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Creating Group Appointments

All patients booked for group appointments require the '‘Group Education Program
Tracker’ to be initiated on their file. For steps on this form please refer to
APPENDIX C

From the scheduler view; select the drop down box and select ‘Education

Sessions’
.
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Right click on the date and time of the Group Education Session in the
template of the site holding the Group Education Session. Select ‘Create
Group Appointment’ from the list of options.

Fort Garry, ACCESS Noryest, Community River East, ACCESS Winnipeg West, ACCESS | papiane
o o o o
No Patient
ML Education Sessions -
Mext Appt: a
Prev Appl:
sate Appointimient

‘Create Group Appointment |

Find Next Appointment

Jurip Ahead. .
Book Day OFf
A ‘Group Appointment’ box will appear @ G Asseinmen X
With the date and tlme you have Appointment Date 2022-Apr-25 Type Group - In Person : L
Appointment Time 8:45am Reaszon i
SeleCted- Appointment Length | 15 minutes (3:00am) £ Priority M— |
Location O Provider's Office ~ Room C::;e\::: |
From the drop down in the ‘Type’ s _ Moy _
section select either ‘Group - In Person’ New Chent i Vist vl
or ‘Group - Virtual’
Popup Note
Select the appropriate Reason which is —
based on the Education session Physican
Group Ed., AFG
L : : : )
Within the Notes field identify the P ] Sige Pt Appoment

session number i.e. ‘Session 1’

Add Patient Cohort oK Cancel
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Adjust the length of the Group Education
Session as needed by selecting from the
drop down ‘Appointment Length’.

| - Group Appointment % | Select ‘Z Other Location’ in the drop
|| Appointment Date 2022-Apr-27 Type Group - In Person || down for ‘Location,-
| Appointment Time 9:45am Reason | Commit to Quit LY

In the 'Notes’ section you can free text

- Appointment Length | 15 minutes (10:00am) £ Priority [ . i i
| cocaton o Providers Ofne ] - /[ @ || anypertinent information as neec?e_d. No
| “Notes Patients . spaces are to be held for home clinic /
| [session 1 ez | team patients versus external. Please
' note all text within this section will
| —— e § ~ be visible from the scheduler view,
|| |Maximum 25 participants /9 Sadect the providar 15 882 | and pulled into the patient's chart.
7 - |
Z et S _ L . . .
| Providers / oo tommss Within the ‘Popup Note’ field identify the
| [Prysicen / ' maximum number of participants for the
Group Ed., AFG .
— | session
| C : | o
' Q‘ Concel - If known, add the facilitator(s) to the

acapstentConort || ok || cancel || ‘Providers’ section. Click the green plus,
and select from the list of options. Then
click the OK button which appears on

the ‘Add provider’ box.

Click OK to add the Group Appointment

Your Group Education Session appointment should now look similar to the
one below from the scheduler view.

& Fort Garry, ACCESS Norwest, Community River East, ACCESS winnipeg West, AGCESS | patient
e =4 2 2 L e :
No Patient
m 8:00am
Scheduler g:15am River East, ACCESS ﬂ
ﬂ] 8:30am Next Appt: &
8:45am ‘
LI 3:00am
1 9:15am Prev Appt:
. 9:30am ‘
Patients
S:45am Group (0 Patients) [A 0/0]
; roup atients
& 12:?2‘3”‘ Room 212
Documents (1sam 9:30am for 90 minutes
10:30am
B 10:45am

Claims 11:00am
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Sunday (26) Monday (27) Tuesday (28) wednesday (29) Thursday (30)
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To move a Group Education i

G:45am

Session to a different date; siotam

right click on the appointment .

9:45am
Group (5 F[A 0/5]

from the scheduler view. st Room 212 e G

ISR 9:30am for 90 ... Create Group Appointment
10:30am

10:45am Find Next Appointment

Select 'Cut’, right click on the sump Anead...

\ ’ 11:15am Cancel Appointment Book Day Off
new date and select ‘Paste’. Fird e Apooiniment
11:45am Jump Ahead...
12:00pm

12:15pm Retrieve Details

Notice your Group Education
Session will now appear on the T

new date. 5

1:45pm Suggestion Templates
2:00pm Suggestion Templates 4
2:15pm 3 Copy Appointment

2:45pm ) Paste Appointment R IIPati

3:00pm Recall Patient

3il5om Annnintmant Damin Aar
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If booking the same Session for multiple dates selecting '‘Copy’ will allow
users to paste multiple sessions.

Cancel or Delete Appointment? X

Group (5 F[A 0/5]

Cancel Appointment will keep a record of the appointment
Room 212 hp P PP

. in the patient record and maintain reportable records.
TO delete a Grou p Educatlon 9:30am for S0 ... Delete Appointment will correct a mistakenly created appointment
Session right click on the session

and will not show on the patient record nor be reportable.
from the scheduler view.
ncel Appointment

Find Next Appointment

Select ‘Cancel Appointment’ Jump Ahead.. [ o« JIf coren |

" Cancel Appointment

Retrieve Details

Select Delete Appointment

Select OK

Cancel or Delete Appointment? X
Cancel Appointment will keep a record of the appointment
in the patient record and maintain reportable records.

Delete Appointment will correct a mistakenly created appointment
and will not show on the patient record nor be reportable.

If wanting to show the canceled

appointment on patient charts;  TUTT

select ‘Cancel Appointment’ and | =]
choose reason for cancelation et Cance)ed - Resaneded

Client Cancelled - Mot rescheduled
Client Left Without Being Seen
Client Transferred or Discharged

Clinic Closed due to unforeseen circumstances
Self Care
Created in error =
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Booking & Managing Group Appointments

Double click on the Group
Education Session. To add
patients, select the green plus
sign located in the bottom left
hand corner of the ‘Patients’
box.

