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Important Note to First Time Users:
If this is the first time you are using the Schapptbook, please refer to sections 2.17
and 2.18 to set up your user preferences.

2 Scheduling

2.1 Basic Entry and Screens

Application Used: SCHAPPTBOOK.exe

e Open SCHAPPTBOOK.EXE and enter you Login ID. Press <Tab> or click on the
password field and enter your password in lower case. Press <Enter> or click on the
“OK?” button at the bottom of the screen.

e Select the appropriate bookshelf.

e Click on the Books tab in the upper left corner of the Scheduler screen.
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Figure 2-1
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e To open the appropriate scheduling book, double-click the selected book.
¢ Go to the requested date.
e C(Click on the Calendar to select and view the requested day.

¢ Find an available room and time
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2.2 Setting up the Demographics Bar

Application used: SCHAPPTBOOK.exe
To select the preferences for screen display:

e Launch Scheduling Appointment Book (Schapptbook.exe). Log in as yourself.
e To view Demographics Bar, click on View tab and select Demographics Bar
e Right-click on the yellow demographics bar and select Properties

e From the Attributes box, select the field you want to add/update to the demographic
bar

e C(Click the add/update/delete tab based on your preference

e Toupdate: Click on the drop down arrow and select the quadrant you want the field
displayed. If you want to change the font, click on the font tab and select your
choices. Click OK

e Toadd: Click on the drop down arrow and select the quadrant you want the field
displayed. If you want to change the font, click on the font tab and select your
choices. Click OK

e To delete: Click on Delete tab. Click OK.

e To add/remove rows on the demo bar, click on the up/down arrows to the right of the
demo bar

e To add/remove columns on the demo bar, click on the right/left arrows below the
demo bar

To select additional preferences for screen display:

e Launch the Scheduling Appointment Book Application. Log in as yourself.
e Double-click on the OR scheduling book

e C(lick on the Appointment tab

e Right-click anywhere on the appointment book, select Book Settings>View>and
select how you want to view the appoinment book (weekly, monthly, proportional,
non-proportional)

e Right-click anywhere on the appointment book, select Book Settings>Data/Time,
and set up how you want to view the appt book based on date and time.

e Right-click anywhere on the appointment book, select Book Settings>Properties,
and setup visible day range, display tooltips, appt icons, binder display
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2.3 Scheduling an Appointment

Application used: SCHAPPTBOOK.exe

To enter an appointment for that day, click on the Appointment Tab. This will bring up
the “Appointment Accept Format” (a list of inforpdtion that must be gathered for each
appointment).
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Figure 2-2

NOTE: Fields displayed in yellow are required and must be completed.

o Appointment Type: Surgery (required field)
e Appointment Location: (required field)

e Person Name: Type in name and enter. (required)

NOTE: You can set a default to desired location by going to View > Options >
appointment tab > default location. Otherwise enter by typing the location name or
choosing from dropdown box.
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Figure 2-3

A person search box will display with names that match. If the name of the person is
listed, click on it. Click on the Modify box to enter additional information if needed.
Click the OK button at bottom of search box when finished.
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If the name is not found, click on ADD PERSON. A Scheduling Quick Reg window
will appear.

Complete the required fields (shown with a white background). Optional fields will be in
grey. Once the pertinent information is filled out, click OK.
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] Scheduling: Appointm... }%%
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o Primary Surgeon: (required) In the Name field, begin typing the surgeon’s last
name. The name will default into the field if there is only one person that matches the
first few letters typed. The more letters typed, the more narrow the search. If nothing
matches what you’ve typed, press ‘enter’ and a provider search window as seen
below will appear. This will display in alphabetical order, the names that are around

the letters you typed in the field.

.. Provider Selection H=] E3

Marne I Alaz I Search
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Presview

e

[ Limit by Group: I
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Boyer, Col Franklin Miles
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1| | i
aF. I Cancel |

Figure 2-5
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Il Scheduling: Appointment Book
Task Edit “iew Help

M= 3

E e e B0 A B Alie

M T @A @EFAR

!35§~|k?|

2000

<] ]
R May

Books Appaintment |

wiork In-Progress:

Su Mo Tu We Th Fr Sa Fatient Type

_‘J Move P

W1 2 3 4 5 6 [inpatiant
7 8 3 1|1 12 13
1415 16 17 18 13 20
N TR R

28 29 ;RN 1 2 =

Classification

Surg Add On
i

:J _J Mext
Clear

4 5 6 7 & 9 10

=[5

5/11/00 - OR Scheduling

Sohedule
Eerfii
Beoir

Sltges

DR O OR 03 Neuro/Gen

8:00 A
8:15 AW

- Goid Slot

8:45 AM

9:00 AWM

9:15 AM

9:30 AW

9:45 AM

10:00 AW

10:15 AWM

10:30 AM

10:45 AW

11:00 AM

11:15 AW

11:30 AWM

OR 04 Ortho/Gyn OR 05 General

8:30 AM |-

Open Slat

Forcina Slot Kitehen Slot

11:45 AM

12:00 PH

12:15 PH

12:30 PH

__________________

Harn Slat

OR 06 General

DR 07 Gyn/General =

12:45 PH

] | »

[EEEEEEEEEEEEEEEEEEEEEEEEEEEEREEEEESEEE RN XN ]
I I I I I I I AR R Y

Bl

BUILD [JERWIM |Tuesday, May 08, 2000 [11:47 &M
4l Start H e $ @ @ H & Citiix Program Mei | &Bu\ld - Citrix ICA C. I m Exploring - C:hbhy . I ¥ Microsoft ‘Word - . I @ Exploring - C:4Pro. II Scheduling: A... |Fm@ﬁ 11:47 AM

Figure 2-6

o Patient Type: (required) Choose ONLY ONE of the following: [Inpatient,
Outpatient, Observation, or OP/Admit. There will be other options, but DO NOT
choose them.

o Classification: (required) Enter one of these options: OR Elective, OR Urgent, OR
Emergency

e Surg Add on: In the event there is an add-on case, this will need to be documented.
Enter “Y” for yes or “N” for no and the value will auto populate.

e Surgeon 2, 3, 4. Enter the surgeon’s last name for any surgeons who are scheduled
for a case in addition to the primary surgeon.

o Anesthesiologist: (required) ‘To perform conflict checking for the anesthesiologist
role, enter the either Anesthesiologist, SEGA’ or ‘Anesthesiologist, CMC’. If the
surgeon will be the anesthesiologist for the case, choose ‘Anesthesiologist/Surgeon,
A. This latter selection will not perform conflict checking.
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e Diagnosis: This field is not required, but will default into nursing documentation if
entered here

Il Scheduling: Appointment Book
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Figure 2-7

o Public Surgical Comments: These may be comments such as Request MD
Anesthesia, Latex Allergic, etc. These comments will be published on the externally
distributed

o Private Surgical Comments: This may be used for information that will not be
distributed externally. For example, patient is morbidly obese, or patient is HIV
positive.
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Figure 2-8

e Under the Orders tab, in the middle box (free text field), type in the first few letters

of the surgery procedure, and press enter. Pressing enter will initiate the database

search. Please refer to the your standard procedure list if you have difficulty finding

the surgery procedure.

e This will display a list of procedures from which to select.

e Double-click on the appropriate procedure. Double-clicking on the procedure is the

ONLY way to add the order to the surgery case.

e The box on the right will populate with the Procedure Accept Format (fields to
complete).

e Primary Surgeon: (required) Defaults in from Appointment Accept Format

e Anesthesia Type: (required) Defaults in from Appointment Accept Format
(required). This field is populated with the Anesthesia type most commonly
associated with the procedure. You may need to modify this field.
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o Surg Procedure Duration: (required) historical average or recent average data for
surgeon/procedure. Click on the default duration radio button. Once a case has been
completed with the surgeon and procedure there will be historical data in which you
may select the radio button of historical or recent average. Notice the
historical/recent/default duration are dithered, you cannot modify these duration. If
none of the duration times are appropriate for this case, you may select the Override
radio button and enter the number of minutes in the duration field. Note: The
duration will always be in the unit of minutes.

Scheduling: Appointment Book
Task Edit Yiew Help

=181

Ba e R M Tae | HERAR O6F | KW

E 2000 |I] Books Appointment l Wik In-Progress:
A s [ I
Su Mo Tu We Th Fr Sa ii ] ,_:J Move P ]
o o1 oz 3l Appointment Attributes [ 2] x]
783 =52 Surgeny Details  Orders ; Resource Llst; Euwdahnes; Appnlntment;
14 15 18 17 Current Scheduls
227 x B e ) ERWIN. ALLE : 2l
28 29 30 3 <% Fesan @ TARSECTOMY Primary Procedurs
4 5 B 7 : |1 Required Orders
-5y Primary Surgeon - iYes _'_j
: [_1 Optional Orders
%5 Anesthesiologist
{1 Optionsl. 405 Procedure Description
: : i n/General
B 200AM |
Hla15aM} Concurrent Indicator
K s30am| i| ] =
0 I t Surg Procedure Modifier]
€T 9:00 AM i _'j
Jel9:15 AM | T &4, CAUTER TURBINATES :?:l
= g Tha, THT o
: : 9:30 AM TARSAL TUNMEL RELEASE-ANKLE Surg Procedure Modifier2
-] 9:45 AM |] TARSECTOMY i :j
R[10:00 AM}| TARSORROPHY
L e— § TEAR DUCT PROBING G Ereee s (e
S [10:15 AW TEMPORAL AR TERY BIOPSY L] | e =l
4 4
. [10:30 AM}
T [10:45 AM|
J2[11:00 amf Cancel |
Rt (11:15 AWM}
Re111:30 AM| DOpen Slat
R+ 11:45 AM|
+J+(12:00 PM}
X115 M} =
g ‘i »

[BUILD [JERMWIN | Thursday, May 11, 2000 [10:08 AM

il Start i ] Cemner

;E Scheduling: Appaintm...

