
REHAB CENTER DBA 552 REHABMEDIC| 2:00:00 AM REGULAR THOMPSON, ROBERT; BOCTOR,ONE;ZAVALA, CHRISTINE 60
VSE CLINIC T 552 REHAB MEDI] (e REGULAR 30
15 equal to
Match case
And
1Is equal to
Watch case
Filter Clear Filter

Figure 247: Clinic Activity Report — Filtered

Multiple filters can be selected to refine results (e.g., Clinic Activity data can be filtered by
all Clinics with a defined Service of Rehab Medicine that also have no DefaultProv defined).

Selected filters are highlighted in column headers.

To remove filters:
1. Select a filter option in the column header, and then click Clear Filter.
2. Click Exit to close the Clinic Activity report dialog box.

N Clinic Activity

Multiple filters selected to refine data in Clinic Activity report.

Clinic Search: search Clear Exgort Chinic Report

|ctinic T | Division T | StopCode T Service CreateDT T InactiveDT T | ReactiveDT T | AppType T DefaultProv Iﬂ AdditionalProvs T Apptle
ECHR.[S"HES cunIc 552 REHAB MEDICINE 12/19/2014 12:00:00 AM 12/30/2014 12:00:00 AM REGULAR 30
CLINIC 30_30 5TR845 ss2 REHAB MEDICINE | 9/30/2015 12:00:00 Al REGULAR 30
ENH1 TEST CLINIC THREE ss2 REHAB MEDICINE 2/18/2015 12:00:00 AM  2/18/2015 12:00:00 AM REGULAR 30
REHAB CENTER DBA ss2 REHAB MEDICINE 8/6/2014 12:00:00 AM 3/1/2016 12:00:00 AM REGULAR THOMPSON,ROBERT; DOCTOR, ONE; ZAVALA,CHRISTINE 60
VSE CLINICT 552 REHAB MEDICINE 10/8/2015 12:00:00 AM REGULAR 30

Figure 248: Clinic Activity Report — Multiple Filters

8.2.3 Exporting a Clinic Report
To export a Clinic Report:
1. From the Reports tab, in the Reports section, select Clinics.
The Clinic Activity dialog box opens, displaying the report.
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M Clinic Activity

Clinic Search: Search Clear Export Clinic Report

| Clinic T pivision T | StopCode T | Service T | CreateDT T | InactiveDT | ReactiveDT [ | AppType T DefaultProv T | AdditionalP *
| 15 INCRMIT ISP cLINIC 141 MEDICINE 12/19/2014 12:00:00 AM  12/30/2014 12:00:00 AM REGULAR

45-MIN CLINIC 539 MEDICINE 4/17/2015 12:00:00 AM REGULAR

ALLERGY IMMUNIZATION DBA 142 MEDICINE 9/24/2014 12:00:00 AM REGULAR RESIDENT,
ALLERGY ZAVALA DBA 142 MEDICINE 9/24/2014 12:00:00 AM RESEARCH DOCTORZAVALA | ZAVALACH ||
BEAVER CLINIC DBA 196 PSYCHIATRY 10/3/2014 12:00:00 AM REGULAR DOCTOR,TWO NEWTON,I
BELLVUE CLINIC DBA 141 MEDICINE 10/28/2014 12:00:00 AM REGULAR CURIE,MARIE ZAVALA,CH

=] E3

Figure 249: Clinic Activity

If applicable, search for a specific clinic in the Clinic Search field. Click Search.
If no specific clinic is used, ensure the full list is downloaded by scrolling down

on the right several times until the last clinic on the list is the same when scroll to
the bottom.

2. Click Export Clinic Report.

A Save As dialog box opens.

3. Select the location to save the report.

Confirm the file name. The default is “Clinic Report”.
Confirm the Save as Type is Excel.

4. Click Save.

Data displayed on the screen is exported to the file and saved to the specified
location with the defined name.

5. Click Exit to close the Clinic Activity report dialog box.

Save As

(_)(_) |3 = Libraries ~ Documents ~

> k& I Search Documents Lo}

- Favorites

B Desktop
4 Downloads
1, Recent Places

i Libraries
3 Documents
rJ’- Music
[ Pictures
=] Subversion

B videos

1% Computer

‘;, Local Disk (C:)

*ﬁ Network

+ Hide Foldersl

Organize *  New folder

Documents library

Incudes: 2 locations

Name “ Date modified Type

Arrange by: Folder v

Size

1% cavmFoLapEvo2 x|

File name: | SIiat=elg:

No items mattch your search.

Save as type: [Excel files (*.dsx)

L (1«

Save I Cancel |

A

Figure 250: Save As
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9 Trash Queue Cleanup

WARNING: ONLY USE THIS OPTION IF DIRECTED BY HEALTH PRODUCT
SUPPORT ADMIN TEAM. PLACE A TICKET IF YOUR SITE THINKS THIS MAY
BE NEEDED.

