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| Appointments Module

The Health One appointments screen can be seen in the screen
shot below. In this section we will explain the function of each
button on the appointments screen and how you can book
appointments and configure the screen to meet your needs.
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On the appointments screen the time slots are displayed on the left. You
can set the duration of these in the appointments option section.

There is a calendar on the right which allows you to choose a date to
book appointments. You can also choose a different month by pressing
the little black arrows to the left and right of the month display.
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o+ | 12 January 2011 - this facility at the top of the screen can also be used
to change the day by clicking on the arrows
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Today’s date is highlighted in red. You can press the today button to
bring you back to today at any stage. == |,

View Selector

0wy | ¥ Week F] Fullweek 1] Mosth | 5] Lim §, Wating Reom 0T - [ 4 2

Use this selector to choose:

A one day view

A 5 day week view

A full week view

A month view

A list

Or see who is in the waiting room.

Resource Selector

taazurcma: o= §] 9

—

Uiz
¥ D, ddman Adma

PGS NP

The resource selector can be used to add or remove users from the
appointments screen — simply press the check box beside the users
name to add or remove them from the screen

User Priority on appointments screen

To reorder the users priority on the appointment screen press the

following button 2
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The following screen will be displayed allowing you to drag the users to
the top using the mouse or Shift and arrows. The user at the top will be
displayed on the left hand side of the appointments screen.

[ Reorder the users ]

Dr. Adrmin &drmin
Dropin

Sort the user using the mouse or the keyboard
({ShifE} + Arrows)

aK i LCancel

. This button on the resource panel can be used to change the order
of the date / resource on the top of the appointments screen.

The buttons in the image below will allow you save the views you have
require for example you could have different views for each day of the
week.

View. Delansht 0+

bl * - this will allow you to select a view using the black
dropdown arrow.

< 2 _ these buttons allow you to move through your saved views.

%+ - this button will allow you save & edit your views. You can also set
your default view using this feature.

HELIX 155
HEALTH



Health One™ Version 7.1 User Manual. Copyright™ 2011Helix Health Ltd

Save current view

Save as

Delete current view
Rename the current view
Previous view

Mext view

Qe M X E

Set as default

Appointment Search

' By pressing this button at the top of the appointment screen you
can search for a patients appointments or search for an available
appointment

Search appointments

Search in appointments =)
Type ot test 1o seansh and shioss your options
Tent to saarch ot
~Tiptinnal sestch critste
¥ Date Fom  [12/0072001 3| B
[ Time fon B0 <] Tifien =]
[~ Appointmert type -
I User D Admin Admin -
[~ Rooms

I Resu:

Humber of resuls: 1 Select Dlose

Enter the patients name on the text to search box — you can then search
by date range, time, appointment type, User by pressing the search
button.
Search for a free period.

o Enter the search criteria from date, times, appointment types
users, duration and press search. You can then select one of
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the times returned to book an appointment.

Search free period g

Pleasze select your criteria and then click on search

Search criteria
From IW 2/mi20m - Type I ;I
From IUS 0o d Till |19200 ;I User IDr. Admin sdmin ;I
[ Include weekends Rooms I ;I

Inciud ty slot lﬁ
[~ Include empty slats Bl e —
M aximum number of results 105
[l Search
Result
|Day of week  [Day  [Month | From [Til | Resource

Select

& - this button will display the invoices for the selected patient allowing
you to make changes to patient billing.

& - This button lists all the appointments for the selected patient

-
* or pressing F12 refreshes the screen
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Change appointment status

[CJBocked Jpresent Bl inappointment [T Completed Ol pidnotatend [l Cancelled Bl Toolate

When you have booked an appointment you can use the above buttons
to change the status of a selected appointment to

Booked

Present

In Appointment — this will add the patient to the waiting room.
Completed

Did not attend

Canceled

Too late

Whiteboard

You can enter notes on the whiteboard which can be seen by any user

on a shared configuration.
Whiteboard  [12/01/2011]
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Appointment Options

Pressing the appointment options button

E

will open up the

options screen on the appointments module options

- Presciiption module
hange module
]

Biling
Recipients

& Options
General -
ntemet . Appointment
- Netwark aptions -
. Messagin Appoiniment edition
aing [ Auta select patient if match ciiteria
- Looations [ Edit the appointment after the creation
Modules