Figure 2-9

e Primary Procedure: (required) Type a “Y” for Yes or “N” for No

Note: There MUST be one and ONLY one primary procedure scheduled for a case.
Make sure and verify that there is one procedure that is indicated as primary.
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e Procedure Description: This is a free text field. Type in the description exactly as
you accept it in the scheduling conversation, i.e. Left Total Hip *Osteonics, or
Excision Lesion Right Forearm.

e Concurrent Indicator: This will be used for multi-procedure cases only. Click on the
down arrow in the box labeled Concurrent, and select YES, in order for the system to
except the longest of the two duration values for these cases. Otherwise choose NO,
and the system will add the two duration values together. You may also override a
duration, by clicking on the Override radio button, and entering a duration time.

e Surg Proc Modifier 1: This is where the procedure modifier may be scheduled. The
field for surg proc modifier 1 will be associated to the primary procedure. The field
for surg proc modifier 2 will be associated with the second procedure that was added
to the case and so on.

e Setup Time/Cleanup Time: This will default the setup time from the procedure.
You may change this duration if necessary. Note, if you keep the setup and clean up
times, you are scheduling the duration of the procedure as well as the setup and
cleanup times.

e For multi-procedure cases, enter the additional procedure(s) in the search box and
press enter.
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e Double-click on the appropriate procedure. Again, the Procedure Accept Format will
be populated with the default values (Surgeon, Anesthesia Type, Procedure Duration,
Setup and Cleanup, etc.)

e After you have entered all the information for the procedure(s), Click OK

The information should now be displayed in the Work In Progress window.

Schedule - Surgery [ 7] |
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|oR 02 -

=
C I |
Drefault Slat: anceE

[OPEN (3:44 AM - 3:00 PM) =

Tirne:

=

Setup: Ciuration: Cleanup:
=l =7 L= L=
|1 5 B0 — |1 i

=S =S
[+ Distinguizh Setup and Cleanup Durations

Figure 2-10

All of the Available Room Resources will now display for you to schedule.
There are a couple of ways to schedule the case.
¢ Find the slot and the time you want to schedule the case and click on it. Click on the

“Schedule” button.

e First click on the schedule button and enter the time and room information manually.

e Find the slot and the time you want to schedule the case, right click on it, and select
‘Book Request’.

e Once the information has been entered, click OK.

e The appointment will appear in yellow with a red outline in the slot in pending status
until you confirm.

e The Books that appear next to each resource in the work in progress window will
change to red if there are no booking conflicts

e Click OK.
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Figure 2-11
e Check to make sure that all the information is correct. Each case should show a date,
time, duration, area and the surgical room. Below, the Orders should be displayed

always noting the primary procedure. To the left, you should always have a surgical
area a room, a patient and a surgeon.

e C(Click on the Confirm button when you are done.

e When the appointment is in the confirmed state it will appear in the designated colors
for a confirmed case at your hospital.
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2.4 Rescheduling an Appointment

Application Used: SCHAPPTBOOK.EXE
You can Reschedule an Appointment two different ways:

e Select the patient’s appointment.

e Click the Reschedule button 5 on the toolbar. The system displays the appointment
in the Work-In-Progress window. (It will also continue to be displayed in its
currently scheduled location.)

e Click the Schedule button.

e The Schedule window opens. Verify that the default scheduling information is
correct.

e Reschedule the case as desired.

e Click OK.

Note: If a message is displayed saying the system is unable to schedule the surgeon
or person at the same time due to lack of availability, select each of these
components and schedule them individually for the same date and time.

e Click the Confirm button to open the Summary Dialog of the scheduled appointment.
The scheduled resources (including the patient) for the appointment, along with its
corresponding start date, time, duration, and location are displayed.

e Click OK to confirm the appointment.
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e A Reschedule combo box opens.

il Beschedule EH

Feazon

Ayt Canceled

Mo Show
Foor Patient Prep
Rezource Unavailable
Scheduled In Emor

[~
(] I Cancel |

Figure 2-12
e Select the appropriate reason from the list in the Reschedule Reason dialog box.

e Click <OK>. The appointment is rescheduled.

Note: To view the original appointment in the book on the original day, click the
menu option of View and select Reschedules.  Repeat this step to deselect
Reschedules and turn this off.
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The Other Way to Reschedule a Case is to:

e Double click on the OR Rooms book, or the book your site has named.

il Scheduling: Appointment Book [_ O] |
Task Edit “iew Help

4 I RESCET KB B3 &0 Moz aq FEFORK

e@«g|\?|

(N 2000 [ ]| Baoks Appnmtmsntl wéork In-Progress:

September Sehedile
d | = | I el |

Su Mo Tu We Th Fr Sa Appaintment Type:
[Earim |
2728 29 ;WA 1 2 | » e

3 4 5 B 7 8 3 Appaintment Location:

Hezur
0 11 12 13 14 15 16 | = Llear —I
17 18 19 20 2122 2 e |

24025 % 27 28 29 | |EenMame
123 456 7| M I =

9/22/00 - Dakota OR s
DC ASC 01 DC ASC 02 DC ASC 03 DC ASC 04 -

[Satfim
Contact.
Modif

Ladd Hew Appoimtment
Book Hequest
ot EqUEst
Eemove Request
Eesur Appoittment

Hold...
LCancel...
MNoshow...

Inguiry 3

Check In...
Beport 3 e n.

Checl OLt...

e e e e e

8
8
i

Applicat »
\pplications |__DCk...

[ TXEEEE IR EEEEEEEEXEEEE XXX R ER 2]

2 Person b Urlech. LI
Sl * Shuif
Resources ».,Ll PROD [CERMER Tuesday. September 19, 2000 [#36 PM
i;Stanl 4 Cemner Book Settings o | S iburrow | A dorobat . | 3 Surgitet .. | 'Web Bas.. | Y Microzoft ..”Sched... & PowsrCh. | | ABEEETEEY 4 PM

Figure 2-13

e On the calendar in the Appointment book, select the date originally scheduled. You
should see an appointment scheduled for that date/time.

e Right click on that appointment and select Action—>Reschedule. This pulls the
appointment into the Work in Progress Window.

e Left click in the desired specified time and block.
e C(Click the Reschedule button. The Schedule Case window appears.

e C(Click the Confirm button. A Reschedule Reason window comes up. Select the
appropriate reason and click OK.
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2.5 Canceling an Appointment

Application Used: SCHAPPTBOOK.EXE
Cancel Case: There are two ways to cancel a case:

If you know the date and time for the case you wish to cancel then go to it in the
appointment book and click on it. Right click and a window will display. Click on Action
and another window will display with a list of options. Click on cancel

OR

e Click the case you scheduled for the patient in the scheduling grid.

e Click the Cancel button on the toolbar.
e Select the Cancel Reason of Physician Request from the list.
e Enter any additional information in the Comments field.

e C(Click OK

Note: Modifications and Reschedules may also be accomplished
from this window.
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Tazk Edit “iew Help

4|1 RESCEY KB @R ez tjaa @

Fes

35§~§,|k’?|

q 2w
|I| September |I|

Books fppointment |

Witk In-Progress:

Su Mo Tu We Th Fr Sa Appaintment Type:

A Move P

2 2 M9 30 3 1 2 I

3 4 5 B 7 8 38 Appaintment Location:

e I

Schedils |
[Sarfim |
ey |

10 1112 13 14 15 16 | ] = e
SUggest
17 18 19 20 21 |22 23 Parsan Nams: |
24 25 26 27 28 29 30 - I_I
1 2 3 4 5 B 7 I =
9/22/00 - Dakota DR Y|
. DC ASC 01 DC ASC 02 DC ASC 03 DC ASC 04 o
: : [Carfi..
T focld New Appoirtmsr Edzr;‘?m
M M ook Hemuest At
‘e : Reschedule
- i Feguest -
€Ir Hald
M N Eemoye Fequest Cancel
¥ EBecurAppaittment -
X ::Q“"-"t Check In..
€Tr =t % CheckOu
¥ Applications sl
ElE 2, Person e et
x SlEls Shufe...
" Resources
LB Book Settings LI

FROD [CERMER | Tuesday., Seplember 19 2000 [£35 PM.

ﬁ Stalll 3 Cemner

| gMy Comp.. | Emisfileso..l ) jurow | }e#crobat.. | 4 Surgiet .. | 'WebBas.. | T Microsaft ..”Sched,,, 4 PowerCh...

Figure 2-14
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Provide a Cancellation reason from the drop down box, and type any necessary or helpful
comments, such as who cancelled the case, or additional helpful information for future
review.

Click on OK.
Cancel [ 7] ]
55N: 333-33-3333 MRN: 222/333-33-3333 DOB: 3/3/43
Name: TEST, PATIENT 33
Age: 58 Years Gender: Male
[=-#F TEST,PATIENT 33 General |Summary| Delailsl Dldersl Guidelines | Motification | Coreersation Summariasl Ilinerariesl LAl
@ Surgery
Cancel Reaszon:
Anesthesiologist Unavailable s
Auta Canceled —
Elock Time Full
Elock Time Unavailable
Deceased
Duplicate Order
Early Check In
Equipment Unavailable b
Floor Cancel
Incomplete Patient Prep
Incorect Order x
HT
View M odify [Eance! Ene

Figure 2-15

Frequently, the case being cancelled is not currently displayed, or you might not know on
which date and time it was scheduled. In such instances, it is easier to locate the
necessary case by performing the following steps:

e C(Click the Appointment Inquiry button = on the toolbar.

e Under the Person tab, accept the default of Person Schedule Inquiry for the Inquiry
Type.

e Enter the person’s name in the Person field and accept the defaults for the date and
time fields.

e Press the Find button and locate the person’s appointment that was scheduled earlier.

e Right click the confirmed appointment and select Cancel.

CONFIDENTIAL
Copyright © 2002 Cerner Corporation



2-24 Section 2 ORMA End User Guide
Scheduling Version 2.0

e Select the Cancel Reason of Patient Request and click OK. The appointment is now
updated with the status of Cancel and is removed from the Appointment Book.

e Press the Close button to exit the Appointment Inquiry window. Do not close the
Appointment Book.

Note: To view the original appointment in the book on the original day, click the menu
option of View and select Reschedules. Repeat this step to deselect Reschedules and

turn this off.
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2.6 To Shuffle Cases

Application Used: SCHAPPTBOOK.EXE

Shuffling cases is an easy way to quickly reschedule multiple cases. Any changes in case
duration must still be done by rescheduling cases individually.