During initial set-up of VS GUI, administrators who need to identify and purge unresolved
requests, a task can be run to identify open appointment requests or duplicate appointment
requests, close them, and produce a report for administrators. This excludes VAR requests
which are called Veteran or Mobile requests, all stored in the SDEC APPT REQUEST file.

9.1 Compile List of Re-Opened REQUEST Records that Can

Be Closed

During initial set-up of VS GUI, the following dialog allows the user to find open
appointment requests or duplicate appointment requests to produce a report for
administrators to review/review verify.

The SDEC Initial Cleanup Utility will allow the Closing of Re-Opened SDEC APPT
REQUEST records, which have resulted from a cancellation in VistA of a corresponding
SDEC APPOINTMENT.

1. Logon to the VistA Legacy System.
2. Select VS GUI Initial Cleanup Utility [SDEC INITIAL CLEANUP UTILITY]
3. Select Compile List of Re-Opened REQUEST records that can be closed
To Compile a List of Re-Opened REQUEST records that can be closed:
1. Enter a list of Clinics (one by one) to EXCLUDE from Compilation.
2. Enter the Clinic to Exclude.
3. Press Enter to not exclude any Clinic.

A dialog box displays “You did not choose any Clinics to Exclude”.
Are you sure you want to run Cleanup for all clinics? Yes or No?

4. Click Yes to continue.
5. Click No to abort.
6. Select one of the following to print the results:
e VistA Print Device
e Spooler
e VistA Email
e Screen with capture

7. Review the list to ensure these are all extraneous open requests that should be
auto-closed.
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To Compile for all Clinics excluding the following:

°
SELECT OPTION: SDEC INITIAL CLEANUP UTILITY VS GUI INITIAL CLEANUP UTILITY

THE FOLLOWING UTILITY WILL ALLOW THE CLOSING OF RE-OPENED SDEC APPT REQUEST
RECORDS WHICH HAVE RESULTED FROM A CANCELLATION IN VISTA OF A CORRESPONDING
SDEC APPOINTMENT.

3 SELECT ONE OF THE FOLLOWING COMPILE LIST OF RE-OPENED REQUEST
RECORDS THAT CAN BE CLOSED
2 COMMIT RECORDS TO BE CLOSED FROM COMPILED LIST
WHAT WOULD YOU LIKE TO DO?: 1 COMPILE LIST OF RE-OPENED REQUEST RECORDS THAT CAN BE
CLOSED

ONE BY ONE, A LIST OF CLINICS TO EXCLUDE FROM COMPILATION.

ENTER CLINIC TO EXCLUDE: <HIT ENTER TO NOT EXCLUDE ANY CLINICS>

YOU DID NOT CHOOSE ANY CLINICS TO EXCLUDE.
ARE YOU SURE YOU WANT TO RUN CLEANUP FOR ALL CLINICS? (Y OR N):? NO// YES

COMPILING FOR ALL CLINICS EXCLUDING THE FOLLOWING:

DEVICE: HOME// HOME (CRT)

(YOU MAY ENTER A DEVICE THAT PRINTS TO A FILE, A PRINTER, EMAIL MESSAGE, OR YOU MAY
PRINT ON THE SCREEN.)

*** OPEN SDEC APPT REQUESTS LIST RUN JAN 09, 2017@02:48:47 ***

LAST 4 APPT REQ IEN

CLINIC PATIENT SSN APPT IEN CID DA==
VSE ENH1 CLINIC FAULCON,GONZALO J 2916 1747 ; 1985 12/27/2016
VSE ENH1 CLINIC TEST,STERLING PAUL JR 0183 1752 ; 1988 12/27/2016
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9.2 Commit Records to Be Closed from Compiled List

During initial set up of VS GUI, to commit Records to Be Closed from the Compiled List
created via SDEC INITIAL CLEANUP UTILITY:

1. Logon to the VistA Legacy System.
2. Select VS GUI Initial Cleanup Utility [SDEC INITIAL CLEANUP UTILITY]
3. Select Commit Records to Be Closed from Compiled List
A dialog box displays “What Would You like to Do?”
To Commit Records to Be Closed from the Compiled List:
1. Open SDEC APPT REQUEST Compilation Lists to choose from:
The batch list displays records.

2. Enter the Batch # previously reviewed above. There may be several batches in
the list from past compile jobs.

A message displays “Committing Open records for Batch # to Closed.... Done”

After the task is completed, the Current Status changes to “Closed” and the
Disposition fields in the SDEC APPT REQUEST file are set accordingly.