¥ Display a confimation dilog when deleting an appoiniment
[~ "Shift" iequired to move an event
[~ Check iftime is stil avalable before ediling an appointmert

16 minutes A

¥ Always show appointment tine:
¥ Display the appaintment type:

Display propetties

Default time scale Update patient information

Patient information
Starttime : [0800 = Endtme: [15:00  «

1] [Minutets)

Healthlink Breast Cancer Referral ;
Template I~ Display the “full day" bar
¥ Display the warking hours only
Mulimedia association -
Seanning W Specific display for lunch, meeting, private appointments
Dirawing ¥ Refresh the appointment display after closing a patient
- [™ Display views as command button.
Automatisation
Action lan [~ Display users of the same stucture arly
Llents [~ Aulo refresh the sppointements
¥ Display ressources by defaul
- Backup alerts I Displop fil e
- Live update isplay lilles in timeslots

Shatus presence:
[# Display the status of the patient (presert, in appointment, ...)
[ Display the "presence stalus' bar
[ Set the stalus as complete when closing a patient file
¥ ifthe patiert file has been modified
¥ if the status is "Present’’ or "In appoiniment”
[ Display the appts Lsing the status color
[ Set the stalus as "In appointment when apering the patiert file
¥ Ask before opening the patient file
[¥ Update the patient comment if the: patient did rot attend the appointement
I~ Use legacy appoiniment mockle

Default

ok Cancel

From here you can choose to:

Auto select patients if match criteria — this will allow you to enter a

patients name directly into the calendar and if you have a direct
match to a patient in your database you will not have to search
for a patient — it will be added directly to the calendar.

o Edit the appointment after creation — this will display the edit
appointment screen when you create an appointment allowing
you to change the appointment type etc. You can also get the
appointment edit screen by right clicking with the mouse on the

appointment

HeLIX
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Set the default time shown in the calendar

Show the appointment time

Limit the calendar to only show the working hours

Display the appointments using the status color instead of icons
You allow have a number of other display and presence options to
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chose from which you can select to meet your needs.

From this options screen you can also update the patient details
displayed on the patient details panel of the calendar

|Jpdate patient infarmation :

Patient infarmatiar

To update the details drag the fields from the panel on the right to the
panel on the left using the mouse and press OK to save. This will update
the details seen for the selected patient in details panel in the calendar.

Patient information template - o S ace iy
Available patient data
Template : Use double lick to select
{address of patient} sumame: -
postal code of patient} {locality of patient} first name =
el N p = I }l 1 sen |i|
GMS : {GMS number [ref. 1]} date of bith
Pat Category : {patient category} address of patient
locality of patient
{Notes)] postal code of patient

telephone private
name of spouse
preferred name

name of contact person
GMS number [ref.1]

Familu rimber fref 21

1] Cancel
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Appointment configurations

To configure the appointments you can press the following button on the
calendar

The following screen will then be displayed

-
Configuration of the appointment module L C

Appointment type I ?,gsers" @Eooms" E"Todo statusl

+ &=
Drescription | Druration | Aailability Color
B | conzultation 10 Mo
| vaceination 10 Ho
| Lunch 10 No
| Full Medical 10 No
|| Blood Test 15 No 1

0K | | Cancel

From this screen you can configure your :

e Appointment types — add, edit delete appointment types
e Setup working hours, time blocks and appointment types for users
& availability of rooms

To add an appointment type press the + button.
The following screen will be displayed
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Appointment type ﬁ

Select the type of appaointment or enter your own type

IBI::u:ud ;I '

Default duratior : Dizplay color :
[ 10Z] min | |
Aailability IFree LI

| k. | | Cancel |

Enter in a Title for your new appointment type, a default duration and a
display colour and indicate if the user will be free or not for this
appointment (e.g. if it is a clinic when they will see people) — Press OK
to save.

You can edit the appointment types by pressing 4’ and delete a type

by pressing = .

Time Blocks

To add time blocks press the users tab — select the time slots your
require the block for and right click on the mouse.
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Configuration of the appointment module =)

[Epeppcinment ype| %, Users | ERaoms | G Tado stotus |

B Admin Admin B Conditions
E @
Display color ~ Tupe of appointment: |<onsukation =
BEX  avaer: Defaultioom: |- a
Monday | Tuesday |Wednesday| Thursday | Friday | Saturday | Sunday |-/
08™
| 09
10> J
1400
anig=s
129
132>
] L -

'!'he following screen will be displayed.