&l Appointment Shuffle - [Tuesday, November 28, 2000, 7:00 AM - 7:00 PM]

N I ____OROD1 OR 02 OR 03 OR 04 OR 05 =l Ok |
d ORTHO Cancel |
X

X

X

X

&

X

"N

N

X

X

X

4

X

X

1N

X

X

4

b :JI
Shuffing Canflicts:

Conflict | First Resource |Appuimtment | _heckl
Unable to schedule the ole Primary Suigeon at 3:15 4. OF 01 [3:30 &b - 1:10 P Test, Patient3; Knee Arthroplasty Total; Powel, Lt Col Elish
Emd
[Hveride |

o | Bl

Figure 2-16

e Select the date on which you want to shuffle cases.

e Push the Shuffle Icon on the tool bar or right-click in the scheduling grid and select
Action — Shuffles.

e The “Appointment Shuffle Criteria” window will come up and verify the resources
(rooms), date, begin time, and end time of cases to shuffle (the room values will
default to all rooms in the appointment book that you have open). Click on the “OK”
button.

e Use the scroll bars to locate the cases that you want to shuffle.
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e Left- click and hold down on the case that you want to move and drag it to the new
room and start time. As you move each case it will turn a color your hospital team has
determined to help you keep track of which cases will be moved.

Note: When changing the order of multiple cases in a single room it may be
necessary to move the first case to an adjacent room or empty spot to make space to
move other cases to that location.

e  When finished moving all cases click on the “OK” button. All moved cases will have
a conflict check performed on them. You may get conflicts on the SSISNOPERSON,

XX if you shuffle those cases. You will need to resolve any patient conflicts before
you can continue.

e Select a shuffle reason and click on “OK”.

CONFIDENTIAL
Copyright © 2002 Cerner Corporation



ORMA End User Guide Section 2 2-27
Version 2.0 Scheduling

NOTES

CONFIDENTIAL
Copyright © 2002 Cerner Corporation




2-28

Section 2 ORMA End User Guide
Scheduling Version 2.0

2.7 Adding Appointment Instructions

Application Used:

SCHTOOLS.EXE

Building Instructions are useful because they act as an information guide for the
scheduler. The scheduler can use the Instructions to give the patient or physician’s office
information about the procedure, directions to the hospital, patient preparations, etc.

Expanding that branch displays text types Post Appointment Instructions and
Preparations. Expanding the Preparations branch could show the subtext types of Patient
Instructions, Directions to Location, Procedure Descriptions, and so on.

2.7.1 Building Instructions:

e Open SchTools.exe

B3/scheduling: Scheduling Database Tools [_ [=]x]

Task VYiew Help

T RL L2

=gl Display Schemes
@ Fesources
B8 Resource Groups
- Resource Roles
I8 Appointment Books

B S0t Types
@ Slot Groups
=65 Default Schedules
B5 Accept Formats
E]--@ Flexing Types
-8 Resource Lists

B Order Roles
=05 Agents
=85 Sequence Groups
- Senquencs
@ Instructions
--B Preparations
E5 Directions
Egl Preparations

E Fost Appointment Instructions

-0 Comments
=B Guidelines
B8 Crders
]--@ Incjuiries
5[ Feports
oI Audit Reponts
]--@ Routes
B8 Appointment Types
B Appointment Protocnls
=-BF Security Types

B8 Appointment Type Grougp
@ Fedquest List Oueue
-8 Order Group

B5 Security Lock
EE Security Key Chain

| |

Faor Help, press F1

Figure 2-17

|PROD |[CERMER [Thursday, February 22, 2001 4:04 PM

e Expand the Instructions tool

e Expand the Preparations level until you see Directions & Preparations.

e Double-click Directions to open the below window.
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E8lScheduling: DB Template Tool - Directions: Directions to the Hospital [Active]

Task Edit Miew Help
o

Mnemonic: Description:

ID\rectmns to the Hospital Directions to the Hospital

Camment:

N

Text:

1. Goto 35 South =]
2. Exiton Lindsey Bhd,

3. Turn left on Boyd St

4. Gotwo hlocks to WestWay

5. Turn Right

6 Address is 1113 WestWay]

=
Eind | Sawve Undo Clear Inactivate Delete | Close |

Faor Help, press F1

Figure 2-18

|PRODT [CERMER Thursday, Febroary 22, 2001 [4:11 PM 2

¢ In the Mnemonic field, enter the free text name of these particular directions.

e In the Text field, enter in any information that you want to display as directions in the
Appointment Book.

e Click Save button
e Click Close button
e Repeat process for Preparations using the Preparations tool.

e Repeat process for Post Appointment Instructions using the Post Appointment
Instructions.
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2.7.2 Associating Instructions to the Appointment Type

e In SchTools.exe, open the Appointment Type tool and locate the appointment type
you want to associate the Instructions to.

EA/Scheduling: DB Appointment Type Tool - Appointment Type: OR General [Active]
Task Edit View Help

by B2 W

-2 Appointrment Type - OR General

- IEF Synonyms

1% Display States B surg Services B Directions to the Hospital =-[fll Surg Senvices ll

-2 Locations B Test Dirsctinns [ Directions to the Hosp |

-5 Athvance Schedule Notice il

1F Duplicate Appointment Warning

--I® Resource List

--I® |nteractions

IF Sequence Groups

I Orderables

-IF Appointment Group Associations

-BF FRequest Lists

- @ Instructions

[=--IF Freparations

; E‘ Directions

. Ld® Preparations

=12 Post Appointment Instructions
L% Past Appointment Instructions

- IF Appaintment Type Comments

IF Appointrent Type Guidelines
-2 Appaintment Motification

All Locations All Directions @ Selected Directions:

[
[

T

i}

[ [

[
[

&
[+

I

Save Undo | Clear | \nact\vatel Delete | Close |

Far Help, press F1 |PRODT [CERMER [Thursday, Fehruary 22, 2001 4:16 PM

Figure 2-19

e On the left side of window, find Instructions and expand until you see Directions,
Preparations and Post Appointment Instructions.

e Highlight Directions
e In the first column called All Locations, select the appropriate surgical area.
e In the second column called All Directions, select the appropriate directions.

e C(Click the = to move the location and directions to the last column called Selected
Directions.

e [fmore than one direction is associated, you can arrange the appearance order of the
directions by utilizing the up and down arrows next to the last column.

e Repeat the process for preparations by clicking Preparations.
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e Repeat the process for post appointment instruction by clicking Post Appointment
Instructions.

e C(lick Save.
e C(Click Close.

e All Instructions can be viewed in SchApptBook.exe upon case confirmation as well
as post case confirmation.
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2.8 Viewing Appointment Instructions
Application Used: SchApptBook.exe
2.8.1 Viewing Instructions at confirmation
e Schedule and confirm case
&l Confirm

Name: Smith, Sarah

MRN: 7345776

Age: 37 Years

DOB: 114271963

Gender: Female

Surmary |General| Resource Viewl Guwdelineal Notn‘icatinnl Conwversation Summarieal Itinerarieal L4 | 4

8- @ OR General

Surg Services -
OR 0L Smith, Sarah

Med Rec Nbr: 7345776 —

Barfield, Charles I
Smith, Sarah

Orders:
Total Knee (Frimary)

Preparations:
These are test preparations

1. Goto 1-35 South

2. Bwit on Lindsey Bhd.

3 Turn left on Boyd St

4 Go twio blocks fo West Wiay
5. Turn Right

IV Show Orders
IV Show Patient Preparations

vV Show Post Appaintment Instructions

2/22/2001 - 10:00 A B0 min. OR General Surg Services

OR 01

Erint |

Ok | Cancel |

Figure 2-20

¢ In the confirm dialog window, Preparations appear under the Orders section.
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5] Confirm

MRN: 7345776

Name: Smith, Sarah

Age: 37 Years

DOB: 114271963

Gender: Female

=8

-#% Smith, Sarah

Surmary |General| Resource Viewl Guidelines | Notification | Conversation Summaries Itinerarieal L4 | 4

=% OR General

-l Surg Services

ORO01

Barfield, Charles I
Smith, Sarah

Orders:
Total Knee

(Primary)

Preparations:
These are test preparations

1. Goto 1-35 South

2. Exit on Lindsey Bhd.

3. Turn left on Boyd St.

4. Go twio blocks to West Viay
5 Turn Right

6. Address is 1113 wWwest Way

Post Appointment Instructions:
These are post appointment instructions

¥ Shaw Orders

IV Show Patient Preparations

IV Show Post Appointment Instructions:

[ |

Erint |

Cancel |

Figure 2-21

Scroll down to view the Post Appointment Instructions.

If you choose not to view Preparations or Post Appointment Instructions, un-select
the “Show Patient Preparations” and “Show Post Appointment Instructions”

checkboxes.
User can print these instructions by clicking the Print button.

Click OK to close window
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2.8.2 Viewing Instructions after the case has been confirmed

e Right click on case > Inquiry > Appointment View

OR

e Right click on case > Inquiry > Appointment History View

& Scheduling: Appointment Book
Task Edit Miew Help

[ 5] ]

BT PRESCHEHD KM B €D M T2 &) BuFaR| ods R

20 ]
El February El

Su Mo TuWe Th Fr S5a
28 29 30 31 1 2 3
4 5 B 7 8 910
1112 13 14 15 16 17
18 19 20 21[22 23 24
25 2% 27 28 1 2 3
4 5 B 7 & 910

Books Appmntmentl

Appaintment Type

Appointment Location:

Person MName:

il

LI Clear

‘Work In-Progress:

9:00 AM
9:15 AM
9:30 AM

2[22/2001 - OR Suites

Srhedule

e riil ]

EEcur:

SigoEst

o LR

OR 02

OR 03 |

OR 04

OR 05

or0E -]

Actions

9:45 AM
10:00 AMFSmith, Se
10:15 AM OF Gene
10:30 AMEZSTITGRTET
10:45 AM :Cum‘irme’

Add Hes AppolFtment
Eonl: Reqlest
ST REaEst:
Remoyz Reqiest
Reclr Appointment

trrrrPIFIT IS ILIPIIL LTI Y
I I I I I I I NI

"

S rr——
11:00 AM TR
11:15 AM nauiry . _ _
11:30 AM Report Appointment History View
11:45 AM Applications »  Appointment Inguiry
12:00 PM - :
S Persaon » Wiew Appointment Information
< Slots 8 T
Resources »
Figure 2-22

|PROD |[CERMER [Thursday, February 22, 2001 5:37 PM
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e In the Appointment View/Appointment History View window, go to the Instructions
tab.

e In the Instructions Type field, select Preparations or Post Appointment Instructions
from the list to view the appropriate instructions.

fsl Appointment View
Generall EventDetaiIsl Fiesources  Instructions |Guide|ines| Scheduling Commentsl Orders | Reportsl Frotocol Componentsl Fiecu 4 | 4

Instruction Types:

IPreparatiDns LI

PostAppointmentInstrudions

These are test preparations. :I

1. Goto 35 South

2. Exit on Lindsey Bl

3. Turn left on Boyd St

4. Go two blocks to West Way
5. Turn Right

B Address is 1113 West Way

Close |

Figure 2-23

e C(Click Close to exit window.
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2.9 To Find an Appointment

Application Used: SCHAPPTBOOK.EXE

e Open the SchApptBook.exe.
e Click the Appointment Inquiry Icon (the eye).

e To search for a case by case number, click the resource tab.