To verify the record has been closed:

1. Goto VA FileMan
2. Inquire to view the SDEC APPT REQUEST File (#409.85)
View the following fields:

e CURRENT STATUS

e DATE DISPOSITIONED

e DISPOSITIONED BY

e DISPOSITION

e DISPOSITION CLOSED BY CLEANUP

SELECT OPTION: SDEC INITIAL CLEANUP UTILITY VS GUI INITIAL CLEANUP UTILITY

THE FOLLOWING UTILITY WILL ALLOW THE CLOSING OF RE-OPENED SDEC APPT REQUEST
RECORDS WHICH HAVE RESULTED FROM A CANCELLATION IN VISTA OF A CORRESPONDING
SDEC APPOINTMENT.

4 SELECT ONE OF THE

F
RECORDS THAT CAN BE CLOSED

2 COMMIT RECORDS TO BE CLOSED FROM COMPILED LIST

OLLOWING COMPILE LIST OF RE-OPENED REQUEST

WHAT WOULD YOU LIKE TO DO?: 2 COMMIT RECORDS TO BE CLOSED FROM COMPILED LIST
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OPEN SDEC APPT REQUEST COMPILATION LISTS TO CHOOSE FROM:

BATCH # RUN USER START DATE FINISH DA==

1 STUCK, ERIN DEC 14, 2016@07:41:56 DEC 14, 2016@07:41:56
2 KRON,CAROLYN S DEC 16, 2016@23:54:52 DEC 16, 2016@23:54:53
3 KRON, CAROLYN S DEC 22, 2016@11:47:18 DEC 22, 2016@11:47:19
4 KRON, CAROLYN S JAN 09, 2017@02:34:05 JAN 09, 2017@02:34:05
5 KRON, CAROLYN S JAN 09, 2017@02:48:47 JAN 09, 2017@02:48:47

COMMITTING OPEN RECORDS FOR BATCH # 5 TO CLOSED...DONE

Once the task completes, the CURRENT STATUS is changed to “CLOSED” and the
DISPOSITION fields in the SDEC APPT REQUEST file are set accordingly.

To verify the record has been closed, go to VA FileMan and Inquire to view the SDEC APPT
REQUEST File (#409.85). View the following fields:

CURRENT STATUS

DATE DISPOSITIONED
DISPOSITIONED BY

DISPOSITION

DISPOSITION CLOSED BY CLEANUP
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9.2.1.1 Systems Manager

3. Navigate to Fileman Record INQUIRY [RTZ INQ-FM-INQUIRY], either
through the programmer prompts or through the site’s local fileman prompts.

Select Inquire to File Entries [DIINQUIRE]
Inquire to File Entries
Output from What File: SDEC APPT REQUEST//
6. Select SDEC APPT REQUEST PATIENT:
7. Press Return

To see more

To exit

OR

Choose a number from the list

SELECT SYSTEMS MANAGER MENU OPTION: FM VA FILEMAN

VA FILEMAN VERSION 22.0

ENTER OR EDIT FILE ENTRIES

PRINT FILE ENTRIES

SEARCH FILE ENTRIES

MODIFY FILE ATTRIBUTES
INQUIRE TO FILE ENTRIES
UTILITY FUNCTIONS ...

DATA DICTIONARY UTILITIES ...
TRANSFER ENTRIES

OTHER OPTIONS ...

SELECT VA FILEMAN OPTION: INQUIRE TO FILE ENTRIES

OUTPUT FROM WHAT FILE: SDEC APPT REQUEST//
SELECT SDEC APPT REQUEST PATIENT: TEST,STERLING PAUL JR

5 TEST,STERLING PAUL JR
2 TEST,STERLING PAUL JR
3 TEST,STERLING PAUL JR
4 TEST,STERLING PAUL JR
3 TEST,STERLING PAUL JR
PRESS <RETURN> TO SEE MORE[],[J0"0 TO EXIT THIS LIST, OR
CHOOSE 1-5:

PRESS <RETURN> TO SEE MORE[],[J0" TO EXIT THIS LIST, OR
CHOOSE 10-15:

VistA Scheduling Enhancements 178 April 2018
VS GUI User Guide



16 TEST,STERLING PAUL JR
17 TEST,STERLING PAUL JR
18 TEST,STERLING PAUL JR
19 TEST,STERLING PAUL JR
20 TEST,STERLING PAUL JR
PRESS <RETURN> TO SEE MORE[],[J0"[ TO EXIT THIS LIST, OR
CHOOSE 1-20: 16 TEST,STERLING PAUL JR
ANOTHER ONE:
STANDARD CAPTIONED OUTPUT? YES// (YES)
INCLUDE COMPUTED FIELDS: (N/Y/R/B): NO// B BOTH COMPUTED FIELDS AND RECORD NUM
BER (IEN)
DISPLAY AUDIT TRAIL? NO// Y YES