For Pre-existing patient:

Search for the patient in the
search box using at least 3
client identifiers (i.e., first &
last name and PHIN) highlight
the patient and select OK.

o Cucop Apptarbrand
Appointment Date Aug 27, 2018
Appointenent Tire [z 30aen
Appointrment Length
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Add Patient Cobort | OK | Canded |

For New Patient to be added to the EMR

ew Patient x|
NLas:’NamE Patient ; for Group only:
sl tame I B From the scheduler view Select F6 on
PHIN 11111111 ,ﬁ - - -
woery  [more deress [L11 Chery Lane keyboard, a ‘New Patient’ window will appear
Birthdate 0z2/02/2018 i Pinnipea
Province |MB, Canada =] . .
e Add in demographics of attendee and Select
Cell Phone (204) :: Fam. Py | -Nane— g ‘Add’
Email Address fnsurer }MHSC ﬂ
S _ Follow the above *Pre-existing patient’ steps
q | -1 to add this patient into the Group Education
cl (F1) | Aliases | Add & | Sesslon
4 Group Appointrnent x|
Appointment Date  [Aug 27, 2018 Typa -]
Appaintmant Tors |ﬁ-:3|:jm RAeason j
Appointment Length |90 minutes (11 :00am) L Prionty — ﬂ
Notice the patient selected will now Locaten [zotertocabon 3] meom | =_Q |
appear in the ‘Patients’ section. oo 212 e
_an:up Mot
To save this patient into the Group e —
Education Session select OK. olo|
ﬂg [T Single Patient Appaintiment

Add Patent Cobort |E Canced
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IMPORTANT NOTE WHEN REGISTERING AN INDIVIDUAL TO ANOTHER HOST SITE: If the
individual is being booked from another Office, as a courtesy, the Admin Staff / Clinician from the

other office can group “Mail Message” the Host Site Admin Staff to advise “Individual X has been

registered for [Group Session: Commit to Quit (C2Q)| Chronic Obstructive Pulmonary Disease
(COPD)| Craving Change] provided by your team/site.

From the Home section select the
‘Mail’ inbox

Select the Green envelope to

| AdminSupp01
; 'Tag!s

create a new mail message

Attach the patient whom will be
joining the host site

Select the appropriate office the
mail message should be sent to

Select the staff your mail
message is intended for

Type in your message in the Body
of the mail message

Press ‘Send’

To remove patients from a Group
Education Session highlight the

patient and click the red X button.

A remove patient window will
appear, select Yes to remove.

To save the changes, select OK.
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Wait List

@- New Message _ | 0| x
W Patient: |Armstrong, Andrew [V Attach to Patient's Chart
‘Clmlc A
ubject:
Clm!c B Fiority: Normal hd
Clinic C
lRlv:r East, ACCESS | Body

CSIS Test Office
Open Provider Permissions
Private Clinic

= Esteves, sandra...
& Greenwood, Teri...
wrha-admin
Assista
u Adminsupp0l,Ali...
u AdminSupp02,Pa...
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stc. once they have attended the first session.

Flease note this patient has been added to the Commit to Quit Group Education
Seszion #1 at ACCESS River East on August 27 2018.

Flease continue to register the individual for subsequent group sessions 2of 2

& Adminsupps, Ter... | @ Attachments (0)

'@' Group Appointment

Appo Remove Patient

Appo
Appo

Locat

i x|
Igl Are you sure you wish to remove 'Armstrong, Andrew' from the appointment.

No

Notes

Fatients

Room 212

Popup Mote

Providers

River East, ACCESS

oo

Halberg Simon
Armstrong Andrew
Abdul, Paula
Stegel, Martin
Jolie, Angelina
Star, Far

o[@

-

Add Patient Cohort || OK Cancel
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i Geoup Appointment - _
Arriving attendees:
Appointment Date  [fsg 29, 2008 Type =]

LN ime: | | ST AS0M - - -
em—— - ol Open the Group Education Session by
Appoinkment Langth [90 menutes (11:00am)  ¥|  Pristy | ] -

Lecaban |ICﬂh¢ermn ﬂ Raerm l—Ll Q double CIICkIng-
Hobes Fakients
Reem 2112 [A] Helbarg, Simon

EAY Armabrmag Aumbeme Select the attendees while holding the
Ctrl key on your keyboard.

Popup Nobe
| Right click on one of the highlighted
m—— attendees and select ‘Arrived’
River East, ACCESS
Notice [A] will appear next to all
olo| showing they arrived for the session.
agd patiert Cohort ||| ox || cames |
Al Group Appesramens =8
No Shows:
Appointmant Date |Au-r:| 29, 7018 Ty _ll
Open the Group Education Session by R ::;’:':"m“_uw — - : 3
double clicking. _— T 5 rem [ %] B
:.:al: F1F] ;r.:;:zll::crg. Simon

Select the attendees while holding the Ctrl
key on your keyboard.

[4] Armgtrang, Andoew
[5) Abdud, Paula
[a] Stegel, Martan

Popup Mote
| [&] Stasr, Far

Right click on one of the highlighted
attendees and select ‘No Show’.

Prosmders
Rrvar Eagt, ACCESS

o|o|

o/ o| i
Add Patinnt Cohort ||T| Cancel

Notice [NS] will appear next to all showing
who No showed for the session.

As discrepancies arise please contact ESS for any questions