= Schedule Inguiry =] E3
Tazk Edit “iew Help

SNz N A D R

Business Phone: MRH:
Name:
Age:
Locatian I Ferson I 4 I L4 Begin D ate | Cruration | State I Appk Type | Ferzon Mame
B/30/00 - 730 AM 175 Caonfirmed  Surgern TEST. CASE
Inquirg Tywpe:
ILHH - Surgical Caze Mumber Inguiry ;I
Surgical Cazeh
|LHH-2000-132
T Eind T Clear Close
For Help, press F1 |BUILD [CERMER |Monday, spil 10, 2000 [7:12 P

Figure 2-24

e Type in the Surgical Case #. You will be able to put wildcards (*) in your search.
Click find.

e The possible cases appear in the right screen.

e Right-click on the case to perform any scheduling action on it (reschedule, cancel,
etc.) without going into the appointment book.
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e You can also search by person (click the person tab), surgeon, OR Room, etc.

LHH - Surgical Case Mumber Inguiry
LHH-2000-132

Figure 2-25
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2.10 Case Inquiry

Application Used: SCHApptBook.exe

[l Scheduling: Appointment Book H[=] B3
Task Edit Yiew Help

A0 RESCE KM O D NI Q] FTHRAR 6L R

|I| 2000 Books Appumtmenll Work In-Progress:

|I| September |I| Sihieduls |
+| HMove P |

Su Mo Tu We Th Fr Sa Appointment Type:

[Earfi
7w wan 1z |l | e _| i
3 4 5 B 7 8 39 Appointment Location:

REEeu
o 11 12 13 14 15 16 | = Clear | _I
17 18 19 20 21 (22 23 Cllanes |

24 25 26 27 28 29 30
12 3 4 5 B 7

Person Mame:

L

9/22/00 - Dakota OR -~
DC ASC 01 DC ASC D2 DC ASC 03 DC ASC D4 -

(EXXEEN]
[ EEEREER]

+
*

Actions

Add HEw Appairtment
Book Fequest
[anfimfEquest
Hemzve Hequest
Fecur Appointment

(EEEEEEEEEEEENEEN]
[EEIEEEEEEEERERER]

Appointment Yiew
Appointment History Yiew

+
]

Applications

Person
Slote
Resources

betttrrrtrrrt
[ IEEERERERENN]

Book Settings

=
PROD [CERMER |Tuesdsy, September 19,2000 (4:33PM

iaStalll N Cemer | My Comp...l = misfiles o... | A jiburrow I }}Acrobal. . | 3 SurgiMet I Weh Bas. | ¥ Microsoft . ” Sched . 4 PowerCh. | @

Figure 2-26

433 PM

e On the appointment book, click inside the room. Right click anywhere on the book
and a box will appear, select inquiry, then appointment inquiry.
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e At the top of this screen you have three tabs to choose from. Person, location,
resource, if all tabs do not appear click on the arrows next to them to display.

e If selecting person, type portion of name on Person and press enter to find. Double-
click on the person name. Enter a date range you wish to search. Click on Find.

Scheduling: Appointment Book =0 ﬂ
Task Edit “iew Help
40 RERCED KB B4 & D Mz R BHFEM 0SE K|
[ 2000 1| Books Appointment | ok InProgress:
(R September = § chedule Inquiry Bl [=] E3 Sohedile |
Su Mo Tu We Th Fr Task Edit View Help
7 8 2 W A . | corr |
TEa9 | MpES(cEdalad=E 0 %]
Fesur |
m 11 12 13 14 15 N TESTER. KAREEN J MREMN: 01687616 DOB: 3/9/66
- 5 t
17,18 19 20 21|22 Bl ’ Age: 34 Years Gender: Female ﬁl
24 25 26 27 28 29
1 2 3 45 6 Location | Person I L) I 3
- |
: Location Type:
: | 3
xr Locatior:
: | =
: i Start Date: Start Time:
] H
E E wara0 | =] Jooon ]
“ H End Date: End Tirne:
X
€T ; Find | Clear | Clase |
i i
‘e E For Help. press F1 FROD |CERMER |Tuesday, September 19, 2000 [4:34 P 2
H a i
N i H
: i
4 N——
4 b
L3 =

PROD [CERMER [Tuesday, September 19, 2000 [4:34 PM 2

Eaﬁlalll N Cemer | Bl My Cump...l = misfiles o... | {3 jburrow I ‘,}éA:rUbal. . | {3 SurgiMet I 3'web Bas. | W Microsoft . II Sched.. 4 PowerCh. | aﬁ-_f 4:34 P

Figure 2-27

e A list with all information about cases scheduled for that patient will appear. To see
all information, use the arrows to scroll across the screen.
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2.11 Viewing Appointment History
Application Used: SchApptBook.exe
e Open the SchApptBook.exe
e On case in scheduling grid, right click —Inquiry —Appointment History View
& Scheduling: Appointment Book [ [=]X]

Task Edit Miew Help

ATHh=ZECEI BB SR Mer T2 Q][ EHTRR|(0HE |V

2001

L]

Books Appmntmentl

‘Work In-Progress:

L] L]

Su Mo TuWe Th Fr Sa
26 29 30 31 1 2 3 I
4 65 B 7 & 810 Appointment Lacation:
11 12 13 14 15 16 17 I
18 19 20 21[22 23 24
25 26 27 28 1 2 O
4 6B B 7 & 9 10 |

February

Appaintment Type

Person MName:

il

2[22/2001 - OR Suites

Srhedule
e riil ]
EEcur:

SigoEst

o LR

OR 02 OR 03 | OR 04

OR 05 OR 06

7:15 AM
- ettt
7:30 AM |- lones. Mary Actions
OF General

B8:00 AM [} Surg Services ele RIS e elel | iggf=lg
8:156 AM |’ Confirmed Book_ fRedIUEEt

8:30 AM i Reauest

8:45 AM Remoye RediEs!

9:00 AM |{Smith, Jane L Recir Appointment

9:15 AM
9:30 AM

OR General
Surg Services

Appointment View

I I N I N N I NI NI E I E NN

I I TR R IR IR IR R IR IR IETENY)

9:45 AM |\Confirmed

10:00 AM Applications »  Appointment Inguiry

10:15 AM|/Smith, Sarah ) ) }

inan asall Ao ceneee . Persan 4 View Appointment Information f
Slots N »
RESBUTEEE ¢ |PROD |[CERMER [Thursday, February 22, 2001 623 PM

Figure 2-28
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fal Appointment History View

General |EventDetaiIS| Resources' Instrudions' Guidelinesl Scheduling Commentsl Ord A | ’l

—Appointment Information

Appointment Type: OR General
Scheduled as: OF General

Location: Surg Services

Ferson Namel Encounter T pel EncounterStatusl Genderl Home Phonel Business Phane

Jaones, Mary Fermale
d | | |
—Action Infarmation
[ Confirm
E~ Action: Confirm
Bty CERMER 2/22/2001 E17 P

Close |

Figure 2-29

e On the right side of the Appointment History View window, it shows how many
times the case has been modified.

e In the General tab, it shows who performed that specific action in the Action
Information section. In this example, Cerner confirmed the case on February 22, 2001
at 6:17 PM.

e You can also navigate throughout the other tabs within in this window. You can
retrieve case information such as event details from the scheduling accept format,
resources that are scheduled for the case, instructions for the case as well as other
important pieces of information.

e Click Close to exit out of the Appointment History View.
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2.12 To Print Schedule Reports
Application Used: SNSchRpt.exe
e Launch the SNSchRpt.exe application
e To create a new report, click on the new icon (green disk)
& SurgiMet: Schedule Report Builder HEEE
“ Task Help
gle@ crl 8 x|
|i  OR sthedule
B Etest
alI Data Fleldsl Prlntersl Filkers/Orders | Stacking Row |
Start From: [052372000 [ [=]] Te: [0572372000 Bl 1 markas reat pate
Hame: IJE R Schedule ~ Use DDJMMJYYYY Format
far Date Header
Area: ISGRMC Surgery j
Headerl:  [southeast Geargia Regional Medical Center
Header2:  [operating Room Schedule
Header3: |
PEAT Type: |<None> j
OFS Key: I
|Ready. BUILD CEFMEr
iﬂﬁlalll S Cerner ”E SurgiNet: Schedule R... Ii

Figure 2-30

General Tab:

e Select the date you want to run the report

e Type the Name of the report

e Select the location of “Main OR”

e Type a header if desired — there are up to 3 lines for a header.

e Do not enter anything for the PEAT Type as USAF is not using this functionality.
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e The ops field is for ops job printing. See Ops Job documentation for more on how to
set this up.

Data Fields Tab:
e Selected Fields Column — Shows the complete display of fields. This column is
uneditable.

e Display Column — This column shows you the header display that will be printed on

the report for selected field. This can be edited by clicking on the text and changing
the text.

e Size Column — This is the size of the selected field. This can be edited as well.

e The (+) that appears in the selected fields column symbolized the field is an
Appointment Book field.