NUMBER: 1752 PATIENT: TEST,STERLING PAUL JR
CREATE DATE: DEC 23, 2016 INSTITUTION: CHEYENNE VAMC
REQUEST TYPE: APPOINTMENT
REQ APPOINTMENT TYPE: REGULAR

CREATED ON DEC 23, 2016@14:37:43 BY USER #520736464 (SDECRPC OPTION)
PATIENT STATUS: NEW

CREATED ON DEC 23, 2016@14:37:43 BY USER #520736464 (SDECRPC OPTION)
REQ SPECIFIC CLINIC: VSE ENH1 CLINIC

CREATED ON DEC 23, 2016@14:37:43 BY USER #520736464 (SDECRPC OPTION)
ORIGINATING USER: KRON,CAROLYN S PRIORITY: FUTURE
REQUESTED BY: PATIENT

CREATED ON DEC 23, 2016@14:37:43 BY USER #520736464 (SDECRPC OPTION)
CID/PREFERRED DATE OF APPT: DEC 27, 2016

CREATED ON DEC 23, 2016@14:37:43 BY USER #520736464 (SDECRPC OPTION)

CURRENT STATUS: CLOSED
CHANGED FROM [JOPEN[] ON JAN 09, 2017@02:49:09 BY USER #520736464
(SDEC INITIAL CLEANUP UTILITY OPTION)
CHANGED FROM [JCLOSED[] ON DEC 23, 2016@14:47:01 BY USER #520736464
(SDCANCEL OPTION)
CHANGED FROM [JOPEN[] ON DEC 23, 2016@14:38:10 BY USER #520736464
(SDECRPC OPTION)

ENTER RETURN TO CONTINUE [JR(]"[] TO EXIT:

CREATED ON DEC 23, 2016@14:37:43 BY USER #520736464 (SDECRPC OPTION)
COMMENTS: TEST
CREATED ON DEC 23, 2016@14:37:43 BY USER #520736464 (SDECRPC OPTION)
ENROLLMENT PRIORITY: GROUP 8 MULTIPLE APPOINTMENT RTC: NO
DATE/TIME ENTERED: DEC 23, 2016@13:37
DATE EDITED: DEC 23, 2016@14:37 EDITED BY: KRON,CAROLYN S
REQ SPECIFIC CLINIC: VSE ENH1 CLINIC
DATE DISPOSITIONED: JAN 09, 2017 DISPOSITIONED BY: KRON,CAROLYN S
DISPOSITION: ENTERED IN ERROR DISPOSITION CLOSED BY CLEANUP: YES
SERVICE CONNECTED PERCENTAGE: 0 SERVICE CONNECTED PRIORITY: NO
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9.3 View Unresolved APPT Requests Reopened by the

SDCANCEL Option

A user who has access to the VS GUI Requests Reopened by Cancel Availability [SDEC
REQ REOPENED BY SDCANCEL] can view unresolved appointment requests. This is
helpful after clinic availability has been canceled on a day with a lot of patients scheduled. If
the user runs this report, it is a guide to which patients still have an open request sitting in VS
GUI ready to be rescheduled.

To view unresolved appointment requests:

1.
2.

REOPENED BY SDCANCEL].

3. Select CLINIC:

Follow the steps shown below.

SELECT SCHEDULING MANAGER[]S MENU OPTION: OUTPUTS

AQK
AQK2
CAAR

ENCOUNTER ACTIVITY REPORT

ACRP STOP CODE REPORT

CLINIC APPOINTMENT AVAILABILITY REPORT
APPOINTMENT LIST

APPOINTMENT MANAGEMENT REPORT

CANCELLED CLINIC REPORT

CLINIC ASSIGNMENT LISTING

CLINIC LIST (DAY OF WEEK)

CLINIC NEXT AVAILABLE APPT. MONITORING REPORT
CLINIC PROFILE

DISPLAY CLINIC AVAILABILITY REPORT
ENROLLMENTS > X DAYS

FILE ROOM LIST

FUTURE APPOINTMENTS FOR INPATIENTS
INPATIENT APPOINTMENT LIST

MANAGEMENT REPORT FOR AMBULATORY PROCEDURES
NO-SHOW REPORT

PATIENT PROFILE MAS

PCMM MAIN MENU ...