Time slot detail

Time slot period

Day: IMonda_l,l LI

Start time IDS: m - I End time : |1 o0 - l
Appointment bpe
Tupe af appaintment : Druration :

|-:c-nsultatic-n ;I

Default ressource

& =

Aipply the same configuration for the following weeks only

I =l

Sample : 1-10;16;51-52 or "First week of the month"

Min.

Recurence
[~ The same configuration will occur several days:
¥ Monday [T Tuesday [T “wWednesday
I Thusday [ Friday I~ Saturday
I Sunday
(E) Less ak | | Cancel
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Select the day of the week , then the start time and end time. Enter the
appointment type of the time block — e.g. Lunch. You can then set when
the time block will occur, by choosing the days or selecting first week of
month, last week of month, Odd weeks, Even weeks. Then press OK to
save.

To Book an appointment
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1. Select the times slot you require.

2. You can then either type the patients name directly into the slot if
a patient matches an appointment will be booked for them. If not
the patient search screen will be displayed allowing you to
search for your patient. Press enter / ok to book the
appointment

3. If you have the edit after creation options selected in the
appointment options the following screen will be displayed
otherwise the appointment will be added to the calendar. (you
can then select the appointment and right click to see the edit
screen.
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Edit the appointment details ﬁ
Type of appaintment Patient details
] v
! - Test Test
Doctor # Ressource Field
Dublin, , Town
Test
Users SN::SC: e .
Dr. Admin Admin atcategony
[] Dropin
Schedule date Todo status
Stat: 12007201 ] [0+ [ Medical Rep |~
- . D@ 24 hi ECG monitor |
End: [lzoiszon | 1175 v 189! 24 bt BF oo .
Comment [F3)
f [~ Appaointrment updatable only by the creator |
" Recursnce (=) More Canoel | b

Using the edit appointment screen you can set the type of appointment,
the resource the appointment is scheduled with, enter a to do status
avatar to allow a user to easily see what a patient is coming in for and
enter any comments on the appointment.

Pressing F3 when you have an appointment selected will also allow you
to add appointment comments.

Edit comment and status ﬁ

Test Test

Todo Status
D{a Medical Rep DE ECG DE Mimar -
I 24 b ECG maniter [, 2% accine et Dressii
DV 24 hr BP rnonitar 1/ High priarity 18 Blood

L — 4
Comment
i U

' o ] [owea | |
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Open a patients Chart from appointments

To open a patients chart from the calendar you can press the enter

button on a selected patient in the calendar, or double click on a patient

in the calendar using the mouse.

Right Click appointment options

If you select an appointment in the calendar and right click you can
access the following options

% HEALTH one 2011 - [Appointments]

O File Edit View Analysis Tools Window Help

=] S0 E-bt-H e

#. Selector | [E] Appointment | [EAction plan

[ Day | 5] Week 7] Fullweek [l Month | 2] List d Waiting R

4| » | 12 January 2011

08 oo
1

5

30

45 W 08:45-09:00 Test Test

09 oo
1

5

30 [W09:30-09:45 Test Beaumont

45

10 00 | 10:00-10:15 Test Test
15

30 10:30-10:45 Test Test

45

B
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&

&

Open patient

Edit appointment

Edit recurrence

Insert a new appointment Ins
Add a comment F3
Todo Status

Appointment with F4
Cut Ctrl+ X
Copy Ctrl+C
Paste Ctrl+V
Delete

Print current appointment
Show all appts for current patient

Show history of this appt

Display and edit repeats prescriptions
List of invoices Shift+F9

Configure the appointments  Ctrl+F10

11 00 | 11:00-11:15 Test Test
15

Open Patient
Edit the patient

Edit / set a reoccurrence

Insert a new appointment into the same slot.
Add a comment (or press F3)

¢ Enter a to do status icon

o Cut, copy, paste & delete an appointment
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Print the appointment

Show all the appointments for the currently selected patient
Show the history for the appointment

Send a text message if you have enabled the text feature
Display the prescription module for the patient to issue repeats.
Open the billing module for the patient to see their invoices.

Appointments Alert

A new item administrative item called ‘appointment alert’
has been added, it can be used and saved to the patients
chart and this will then cause an alert to appear when you
got to book an appointment.
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