2~ Build - Citrix |CA Client

{2 SurgiMet: Schedule Report Builder HEE
” Taszk Help

|0 @ crl e x|

B IEOR Schedule
B JEtest
B

Mew Report 1

General Data Figlds I Pr\ntersl FilkersiOrders | Stacking Row I

Selected Fields Display IS\ze

Available Data Fields -
dfl Case Anesthesiologist
bl Case Created Date (DOMMIYYY HHi_|
il Case Created Date (MM{DDEYYY HH:
dll Case Date (DDMMMYY)
d il Case Date (MMJDDYYYY)

il Case Date Time (DOfMMYYYY HH:MM
LI il Case Date Time (MMDDYYYY HH:MM

|ﬂ] Case Duration
-
»

bl Case Number
dh_caseon

If no value, prink:

|Ready.

|BUILD ‘ cerner
iﬂﬁlalll 3| Cemer II@ SurgiMet: Schedule B... ’i
iaﬁlall “ e I"‘_;ﬂ @ @ “ @ Explaring - C:\My Docu. | ¥ Microsoft Word - SchA | ﬂa Citrix Program Meighbor. I &Build -Citrix ICA CL.. | %@J 734 P

Figure 2-31

e Click on the appointment book icon.

e Select a field type - indicates whether it is a case accept format or a procedure accept
format.
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e Type a header for the field, enter a size (numerical value)

e Choose the appt type of “surgery”

e C(Click in the value column next to the appt type you are using “surgery” and there will
be a list of fields from the accept format you chose (see screen print on next page)

@ SurgiNet: Schedule Report Builder =l
“ Task Help |
ICIEIETSE RS
B EoR schedule
B Etest
B Mew Report 1
Field Type: IADDOintment Bk Case Field vl
Field Header: | Size:lzg—
Appointment Types [value |
|1 |E surgery
|2_|Surgery =1
<None N
Patient Type I—
Classification -
Diagnosis
Surg Add On 2
General  Data Fields | Prlntersl Filters/Orders | Stacking R
OF; | Cancel |
Selected Fields Display | Size ! Available Data Fields &
» ||l Case snesthesiologist
ll Case Created Date (DDJMMYYYY HH:_|
4 ||l Case Created Date (MMIDDYYYYY HH:
ll Case Date (DD{MMfYYY)
a ||dD Case Date (MMDD/YY)
dll Case Date Time (DDMM/YY HH:MM
w ||dll Case Date Time (MM/DDfYY HH:MM
|_{|] Case Duration
ill Case Number
dll_Cacm OR f
If no value, print: u E
|Ready. |BUILD |cerner
iﬂﬁlalll S Cerner | [ SurgiMet: Scheduls Repar.. Ii
.
Figure 2-32
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i SurgiNet: Schedule Report Builder [_ O] =]

” Taszk Help

H & e\ x|

B IE oR Schedule
B JE test
B Mew Report 1

Generall Data Fields i F

Filters/Crders I Stacking Fow I

Prinker Mame Murm of Copies | AHewailable Prinkers |
p0201c03g =5 1 =5 plz04cls
=h plE06C2S
» |% t404%90psq
taldlicrg
<P
|Ready. BUILD Cerner 5

Figure 2-33

Printers Tab:

e Select from a list of available printers where you want this report to be sent.

¢ Enter the number of copies of the printed report

e The > and < are the move arrows to add or remove a printer to the list.
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i SurgiNet: Schedule Report Builder [_ O] =]

” Taszk Help

H & e\ x|

B IE oR Schedule
B JE test
B Mew Report 1

Generall Data Fieldsl Prinkers  FiltersiCOrders | Skacking o |

Filter By IPatient Tvpe

Chermo OfF
Emergency
Guar Eill
HLA OC
Inpatient
FMHL
Mewborn
Monpatient

13| K1

Sork Byt IOR, Case Time

Ll

|Ready.

| BUILD cerner L

Figure 2-34

Filters/Orders Tab:

This tab allows you to specify the filter criteria and select a sort option. This is an

optional tab.

e Select a filter by: Patient Type or Specialty and choose what to Sort by:
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Stacking Row Tab:
i SurgiNet: Schedule Report Builder [_ O] =]
” Taszk Help |

H & e\ x|

B IE oR Schedule
B JE test
B Mew Report 1

Row Header: I Position: IIJ
Selected Fields | » Available Daka Fields -
| Case Anesthesialogisk
< Case Created Date (DOMMSYY Y HHi__|

dh
dh
_I dll Case Created Date (MMIDDYY Y HH:
[ﬂ] Case Duration
F
_I dil Case Mumber
dh
dh
dh

| Case R
-

Case Prioriby

CAse Suraenn I _|LI
»

|Ready. BUILD | cerner 5

4

Figure 2-35

e This tab allows you to select additional data without extending the report beyond the
margin of the paper.

Row Header: Description given to the row of additional fields

Position: This is the starting position of the stacking row on the report. A position
number of 0 will start the stacking row at the left margin of the report.

Selected Fields: These are the data fields that will be applied to the stacking row on the
report.

Available Fields: This shows all the available fields that the application can retrieve and
add to the stacking row.

You have the ability to move these fields up, down, right, or left by using the move arrow
icons.
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Do not forget to save the report if you want this to remain in the list of regular reports to
be run and printed.

2.12.1 Print the Schedule

The Schedule Report Builder application is used for printing the schedule to multiple
locations around the facility. This script guides the user in how a schedule would be
printed. The schedule requires a postscript printer queue.

e Launch the Schedule Report Builder application (SNSchRpt.exe) on the AppBar.
e Select Demonstration Report 1.

e Enter a date range from the current date to tomorrow’s date.

e Press Print Preview from the tool bar.

e Verify that the report is displayed with the values from the date fields tab displayed as
column headers. The values from the case or cases should be displayed beneath.
Additional values should be displayed in the Demonstration Row field.

e Exit the application.
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2.13 Modifying Appointment Details

Application Used:

e Open the Appointment Book.

SchApptBook.exe

¢ Find the case on the grid that you wish to modify.

e Right click on the case on the grid, select “Actions” then left click on “Modify”.

% Scheduling: Appointment Book
Task Edit WYiew Help

[ [=]x]

E R e el ] 78 B BE: Alim

@R o&h ¥

Books Appmntmentl

El 2001 El
El February El

M«\|+|Ii\@\@\|aﬁg
Yo

rk In-Progress:

Su Mo TuWeTh Fr Sa g il Tfae

28 29 30 31 1 2 3 I
4 5 6 7 & %710 Appointment Location:

1 12 13 14 15 16 17 |
18 19 20 21 (22 23 24

25 26 27 28 1 o 3 (Bt =

LI Clear

455?8910'

=]

272242001 - OR Suites

Sehiedule
Eatitt
EEcur
=1 e e[=ksiE

Al

: i
7:30 AM | “Tones, Mary
OR General

OR D2 OR 03 |
7:15 AM

4 SO,

OR D4 0OR 05

orR0E 4|

8:00 AM [} Surg Services A0 HEW SppOItTIERL
8:15 AM % Confinmed Beok Fealest

Contact

xT ) Rescheduls
N 8:30 AM EOmiT Reauest =
4. Hold. ..
.| 8:45 AM Femoye Redlest o |
- ancel...
ofz| 9:00 AM | fSmith. Jane L Recur Appoliimert H h
+F: 9:15 AM || OF General | > QSNOW...
| 9:30 AM Surg Services Rﬂgull:;’ 5 Check ...
X[75:45 AM |\Confimed nepo Check OLE...
S [10:00 AM Applications 4
X:[10:15 AM|Emith Sareh Lock
Hlinan sl o e 1 Persan 4 rlaek.. _lﬂ
B Slots 8 I 4

R 5 Shuffle. .

[ESUeEs T [PROD1 [CERMER [Friday, February 23, 2001 [1:52 P
Figure 2-36
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e C(Click on the “Details” tab to change any information listed in the case accept format
such as priority, patient type, surgeon, etc.

&l Modify
MRN: - DOB: 5/16/1940
Name: Smith, Jane L
Age: b0 Years Gender: Female
= #3 Smith, Jane L General' Summary Details |Orders | Guidelines | Motification | Convarsation Summaries It\neraries' LA | 4

#-® OR General -
Frimary Surgeon

IBan‘ieId, Charles D

|z

Anesthesiologist

2

Friority

IEIe:t\ve LI
Encounter Type

I\npatient LI
Surg Add On?

Iio =
Addl. Surg Supplies?

Inio =

(0] | Cancel

Figure 2-37
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e Click the Orders tab to change any information listed in the procedure accept format
such as Order (Procedure), anesthesia type, procedure modifier, etc.

&l Modify

Name: Smith, Jane L

MRN: -

Age: b0 Years

DOB: 5/16/1940

Gender: Female

E|----f_3 Smith, Jane L
=€ OR General

Generall Summaryl Details Orders Guidelinesl Notificationl Conversation Summariesl It\nerariesl L4 | 4

=3 Smith, Jane L
: " [Zf Total Knee
(2 Required Orders
3 Optional Orders
w1 Optional ADS

Frimary Surgean

IMeyer, Anita |

Frimary Procedurs

|

IYes

Anesthesia Type

IGeneraIEndo LI
Frocedure Modifier 1
1] =l
Frocedure Modifier 2
| [ |
Procedure Modifier 3
| =l
todifier Descriptar
| hd
Ok | Cancel |

Figure 2-38

e C(Click OK to go back to the appointment book.
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2.14 Adding a Slot from Resource Scheduler

Application Used:

SCHAPPTBOOK.exe

e Update the schedule by adding the desired block back in. Right click —Slots —->Add
Slot in the scheduling grid in the room you want to add the slot.

& Scheduling: Appointment Book _ [=]x]
Task Edit WYiew Help

dldnzeceEd kalade D Helztaa|FEsae|[oss ||

EI 2001 EI Boaks Appmntmentl ‘Work In-Progress:

February [ ]

SuMo TuWe Th Fr Sa| | 2PpoinmantType

-~ Mowve ¥

28 29 30 31 1 2 3 |

4 5 6 7 8 3710 Appointment Location:

o

Mext

Clear

Sehedule
Sttt
Eecur

Sloest

o L

10:30 AM
10:45 AM
11:00 AM
11:15 AM
11:30 AM
11:45 AM
12:00 PM

12:1E Dkl

Surg Services

Corfirrmed

*rTTPFPTILIFTILIIIPI SIS PIILIPTILLY
I I I I I I I N NN

OR 05 OR 06

[

11 12 13 14 15 16 17 | [ |

18 19 20 2122 23 24

EHmem | ¢ ol EEeEn e

4 5 B 7 8 310 | | =

2/22{2001 - OR Suites
OR 01 | OR 02 OR 03

5:00 AM Actions 4
9:15 AM
9:30 AM Add Mew Appointment
9:45 AM Beol Reqest
10:00 AM|(Smith, Sarah Earilim Reguest:
10:15 AM|| OR General

Femoyve Reduest
Feclr Anpolhimmemt

IngLiry

Report

Applications Renmwve slols
St Eormments. ..