PRINT SCHEDULING LETTERS

PROVIDER/DIAGNOSIS REPORT

RADIOLOGY PULL LIST

ROUTING SLIPS

VISIT RPT BY TRANSMITTED OPT ENCOUNTER

VS GUI REQUESTS REOPENED BY CANCEL AVAILABILITY
WORKLOAD REPORT
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SELECT OUTPUTS OPTION: A
2 VSE ENH1 CLINIC ONE ZAVALA,CHRISTINE A
3 VSE ENH1 CLINIC TWO

CHOOSE 1-3: 1 VSE ENH1 CLINIC

SELECT CLINIC:

DEVICE: HOME// HOME (CRT)

VS GUI REQUESTS RE-OPENED BY CANCEL AVAILABILITY (SDCANCEL) OPTION
FOR CLINICS: VSE ENH1 CLINIC

PATIENT SSN TELEPHONE CID/PREF DATE
TEST,CHRISTINE 000-12-1234 (555)123-1234 JAN 12,2017

10 VistA Scheduling 508 Compliance

The following section outlines the process for executing the VistA Scheduling Application
functionality using the keyboard. Many keyboard shortcuts have been added for ease of use.
A consolidated list of all keyboard shortcuts is provided in Section 13.

10.1 The Tasks Tab
Ctrl + T is the keyboard shortcut to navigate to the Tasks Tab.

10.1.1 The Ribbon Bar
1. Logonto VS GUI as a scheduler.
The Search field is highlighted and the cursor is blinking.
2. Press the Tab key to advance through the Ribbon Bar.
3. Beginning at the Patient Search field, move from left to right.

If the controls in each section listed below are enabled, when you press the tab key each one
will be highlighted accordingly:

e Patient Search Field

e Search Button

e Clear Button

e Actions

e Arrangement

e Pending Appointments

e Special Needs/Preferences
e Mobile Requests

e Tools
e Print
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o Export
0 Refresh

0 Query
After leaving the Tools section, you will be redirected to the Patient Search field.

Table 2: Keyboard Shortcuts for Ribbon Bar Components

Ribbon Bar Component Keyboard Shortcut
Patient Search Field ALT +S
Action ALT + A
Arrangement ALT + G
Pending Appointment Window ALT +P
Special Needs/Preferences ALT + N
Mobile Requests ALT + M
Tools ALT +T

10.1.2 Request Type Dialog
Using the Tab key:
1. From the Actions Pane, with the New Req. highlighted, press Enter.

The Request Type dialog box displays.
Focus is OK.

Press the Tab key to move to CLEAR.
3. Press the Tab key to move to APPT Request Type.

. Press the Tab key to move to PATIENT-CENTERED SCHEDULING Request
Type.
5. To select a Request Type, press the tab key to highlight, and then press the
Space Bar key to select.

6. Press the Tab key to move to OK, and then press Enter.
Note: The arrow keys can also be used to navigate to the Request Type dialog

box.
Table 3: Keyboard Shortcuts for Request Type
Component Keyboard Shortcut
OK ALT +O
Clear ALT +C

10.1.3 Appointment Request
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Using the Tab key:

The Appointment Request Dialog opens with OK highlighted.
Use the Tab key to move to CLEAR and the Svc Related check box.

1. Press the Space Bar to select.
Use the Tab key to move to Clinic (default) and Service/Specialty.
Press the Space Bar to select.

3. Press the Tab key to move to the Clinic field, and then enter the Clinic Name
(four-character minimum).

4. Press the Tab key to move to the CID/Preferred Date field, and once
highlighted press Enter to display Calendar control.

5. Use the up arrow and the down arrow to navigate the dates in the calendar, and
then press Enter to select the date.

6. Press the Tab key to move to Appointment Type, and then use the arrow keys
to select Appointment Type.

7. Press the Tab key to move to the Requested By field, and then use the arrow
keys to select Requested By.

8. Press the Tab key to move to the Provider field (if applicable), and then enter
the Provider name (three-character minimum).

9. Press the Tab key to move to the Multiple Appointments Required check
box, and then press the Space Bar to select.

10. Press the Tab key to move to the Number of Appointments Required field,
and then use the arrow keys to select the number of appointments required.

11. Press the Tab key to move to the Interval Between Appointments field, and
then use the arrow keys to select the number of days between appointments.

12. Press the Tab key to move to the Comments field, and then enter your text.

13. Press the Tab key to move to OK, and then press Enter to select and create the
APPT Request and exit the dialog box.

Table 4: Keyboard shortcuts for the Appointment Request

Component Keyboard shortcut
OK ALT +0O
Clear ALT +C

Query

The Query Dialog box opens with the Patient field highlighted.
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1. Enter the patient’s Last Name, First Name or the last initial and last four of
the SSN.

2. Press the Tab key to move to Find, and then press Enter.
Use the Down Arrow to highlight names in the Patient list.
3. Press the Enter key to select patients from the list to include in the query.
4. Press the Tab key to move to the Patients column.
Use the Down Arrow to highlight the names listed.
5. To remove names from the selection press Enter.
Use the Tab key to move to the Request Type Filter.
6. Press Enter to open the Request Types dialog box.
Use the arrow keys to navigate to the Request Type selection grid.
7. Press the Space Bar to select the highlighted Request Type.

Use the Tab key to move to OK to confirm the selection.
Use the Tab key to Cancel the selection and exit the dialog box.

The Clinic/Service Filter
Use the Tab key to move to the Clinic/Service Filter.
1. Press Enter to open the Clinics dialog box.
2. Enter the Clinic/Service name in the blank field (four-character minimum).
Use the Tab key to move to Find and the Select All check box.
3. Press the Space Bar to Select All.

Use the Tab key to move to Clinics or Services.
Clinics is the default.

4. Press the Space Bar to select the Services button.

Use the arrow keys to navigate up and down the Clinics/Service Grid.
Use the Space Bar to select/deselect from the list.

5. Press the Tab key to move to OK, and then press Enter to confirm the
selections for the query.

OR use the Tab key to Cancel
6. Press Enter to quit the selection and exit the dialog box.

The Priority Group Filter
1. Press the Tab key to move to the Priority Group Filter and then press Enter
to display the Priority Group dialog box.
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Use the Tab key to move to the Select All check box.
2. Press the Space Bar to select (if applicable).
3. Press the Tab key to move to the Priority Group grid.

Use the up or down arrow to navigate up and down the list.
Use the Space Bar to select/deselect the Priority Group options.

4. Press the Tab key to move to OK, and then press Enter to confirm the
selections for the query.

OR use the Tab key to Cancel
5. Press Enter to quit the selection and exit the dialog box.

Wait Time
1. Press the Tab key to move to the following:
e Wait Time list.
e SC Visit? List
e Connected? list
Use the arrow keys to navigate the options for the query selections.

2. Press the Tab key to move to the Origination Date field/CID/Preferred Date
field.

Enter the date for the query selection as applicable.

Press the Tab key to move to the Urgency field (Applicable to Consult
Requests only)/Change Sort field.

Use the arrow keys to navigate to the list for query selection.
5. Press the Tab key to move to the Clear button, and then press Enter.
The Clear Filter dialog box displays.

6. Press the Tab key to move to OK, and then press Enter to clear the Request
Query dialog box of all filter selections and start the query selection process
again.

7. Press the Tab key to move to Cancel and then press Enter to Cancel Clear
Filter selection and exit the dialog box.

Note: Selecting Cancel will keep the current Request Query filter selections for
the query.

8. Press the Tab key to move to the Submit button, and then press Enter.
The Request Query Confirmation dialog box opens.

9. Press the Tab key to move to OK, and then press Enter.

The query results display in the Request Management Grid.
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To Cancel the action:
1. Press the Tab key to Cancel.

2. Press the Enter key to abort the query results and return to the Request Query
dialog box.

3. Press the Tab key to move to Close, and then press Enter to close the Request
Query dialog box.

10.2 Systems Tab
To access the Systems Tab, press CTRL+Y.

10.2.1 Systems Tab Ribbon Bar
1. Press the Tab key to move to Scheduling Management.
2. Press Enter to display the Scheduling Management dialog box.

3. Press the Tab key to move to Availability, and then press Enter to open the
Availability Selection dialog box.

Table 5: Keyboard Shortcuts for the Systems Tab Ribbon Bar

Ribbon Bar Component Keyboard Shortcut
Systems Tab CTRL+Y
Scheduling Management ALT + M

Availability ALT + H

Selected Clinic ALT +L

10.2.2 Scheduling Management

10.2.2.1 Clinics and Users Tab

The Scheduling Management Dialog box opens on the Clinics and Users tab with the OK
button highlighted. Focus is on OK button.

1. Press the Tab key to move to the Users Selection List.
Use the Down Arrow to highlight the First Name in the Users List.

2. Press Enter to select the User Name, and then press the Tab key to move to
the Prohibited Clinic field.

3. Enter the Clinic Name.
. Press the Tab key to move to the Find button, and then press Enter.
The Prohibited Clinic List is displayed.
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Use the arrow keys to navigate up and down the list.