Person
Slots

Resources

Wiew Slen (nermEi e

Ho

Figure 2-39

Boolk Settings

|PRODT |CERMER [Thursday, February 22, 2001 5:50 PM
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e In the Add Slot window, change the Day Begin time to the desired time and the Day
End time to the desired time.

e Set the desired Time Interval.

e Click on the + next to Slot Groups then the + next to Surgery Group to show their

contents.
Add Slots - OR 03
Day Beqin: Day End: Schedule:
[o700 E 1600 E | ‘ [
Time Intersal:
715 A
15 >l [Z20am
™ Display slot i h ddi lot iaclall
isplay slot properies when adding a new slo
ElEplEy Sl peR E 800 AM
Slot Groups and Types: 5:15 Ak
B, Slot Groups a | | B30 AM
=R All Slot Types 8:45 Abd
------ = Consult Appointrnent Slot
3:00 Ak
------ = CT Appointment Slot
...... s CT Slot 915 Ak |
...... = % Block 9:30 Akd
------ a D, Armstrong §-45 Akd
------ 2 D, Barfield
...... s Dr. Bari 0D A
...... s Dr.Benson 10:15 Abkd
...... s [Dr. Brown 10:30 Abd
""" * Dr.Cole 10:45 A
...... s Dr. Frost -
...... s Dr. Grafel 11:00 Akd
...... = Dr. Jones 11:15 Abd
...... = Dr.Kelley 11:30 Abd
...... = Dr. Meysr :
------ = Dr. Peeks ksl
...... = Dr. Phillips LI 12:00 P4 LI
04 | Cancel |
Figure 2-40
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e Drag and drop the desired block to the Schedule section on the right.

Add Slots - OR 03

Day Beqin: Day End: Schedule:

In?uu E |1ann E

Time Intersal:
i ~]

[~ Display slot properies when adding a new slat

Slot Groups and Types:

F- 7, Slot Groups -
=- = All Slot Types g5 Al
------ 2 Consult Appointment Slot 9:00 Ak Dr. Barfield (7.00 A - 9.00 AM)
------ s CT Appointrnent Slot
...... s CT Slot 15 A fre
...... s % Block 9:30 Ab
------ = Dr. Armstrang 3:45 Ak
------ = Dr. Barfield
------ = D, Bari AR 24
------ = Dr.Benson Akl
______ + DOr. Brawn 10:30 Abd
------ = Dr. Cole 10:45 Akd
------ = Dr. Frost
------ = Dr. Grafel OENNC
------ = Dr. Jones 11:15 Akd
...... = Dr.Kelley 11:30 Abd
...... = Dr. Meyer -
------ = [Dr. Peeks alai
------ = Dr.Phillips =] e hd

0K I Cancel |

Figure 2-41
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e Right click the new slot and select Properties.

Add Slots - OR 03

Day Begin: Day End: Schedule:
In?uu E |1ann E
: =00 Al E’IIZ’I'r' ettt St
Time Intersal: %
[15 =l
™ Display slot properies when adding & new slot
Cut
Slot Groups and Types: -
Copy
-7, Slot Groups -
= = All Slot Types [EaEie
""" ooty r
""" : . Select Al
...... s CTSlat 9:15 Ab : |
""" * CvBlock 9:30 AM Slot Release Times
------ 2 Dr. Armstrong 045 Ad
------ = Dr. Barfield
...... s Dr. Bari 10:00 AM
...... a Dr.Benson 10:15 Ahd
------ + Dir. Brown 10:30 Abd
""" * Dr.Cole 10:45 AM
------ 2 Dr. Frost -
------ 2 Dr. Grafel 11:00 Abd
...... a Dr. Jones 11:15 Ak
------ * Dr.Kelley 11:30 AM
...... 2 Dr. Meysr -
------ = Dr.Peeks [ERSEA
...... = Dr. Phillips LI 12:00 P LI
[0]4 I Cancel |
Figure 2-42
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¢ In the Properties window in the Duration field, enter the slot duration.

Slot Properties
brnemaonic: ’TI
IDr. Barfield

Cancel |
Description:
IDr. Barfield Defaults |

Disgplay Scheme:

ISurg Barfield LI
Flex String:

I(Nune) LI
Duration:

¥ Contiguous

Applied Default Schedules:

Template Range Applied B

< | ]

Figure 2-43

e Click OK to close the Properties window
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Add Slots - OR 03

Day Begin: Diay End: Schedule:

|o?ou E |1aoo

Time Intersal:

15

[ Display slot properies when adding a new slot

Slot Groups and Types:

o

= All Slot Types

Consult Appointrnent Slot
CT Appointrment Slot
CT Slot

Cv Block

Dr. Armstrang

Dr. Barield

Dr. Bari

Dr. Benson

Dr. Brown

Cr. Cole

Cr. Frost

Cr. Grafel

Dr. Jones

Dr. Kelley

Dr. Meyer

Dr. Peeks

Dr. Phillips

Dr. Pollis

S YO . TR B

Figure 2-44

e C(Click OK to add the block to the grid.
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& Scheduling: Appointment Book
Task Edit Miew Help

ATHh=ZECEI BB SR Mer T2 Q][ EHTRR|(0HE |V

2001 III Books Appaintment | ‘Work InProgress:

El February El - = Sehedule
Su Mo Tuwe Th Fr Sa Appaintment Type Move

28 29 30 31 1 2 3 I Next (i

4 65 B 7 & 810 Appointment Lacation:

EEcur:
1112 13 14 15 16 17 | = Clear
18 19 20 21[22 23 24 Sugrest
25 26 27 28 1 2 3 [Et=sm s

4 6B B 7 & 810 | |L|

2/2242001 - OR Suites

7:00 AM |/ Jones, Mary
7:15 AM || OR General
7:30 AM || Surg Services
7:45 AM |\ Confirmed
8:00 AM |{Smith. Jane L
8:15 AM || OF General
8:30 AM || Surg Services
8:45 AM |\ Confirmed
9:15 AM
9:30 AM
9:45 AM
10:00 AM[Smith, Sarzh “

1naE anall no s |

l

o LR

OR 04 OR 05 OR 06 i

[EXE)
[ EEE)

[EXEXX)
I ERERE)

IEEERT]

[EXEXIEXEEEEXEXE]

IEEEEERETS

rrrrrTYL
I EEEEEE)

"

|PROD |[CERMER [Thursday, February 22, 2001 6:04 PM

Figure 2-45
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2.15 Removing a Slot from Resource Scheduler

Application Used: SCHAPPTBOOK.exe

e Update the schedule by removing the slot from the appointment book grid.

e Right click »Slots ->Remove Slot in the scheduling grid on the slot you want to
remove.

% Scheduling: Appointment Book [_[=]x]
Task Edit WYiew Help

R e sl L 70 B B Aim

EI 2001 EI Books Appumtmentl
El February El

SuMo TuWeTh Fr Sa| | Appointment Type =l

28 29 30 31 1 2 3 I B et Carifir
4 5 B 7 8 910 Appointment Location:

EEcur
11 12 13 14 15 16 17 I LI LClear

18 19 20 21[22 23 24
25 26 27 28 1 2 3 [Em e

4 6B B 7 & 810 | |L|

X

r4~\|+|I£\QQ|IEE§@@|ﬂs%§|R‘?|
Yo

tk In-Progress:

Srhedule

=1 e e[=ksiE

2/2242001 - OR Suites
OR 02 OR 03 | OR D4 OR 05 OR 06 &

LR

£
Actions

Add New Appointment

8:00 AM ] Surg Services EgokReqguest

8:15 AM [ Confirmed EoniiEEIEs!
Rermoye FeqlEst
Recir Appelpimen

9:00 AM HF=mith, Jane L

IR IR I IR IR AN RN Y]
I I I I I I I IR

Inguiry
9:15 AM }] OR General Report
9:30 AM H Surg Services - Add Slots.
9:45 AM [} Confirmed Applications 4 Re
Person 4 Slot Comments. -
Slots 4 Wiew Slot Information >
Resources H
! PROD |[CERMER [Thursday, February 22, 2001 617 PM
Figure 2-46
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e [fappointments were scheduled into this block, a Displacement Report dialog will
display. This allows you to print a report of all the appointments that will be
displaced by removing the block from the schedule.

e Select the appropriate printer from the Output Device field to print report.

e Click cancel if you have not defined any print devices.

Displacement Report Printer Selection
Beport: oK |
ICernerStandard Slot Displacement Report LI
Cancel
Qutput Device: 4'
FP360/6th Floor
_IP3s0 SR

Figure 2-47

Proportional, Single-day

. Yes No |

Figure 2-48

e Click Yes to remove the selected slot.
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§% Scheduling: Appointment Book
Task Edit View Help

E R M7 R B Allle

RSV T Y NN
Yo

EI 2001 EI Books Appointment | rk In-Progress:
EI February EI X - arhedule
SuMo TuWeTh Fr Sa | | Appoiniment Type liz® D
28 29 30 7 1 2 3 | ; o arfif
4 5 6 7 & 810 Appointment Location: Beour
1112 13 14 18 16 17 | | Clear
18 19 20 21 (22 23 24 Suggest
aoizelerize MR i ot | RIREEEEEE ST
45 6 7 8 910 | =

272242001 - OR Suites A |

OR 03 | OR 04 OR 05 oRDE <]

OR 01 OR 02
7:15 AM

7:30 AM |/ Jones, Mary

7:45 AM || OR General

8:00 AM || Surg Services
B:15 AM
8:30 AM
B:45 AM
9:00 AM

Corfirrmed

Sith, Jane L
9:15 AM || OF General
9:30 AM || Surg Services
9:45 AM |\Confirmed
10:00 AM
10°15 AM (Smnh, Sarah ]‘

-
1020 AR NC Canars 1
«| 3

|PRODT [CERMER [Thursday, Fehruary 22, 2001 520 PM

trtrrrETIEIIILIET P I PILELIIILLIIIILIL L
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Figure 2-49

The Block will be removed from the scheduling grid and any displaced appointments
would need to be rescheduled. (Normally, cases would be rescheduled before a block
would be removed.)

If displaced appointments existed, you could drag them to the Work In Progress
window, then drag, and drop the Resource set to another block.
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2.16 Define User’s Options

Application Used: SCHAPPTBOOK.exe

il Scheduling: Appointment Book

Task Edit Wiew Help

g dmEsrEAwaladle B Helz s aa | FHFai]| o8 |V

|I| 2000 |I| Books |Appg|ﬂ[men[| ok In-Progress:
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3 4 &5 B F 8 48
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=
5
E

=3
=

=

fisf

1143072000 - OR Suites

-~
x OR 03 OR 04 OR 05 | =
X T est. Patient3 } ORTHO
| 7:05 AM [l Hysterectomy Abdorinal ’ | Actions 2
W 10 AM B Bsllard, Mark C pair Sh..
N N e o o a8
A 7:20 AW Checedin Bouihegnest
xx 7-25 AM Confiem Eeguest
X[730AM Eemove Heguest
|75 am Reour Appointment
E [2[ 740 aM — ,
ez an o .
| 750 A
| 755 am Applications 3
J|oonam Person » ——
A 5:05 AW Stote .
X[ s10aM
Eleisam Resources
A s20am Mon-proportional, Single-day
Xz am
4 S0 AN roperties...
E | Marth
= =

USAF [CERNER Thursday, Movember 30, 2000 |[4:44 P

A start| B ... | “Exr.., | 2o, | B7 Micr..| &) Expl.. | &) Exol.. | sA FW [ @ scn RSl S [BemOEE 424 PM
Figure 2-50

e Right click anywhere in the appointment book. Select Book Settings = View. You
should select Proportional, Single Day to view all the cases in the appointment book
on the same time scale.
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e Right click anywhere in the appointment book. Select Book Settings = Properties.

e On the General Tab: The visible day range should be the times in which your site can
schedule.

Appointment Boolk Properties E3 I

General I lcons I Fonts I “iews - Proportional. Single—da_l,ll

— "izible day rang=

B egin time: End time:
[z B [r=e =
— T ooltips

I~ Di=play tooltips For:

= d
10 = secornds

— Dizplay field=

Perzon -
Frimary aorder

Surgeon 1

Surgical casze number

Sppointment state T B I
1 &snesthesia tppe
1 &rnesthesiologist 1 st I
1 &rnesthesiologist 2
1 &rnesthesiologist 3
1 &snesthesiologist 4

Figure 2-51

e In Display fields, you can select information about the case that will appear in the
appointment book. Typically, for surgery appointments you should select Person to
see the Patient, Primary Order to see the Primary Procedure, Surgeon 1, and probably
Surgical Case Number if you use that as a confirmation number. Click in the box
next to the field you want to display and a checkmark appears. To change the order
of the fields select the field and use the up and down arrows to the right to move the
field before or after the other fields.
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On the View tab:

Appointinent Bool: Propexrties

Genceral ; lcons= ; Foanit= “Wievy - Froportional, Single-day ;
I~ Dizplay binder

Time inter=al:

; = -;

 Eolumn vaidth (i pix=sls]— 07—
| = Custom weidth: 150

£ Size to fit all. with maiciooam weideb:

| £ Size to fit all

Start dizplay at:

;DDDD E I On current date stark at current birme

| Ok, ; Cancel ;

Figure 2-52

e To see the “binder” rings on the far left of the appointment book, check Display
binder.

e To set the time interval, click on the left side of the appointment book. If you want to
see more time 1in less space, choose a larger interval. ORMA recommends a 15-
minute time interval.

¢ You can determine how wide each OR will display in the appointment book. If you
do not have very many OR’s, you might want to size to fit all. If you have more
OR’s, you can indicate a minimum width so that the display isn’t too small. Or you
can indicate a custom width.

e To indicate the time at which you want the appointment book to default, scroll up and
down to see other times once you’re in the application.
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2.17 Define a Default Resource Book

Application Used: SCHApptBook.exe

e To set the default bookshelf for your sign on go to View > Options > Default Book
and select the default bookshelf from the dropdown list.

e Double-click on the book. The appointment book will appear with a view of each
room and the associated blocks.

e Select the date by clicking on the calendar in the upper left-hand corner of the
appointment book. Use the right/left arrows to navigate between year and months.

e In order to view the entire appointment book, use right/left arrows at the bottom of
the screen to scroll left and right. Use the up/down arrows on the right side of the
screen to scroll up and down.

il Scheduling: Appointment Book [_ O] |
Task Edit “iew Help

4 IHRESCEI KABE #D|relz-|aa|FmrBon|css | v
xn| 2000 ]| Books |Anpaimtmant| ‘wiork In-Frogress:
|I| September Sehedils |
Su Mo Tu We Th Fr Sa Bookshelf - Surgery Bookshelf | _open |
7o 29 W A 1 2 T Select ey
3 4 5 B 7 8 8§ = He:ull
W11 12 13 14 15 16 2 -
=
17 18 19 20 2122 2 g e |
24 % % 27 28 29 W -
1 2 3 4 5 B 7
9/22/00 - Dakota DR A |
DC ASC D2 DC ASC 03 DC ASC D4 -
N =

PROD [CERMER Tuesday, September 19, 2000 [412PM 2

Figure 2-53
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2.18 Using the Calendar

Application Used: SCHAPPTBOOK.exe

Open SCHAPPTBOOK .exe

The calendar is displayed in the Appointment Book. You can select a date by clicking a
specific date in the calendar. The date that is selected currently is shown with a box
around it. The current date is the default date displayed on the calendar.

|
Menu Bal\> Tak Edl Vew Hep
ToolBar—————> 4 UhZ®00A|KA 834 B Helz2jaa|a-388 04 ¥
1 Business Phone: MRN: DOB:
Demographics Bar—» yme:
Home Phone: Age: Gender:
3 E' 2000 E' Books  Appaintment Wtk In-Progress:
Book/Appointment = il
Su Mo Tu We Th Fr Sa | | Leorinent Tyse e b |
Tabs = o | |
foa i il i el Appaintment Location: _/' e
14 15 16 17[18 19 2
Calendar o 2 N B E Y Slggest
. 2133 7 | j
Work in Progress ="~ -
. 5/18/00 - OR Scheduling 'S |
Wlndow ?: OR 01 Neuro OR 03 Meuro/Gen OR 04 Ortho/Gyn OR 05 General OR 06 General OR 07 Gyn/General *
+.1/8:00 AM | Giold St Open Slat P Kitchen Slat
WMEAELI S
Joesoa4p 0 r ¢ |
L e
L 00 AH fictions »
Context Menu \: : 9315:: Add New Appaintment
-: :ﬁ\ Book Request
€T 345 A4 e | Gonfim Reguest
o« 10:00 AM est
: :II]:ISAM | FEcurAppoiEt
J.l10:30 AW ﬁ
sfo|10:45 AM B ;
g 11:00 AM —
L1115 AM Applications 3
C O | Person » L|J
Slats »
Resources 3 [BUILD [JERWIN [Thursday, May 11, 2000 [B03PM 4
it} Start &Il [ Scheduling: Appointm... Biook Settings 3
iR Start| C

Figure 2-54

e Use the arrow buttons to change the month and year displayed.

e  When you move an appointment to the Work In-Progress box to be scheduled, all
dates that are available for that appointment will be displayed in bold on the calendar.
This enables you to tell at a glance what days are available for scheduling. The dates
will display in bold to show these dates only if you enter a check in the Mark
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qualifying days on calendar box in the Options dialog box, which is accessed from

the View menu.

e The Work In-Progress box displays appointments that are in the process of being
scheduled. The details associated with the appointment have been entered, but the
appointment scheduling process has not been completed. To continue, select the
appointment that you wish to schedule and determine the resource and time with
which it should be associated. If the appointment type has a resource list associated
with it, the system will select the appropriate resources automatically. You can right-
click to display a menu of commands. For a description of these commands, click

here.

e There are several ways to enter the appointment in a specific slot on the resource's
schedule. One way is to click Schedule to open the Schedule dialog box so you can
enter specific information associated with the appointment.

e Once the appointment is displayed in the time slot, click Confirm to finalize the

appointment.

e Under each person listed in the Work In-Progress box is a Schedule page. This
contains all scheduled appointments for the person so you can prevent scheduling
conflicts when selecting dates, times, and resources for the appointment.

2.18.1 Description of Buttons on the @endar

Button

Description

Schedule button

Schedules the appointment based on the information entered.

Confirm button

Confirms or finalizes the suggested schedule for the
appointment. If the specific appointment is selected in the
displayed box, click Confirm to finalize it. If the person's name
is selected in the box, click Confirm to finalize all scheduled
appointments associated with that person.

Recur button

Opens the |=urrings dialog box so you can specify the days
and numberOf instances the appointment should be scheduled.

Suggest button

Opens the Suggested Schedules dialog box, which allows the
system to suggest an appropriate date and time to which the
appointment can be scheduled based on criteria you enter.
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2.18.2 Options Dialog Box

The Options dialog box is used to define your default preferences that will be displayed
each time you enter the Appointment Book. This dialog box is accessed by selecting
Options from the View menu. The dialog box contains the following elements:

Boxes

Description

Default Book box

Enter the name of the resource book to be displayed
on the bookshelf as your default book. There is a list
available to assist you in selecting a predefined
book.

Days in Past box

Enter the number of days that you can schedule an
appointment in the past without receiving a warning
message from the system. For example, set this at
"1". If you are looking at a resource's schedule from
the previous month and inadvertently try to schedule
an appointment at that past date, the system would
display a message letting you know you are
attempting to schedule outside the predefined range.

Days in Future box

Enter the number of days that you can schedule an
appointment in the future without receiving a system
message indicating you are attempting to schedule
outside the predefined range.

Health Plan Check box

Select this box if the system should automatically
verify whether the person has an associated health
plan, and if the date for which the appointment is
being scheduled falls within the eligible coverage
time for the health plan.

Display Future
Requests/Appointments

Select this box if you want the system to display the
Future Requests/Appointments dialog box
automatically when you reschedule an appointment
or schedule a request from the Schedule Inquiry
window.

Mark Qualifying Days on
Calendar box

Select this box to display dates that are available for
scheduling a specific appointment. When you move
an appointment to the Work In-Progress box, the
calendar will display all dates to which the
appointment can be scheduled in bold.
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Display Person Search
Encounter window box.