5. Press the Tab key to move to the Privileged Users List for users who are
assigned to the selected clinic.

Use the Tab key to move to the Add User button, the Remove User button or the
Remove All button.
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Table 6: Keyboard Shortcuts for Scheduling Management

Component Keyboard Shortcut
Add User ALT + A
Remove User ALT +R
Remove All ALT +E
Find ALT +F
OK ALT +O
Cancel ALT +C

10.2.2.2 Clinic Groups Tab
When the user accesses the Clinic Group tab, the OK button is highlighted.
1. Press the Tab key to move to Resources.
2. Enter the Clinic Schedule Resource criteria
— User name, Clinic Name, Clinic Group
3. Press the Tab key to move to the Find button, and then press Enter.
Use the down arrow to highlight the first name in the Resource List.
4. Press the Tab key to move to the following:
e New Group
e Edit Group
e Remove Group
e Clinic Groups List
e Add Resource

e Add All
e Remove Resource
e Remove All

Table 7: Keyboard Shortcuts for the Clinic Groups Tab

Component Keyboard Shortcut
New Group ALT +N
Edit Group ALT + E
Remove Group ALT +R
Add Resource ALT +S
Add All ALT + L
Remove Resource ALT+D
Remove All ALT + X
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Component Keyboard Shortcut
OK ALT +O
Cancel ALT+C

10.2.3 Availability Selection

The Availability Selection Dialog box opens with the OK button highlighted.

1. Press the Tab key to move to the Cancel button.
2. Press the Tab key to move to the Search by Name field.
3. Enter the Clinic Name (four-character minimum).
4. Press the Tab key to move to the Resource List Grid.
Use the arrow keys to navigate up and down the Resource List.
5. Press Enter to select the highlighted Resource.
The Select Clinic Availability displays.

Table 8: Keyboard Shortcuts for the Availability Selection

Component Keyboard Shortcut
Search Field ALT + S
First Row of Results Grid ALT + G
OK ALT +O
Cancel ALT +C

10.3 The Reports Tab
To access the Reports Tab press CTRL+R.

10.3.1 Reports Tab Ribbon Bar
1. Press the Tab key to move to Audit Activity.
2. Press the Tab key to move to Clinics.
3. Press the Tab key to move to Management Reports.
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Table 9: Keyboard Shortcuts for the Reports Tab Ribbon Bar

Ribbon Bar Component Keyboard Shortcut
Reports Tab Ctrl+ R
Reports Alt + R

10.3.2 Audit Activity
The Audit Activity dialog box opens with the Close button highlighted.
1. Press the Tab key to move to the Scheduler list.

The default is All.
Use the Down Arrow to select a user’s name (listed in alphabetical order).

2. Enter the user’s name (last name, first name) to go directly to the specific user.

3. Press the Tab key to move to the Start Date field, and then press Enter to
select the Calendar.

Use the arrow keys to select the date.

4. Press the Tab key to move to the End Date field, and then press Enter to
select the Calendar.

Use the arrow keys to select the date.

5. Press the Tab key to move to the View Audit Report, and then press Enter to
display the Audit Report in Grid.

6. Press the Tab key to move to the Export Audit Report, and then press Enter to
open the Save As dialog box.

Note: Only data displayed on the screen will appear in the exported Audit
Report.

You can use the Tab key to navigate the Audit Report Grid.

Table 10: Keyboard Shortcuts for Audit Activity

Component Keyboard Shortcut
Scheduler drop down ALT +S
Audit Report ALT +V
Export Report ALT +E
Close ALT +C
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10.3.3 Clinic Activity
The Clinic Activity dialog box opens with the Exit button highlighted.

1. Press the Tab key to move to the Clinic Search field, and then enter the Clinic
Name (six-character minimum).

Press the Tab key to move to the Search button, and then press Enter.
3. Press the Tab key to move to the Clinic Results Grid.

Use the Tab key to navigate through the Clinic Results Grid including the Column
Headers and Filters.

Table 11 Keyboard Shortcuts for Clinic Activity

Component Keyboard Shortcut
Search Button ALT +S
Clear ALT+C
Export ALT + E
Exit ALT + X

11Troubleshooting

Contact the Enterprise Service Desk (ESD), formally the National Service Desk (NSD), and
open a ticket for any VS GUI related issues. At the time of publishing, the phone number is
855-673-HELP (4357).

VSE Pulse page resources and training aids:

e Frequently Asked Questions/Known Issues document:
https://www.vapulse.net/docs/DOC-107042

e Scheduler: https://www.vapulse.net/community/vista-scheduling-
enhancements-vse

e Super User: https://www.vapulse.net/groups/vse-super-users

e National Return to Clinic Order Implementation:
https://www.vapulse.net/qroups/return-to-clinic-rtc

11.1 Changing User ID and Password

Contact your supervisor or System Administrator for User ID or Password changes.
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11.2 Special Instructions for Error Correction
Some potential warning messages are listed here.
Table 12: Warning Messages

Reason for
Message Message Action Result
Sensitive Warning displays to the Click User is able to
Information user: OK log into the
Warning Security Log
xR\ ARNING*** Audit Tralil
**RESTRICTED
RECORD***
Warning for similar Similar Names dialog Click User is able to
names and SSN displays OK continue
System lit patients with
similar name and same last
four digits of SS#
Accessing This patient died on <Date Click User is able to
deceased patient’s of Death> OK perform action
record Do you wish to continue? such as
Disposition,
Cancel
Appointments
Accessing own Security regulations prohibit Click User is unable to
record at selection computer access to your OK perform any
own medical record. activity/actions
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12 Acronyms and Abbreviations

Term Description

Access Block A color-coded representation of the amount of time allotted for a
specific Access Type (or appointment).