Select this box to display encounter information
when using the Person Search functionality

Allow Add Encounter box

Select this box if you want the ability to add an
encounter during the scheduling process.

Always Display Schedule
Discrete Slots box

Select this box if the Schedule dialog box should be
opened whenever an appointment is scheduled into a
discrete slot.

Always Display Schedule
Contiguous Slots box

Select this box if the Schedule dialog box should be
opened whenever an appointment is scheduled into a
contiguous slot.

Always Display Confirm
dialogue box

Select this box if the Confirm dialog box should be
displayed whenever an appointment is confirmed.

Use Best Encounter box.

Select this box if your site has set encounter
preferences and you wish to associate the
appointment being scheduled with the best encounter
as defined in your database. The best encounter can
be defined as the active encounter, the inpatient
encounter, or future encounters

Always Display PM
Organization dialog ... box

Select this option if the Person Management
Organization dialog box should be displayed every
time you add an encounter.

2.18.3 Appointment Tab  Description

View Person Flex Form box

Select a defined format in which information is
displayed when viewing details associated with a
specific person.

Add Person Flex Form box

Select a defined flex form from the list to be used as
a default when registering new persons.

Modify Person Flex Form box

Select a defined flex form from the list to be used as
a default when modifying information associated
with previously defined persons.

View Encounter Flex Form box

Select a defined flex format from the list to be used
as a default when viewing encounter information
associated with the appointment.
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Add Encounter Flex Form box

Select a defined flex form from the list to be used as
a default when adding new encounters.

Modify Encounter Flex Form
box

Select a defined flex form from the list to be used as
a default when modifying information associated
with a previously defined encounter.

Cancel Encounter Flex form
box

Select a defined flex form from the list to be used as
a default when canceling an encounter.

Default Location box

Select a location from the list to be entered as a
default location when you are scheduling
appointments. For example, if you consistently
schedule for a particular location, selecting that
location as your default would allow it to be entered
automatically when you are scheduling
appointments. However, if you are scheduling an
appointment type that has not been associated with
your default location, you must select an appropriate
location from the list that will be associated with the
appointment type.

Add person and encounter
check box

Select this box if you want to add a person and
encounter at the same time.

Appointment Detail Fields box

The required details (Appointment Type,
Appointment Location, and Person) are displayed.
This information is required for an appointment to
be scheduled, regardless of what other information is
needed for the appointment type. Since these three
boxes are required, you can determine the order in
which you want them to display for your
convenience.

Up Arrow button

Moves the detail up the list. This will affect the
order in which the boxes are displayed in the
Appointment tab.

Down Arrow button

Moves the detail down the list. This will affect the
order in which the boxes are displayed in the
Appointment tab.
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2.18.4 Confirm Tab Description

Always Create New Encounter
When Required box

Select this box if a new encounter is to be created
during the confirm process. This is applicable if the
appointment type requires an encounter to be
associated with it, and if an encounter has not
already been associated with the appointment.

2.18.5 Check In Tab Description

View Person Flex Form box

Select the format in which information is displayed
when you click View in the Check In dialog box.

Modify Person Flex Form box

Select the format in which information is displayed
when you click Modify in the Check In dialog box.

Add Encounter Flex Form box

Select a defined flex form from the list to be used as
a default when adding new encounters.

View Encounter Flex Form box

Select a defined flex form from the list to be used as
a default when viewing encounters.

Modify Encounter Flex Form
box

Select a defined flex form from the list to be used as
a default when modifying information associated
with a previously defined encounter.

Check In Warning Range box

Enter the number of minutes prior to the scheduled
appointment time in which an appointment can be
checked in without a warning message being
displayed to the user. This time range affects
whether the appointment will be rescheduled by the
system or just checked in early.

Always Create New Encounter
When Required box

Select this box if a new encounter is to be created
during the confirm process. This is applicable if the
appointment type requires an encounter to be
associated with it, and if an encounter has not
already been associated with the appointment.
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2.18.6 Check Out Tab Description

View Person Flex Form box

Select the format in which information is displayed
when you click View in the Check Out dialog box.

Modify Person Flex Form box

Select the format in which information is displayed
when you click Modify in the Check Out dialog box.

Add Encounter Flex Form box

Select a defined flex form from the list to be used as
a default when adding new encounters.

View Encounter Flex Form box

Select a defined flex form from the list to be used as
a default when viewing encounters.

Modify Encounter Flex Form
box

Select a defined flex form from the list to be used
as a default when modifying information associated
with a previously defined encounter.

Allow Discharge box Select this box to allow discharges when you check
out a person from the Check Out dialog box.
Always Discharge box. Select this box if the person should be discharged

every time you check someone out using the Check
Out dialog box. If this option is selected and the
Interactive Discharge Using Discharge Flex Form
option is not selected, the discharge will occur
automatically in the background and you will not
need to perform any further actions to discharge the
person

Interactive Discharge box

Select this box to open a dialog box that allows you
to enter additional information when you are
discharging someone. If this option is not selected,
the discharge process occurs in the background with
no additional information required.

Discharge Flex Form box

Select a defined flex form to be used as a default
when discharging a person. This field is available
only if you checked the previous box.
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2.18.7 PM ToolBar Tab

View Person Flex Form box

Select a defined format in which information is
displayed when viewing details associated with a
specific person.

Add Person Flex Form box

Select a defined flex form from the list to be used as
a default when adding a new person to the database.

Modify Person Flex Form box

Select a defined format in which information is
displayed when modifying details associated with a
specific person.

View Encounter Flex Form box

Select a defined flex format from the list to be used
as a default when viewing encounter information
associated with the appointment.

Add Encounter Flex Form box

Select a defined flex form from the list to be used as
a default when adding a new encounter.

Modify Encounter Flex Form
box.

Select a defined flex form from the list to be used as
a default when modifying information associated
with a previously defined encounter

OK button

Saves the information and closes the dialog box.

Cancel button

Closes the dialog box without applying the
information displayed.

2.18.8 View menu:

Actionbar Toggles the actionbar. A check mark next to this
command indicates the actionbar is visible.

Sizebar Toggles the sizebar. A check mark next to this
command indicates the sizebar is visible.

Viewbar Toggles the viewbar. A check mark next to this

command indicates the viewbar is visible.

Application bar

Toggles the application bar. A check mark next to
this command indicates the application bar is visible.

CONFIDENTIAL

Copyright © 2002 Cerner Corporation




ORMA End User Guide
Version 2.0

Section 2 2-81
Scheduling

Help bar

Toggles the What's This Help button. A check mark
next to this command indicates the help bar is
visible.

Demographics Bar

Toggles the demographics bar. A check mark next
to this command indicates the demographics bar is
visible.

Availability Bar

Toggles the availability bar. A check mark next to
this command indicates the availability bar is visible.

Status Bar

Toggles the status bar. A check mark next to this
command indicates the status bar is visible.

Small Buttons

Decreases the size of the icons in the toolbar. A
check mark next to this command indicates this
option is active.

Large Buttons

Enlarges the icons in the toolbar. A check mark next
to this command indicates this option is active.

Cancels

Indicates that canceled appointments are displayed.
A check mark next to this command indicates this
option is active.

Reschedules

Indicates that rescheduled appointments are
displayed. A check mark next to this command
indicates this option is active.

Held Appointments

Indicates that appointments in a held status are
displayed. A check mark next to this command
indicates this option is active.

Empty Schedules.

Indicates that all resource schedules will be
displayed. A check mark next to this command
indicates this option is active. If there is no check
mark next to this command, only resource schedules
with appointments will be displayed. If a default
schedule is applied to the resource, that resource is
not considered to have an empty schedule so it will
be displayed.

Refresh

Updates the displayed information to reflect changes
in the database.
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Options Opens the Options dialog box in which you can
define your default preferences.
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HOW TO SET UP FUTURE CASE/REQUEST LIST APPOINMENT FEATURE

These are the steps to make sure you review if a case is already on the request list or is scheduled in the future. If you set the settings
correctly ORMA will have you verify the case you are planning to schedule . These are the settings you need to make to take
advantage of this feature. Please pass this info on to All Surgeons and clerical staff.
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Test, Male, the
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go any further.
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<SELECT>, If not check, the Future Patient
Appointment in the same manner. If it is the one
you want, highlight and the <Select> If neither
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MAMC Surgery

In this Case, I am going to select the
“Request List Case” so I Highlighted and
then clicked on <Select> Notice the Red
Check mark..... No click on <OK> \

2004 - 10:16

Future patient appointments[s]: \

Current State | Appointment Type | Location Begin Date/Time | End Date/Time Created By

\l Date Created

o Confirmned MAME Surgery MAMC Main OF  3/4/2004 - 0715 3/4/2004 - 0315 MESSIMNG, JOEL M. COL [RET]

2442004 -10:20

Select

Unzelect | ‘DK | Cancel
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After going through the <allergies> screen, go right to the Procedure /ORDER Details by passing the normal questions in the details
window.

al Appointment Attributes

=3 TEST, MALE Orders lDetaiIs] Resourds ist] Guidelines | Pref Cards .-’-\ppuintment] Eligibilit_l,l] tedical Mecessity
EXRS* M AMC Surgery
TEST. MALE l Primarny Procedure B
|"r'es ﬂ
M G5 GASTRIC BYPASS W/CHOLE & F\PPYIROWCEDURE N
Procedure Description
|test future case request list
If you want to double check the details or o
change the residents/primary doc just click on [Noms =
the <Details> tab above , make changes then
come back to the <Orders> tab, make changes if Modifier T
needed and scheduled in the usual manner. | [
Modifier 2
‘g | & | [~
Surgeaon

|EGGEEHDTEN,WILLIAM E. COL [RET]

k3

Optional  Search | Existing Orders PrivilegeﬂADS ]F!equired] = il Special
urgical Specialy

Anesthezia Type
|GET4

L«
|

L]

Procedure Duration

™ Historical Average l— tin
™ Recent Average I— Fin
" Default l— Min
c [ 190 Min

T =l
= ol ddadbloaad o Ficiaa Wi

ak | Cancel |
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That is all you need to do. The best part is the case is then removed from its previous date or request list so you don’t have to go back
and clean up lists or worry about double scheduling. This is active in PROD as of 2/24/2004.

If you have any questions or do not understand how to work this, call me at 253-968-5562.

Joel M. Messing
ORMA ADMIN
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