Access Groups Categories of Access Types. Assigning Access Types to Access
Groups makes it easier to schedule and search for certain types of
appointments.

Access Types The variety of different appointment types available in the Legacy
VistA Scheduling package. Each type of appointment, such as
routine physical, dental, walk-in, or other specific appointment type is
an Access Type.

AMIE Automated Medical Information Exchange

API Application Program Interface

APPT Appointment: A scheduled or unscheduled meeting between patient
and healthcare professional.; an appointment can include several
encounters with providers or clinics for tests, procedures, etc.

CIiD Clinically Indicated Date

Clinic A medical center location where patients receive care by a doctor or
authorized provider.

CPRS Computerized Patient Record System

Enh Enhancement

EWL Electronic Wait List

GUI Graphical User Interface

MUMPS Massachusetts General Hospital Utility Multi-Programming System

MRTC Multiple Return To Clinic

NSR New Service Request

OI&T Office of Information and Technology

00S Occasion of Service

OoT3 Optional Task #3

OoT4 Optional Task #4
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Term Description

OVAC Office For Veterans Access to Care

PACT Patient-Aligned Care Teams

Pl Personally Identifiable Information

PIMS Patient Information Management System

POC Point of Contact

PRF Patient Record Flag

Provider A doctor or other authorized provider in the medical center who

provides patient care.

PT Patient

PWS Performance Work Statement

RM Grid Request Management Grid

RTC Return to Clinic

SDMOB Scheduling Master Overbook

SDOB Scheduling Overbook

Slot Number of appointments per defined appointment length that have

been previously set up in VistA Scheduling. For example, if “Slots =
4” and the clinic (resource) appointment length is 30 minutes, then
there are four available appointments for every 30 minutes.

SSN Social Security Number
T4 Transformation Twenty-One Total Technology
TAC Technology Acquisition Center
TCP/IP Transmission Control Protocol/Internet Protocol
VA Department of Veterans Affairs
VAR Veteran Appointment Request
VCL Veterans Crisis Line
VHA Veterans Health Administration
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Term Description

VistA Veterans Health Information Systems and Technology Architecture
VL Variable Length

VS VistA Scheduling

VSE VistA Scheduling Enhancements

13 Keyboard Shortcuts Quick List

Patient demographic information can be displayed and edited at any point in the process by
entering CTRL + P to open the Patient Info screen.

Ribbon Bar Components

Ribbon Bar Component Keyboard Shortcut
Patient Search Field ALT +S
Action ALT + A
Arrangement ALT + G
Pending Appointment Window ALT +P
Special Needs/Preferences ALT + N
Mobile Requests ALT + M
Tools ALT+T
Request Type
Component Keyboard Shortcut
OK ALT +0O
Clear ALT +C
Appointment Request
Component Keyboard Shortcut
OK ALT +O
Clear ALT+C
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Ribbon Bar Component
Systems Tab

Scheduling Management
Availability

Selected Clinic

Component
Add User
Remove User
Remove All
Find

OK

Cancel

Component

New Group

Edit Group
Remove Group
Add Resource
Add All

Remove Resource
Remove All

OK

Cancel

Component

Search Field

First Row of Results Grid
OK

Cancel

VistA Scheduling Enhancements

VS GUI User Guide

Systems Tab Ribbon Bar
Keyboard Shortcut
CTRL+Y

ALT + M
ALT + H
ALT +L

Scheduling Management
Keyboard Shortcut

ALT + A
ALT + R
ALT + E
ALT + F
ALT +O
ALT +C
Clinic Groups Tab

Keyboard Shortcut

ALT + N
ALT + E
ALT + R
ALT +S
ALT + L
ALT +D
ALT + X
ALT +O
ALT+C
Availability Selection

Keyboard Shortcut

ALT +S
ALT +G
ALT +O
ALT+C
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Ribbon Bar Component

Reports Tab
Reports

Component
Scheduler list
Audit Report
Export Report
Close

Component
Search Button
Clear

Export

Exit

VistA Scheduling Enhancements
VS GUI User Guide

Reports Tab Ribbon Bar

Keyboard Shortcut
CTRL+R
ALT +R

Audit Activity

Keyboard Shortcut
ALT +S
ALT +V
ALT + E
ALT +C

Clinic Activity
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Keyboard Shortcut
ALT +S
ALT +C
ALT + E
ALT + X
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