RSS Bookinglableof Contents

(Pilot Manual under Review)

Common Keys Used in RSS for BOOKING PUIPOSES........ccccuuiiiiiiiiiieeeisisieinrieseneeeeeeesssessssssnnessnesseeees 2
Booking the Appointment for a Patient Found in RSS..........ooiiiiiiiie e 3
Resource Next Available Time (RNAT) Slots f@wag by Activity TYPeS......ccccccveevviiiiiiiiceeee e 4
Resource Next Available Time (RNAT) Slots / Searching by Duratian.............cccooovcceeeiiiiiene e 8
WAl TN APPOINTMENTS ....eeieiiitiii et eeet ettt e e et e et b et e e e s st e e e e e e s aab bt nenbb e e e e e e s anbbeeeeeeesannrennns 9
Group Next Available Time (GNAT) SIOIS.......coiiiiiiiiei et re e e e s snees 10
RECUITING APPOINIMENTIS. ....eiiiiiitiiiie et ee et e ettt e et e et e e e e skt b e e e e e e s sb e e et b e e e e e e sanbrreeeeeans 11
SPECIfiC DALE REQUESTEA. ......ceiiiiiiiiiiee ettt ettt e st e e s smmee s e e e e s annrneeees 12
AV ST R CoA VATV A o] oo 1 ) 0 1= o | oSS 14
ResChedule APPOINIMENT. ... .. ettt e s s bbbt eeee e e e e e e abbn e e e e e e e nneee 15
(=T To =TI Y o] o 0] ] 11 .01= | (S, 16
Updating Patient Demographic Information and AlIaS...........ccoouiiiiiiiiiiicci e 17
Patient Has a Valid Permanent UK Medical Record NUMDEL...........cccuuiiiiiiicceiiiiieeee e 17
YU o1 L I =V 22 1 RSP 17
ENtEriNG AIENABINCE. ... ettt e bt e e e e bbb et eeee e e e e e e ab b b e e e e e e e nbb e e enaneeas 18
No Show / Left Without Being Seen Guidelines (Cancel or Reschedule)............ccccovveeeiiiiiieeeenn, 18
Instructions for ENtering AtENAANCE. .........ooiiiiiiiii et 18
Booking an Appointment for a Patient Not Found in RSS.......ccoooiiiiiiiiiiiiieeee e 20
New Patient NOt iN RSS OF PM........oiiiiiiiii ettt 21
New Patient @lready IN PM.... ...t errere s e e e e e e e e e e et eeeeee e 23
Updating Patient Demographic INfOrMation ..............eeiiiiiiiii e 24
Patient Has a UK Temporary Medical Record NUMDET..............cooiiimmiiiiiie e 24
Problem Scenarios and RESOIULIONS. ..........ciiiiiiiiiiiieeie e rmeee e e emmee s 25
Creating a Permanent APPOoiNtMENT CASE.........covvuuiuiiiiiieeeiiiie e e e e e e e ee e e e et ennreeeaese e e e aeaaaaens 25
Pati ent iregigirnattihoen fAfR.el..e.0....i..0....RS.S........., 25
Error Message: AThi s..Rat..ent..l.s..a..Dup.l.i.c.aRke éo
Not Having the Option to Sel ec.t..t.he. . ARer.mag@kent App:-
Patient was registeredefore coming to your clinit no appointment............c.ooevvviiiiicccniee e, 26
Appendix A: Net Learning DIFECHIONS .......coeeiiiiiiiiie et itie ettt et e et e e s ab e eeaneee 27
Appendix B: Frequently ASKed QUESLIONS ........uuiiiiiiiiiiiee it 28
Appendix C: RSS GlOSSArY Of TEIMS ....cciiiiiiiiiiiei ittt ettt reee e e e s st e e e e s aebbeenesreeas 35
Daily RESOUICE LISTING.....ceiiiiiiiii ittt ettt e e e bbbt e ettt e e e et e e aaessbe s eeeeeeeeaaaaaeaeseessnnn 37
Appendix D: Scheduling/INSUraNCE SCHPL........uviiiiiiiiiiii ettt e e e s eeeean 38

booking manual 2008.doc 1 7108



Common Keys Used in RSS for Booking Purposes

F14 Returns to the previous page withiretsame screen
F15 Returns to the previous screen
F16 Returns to thé\ppointment Scheduling Menu
F17 Accesses the PM system (used to book new patients, or to bring
existing patients over from PM that are not found in RSS)
18 Found on thdPatient Verificaion screen and is used to access the PM

system taipdate patient demographic information for permanedk
medical record numbers

F21 Suspend Keyallows you to suspend one transaction to do another).
Press 21> again to restore original transaction

F22 Refresheghe screen (especially useful if your screen is locked up or
youdve accidentally typed over a

F23 Accesses the Application Selection Menu (allows you to sign on to
another system; i.e., Patient Management)

E24 Help Key(you must gice cursor in appropriate field)

END Erases the (entire field) Epaof-Field

Page Down Toggle key used to jump between sesdionBM & RSS)

Tab Moves cursoforwardto the next field
SHIFT & TAB Moves cursobackwardgo the next field
Ctrl & Enter Moves the cursor down to the next line

Note: the New Line key(s) may vary by workstation
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Booking the Appointmenfor a Patient Found in RSS

1. Refer to thePATIENT INQUIRY instructions in the Inquiry manual for finding the correct
patient. Be sure to use the proper naming conventiRamember the suffix belongs with the
first name field and no periods nor commas. Exampé®woectfirst name fields: William Iil
or Wilbur Jrfor William Jones Il and Wilbur Smith Jr.

NOTE: If a permanent appointment case cannot be found, refer to thBroblem Scenarios
and Resolutions/Creating a Permanent Casection.

2. You must be at thBeATIENT VERIFICATION screen in order to schedule an appointment.

3. From thePATIENT VERIFICATION screen, pressEnter>t o schedul e a pat
appointment.

4. TheSCHEDULE APPOINTMENT screen will be displayed.

SCHEDULE APPOINTMENT 05/01/0 7 1128
PT NAME: SZELUGA MARY MED REC NO: T98036134223 CHB:
DOB:11/11/196 9 SEX: F PHONE: 606 - 223- 3394 WORK: CR: FC: F
RES CD: ACTV TY:__PT STS:_DT: TIME: DUR:
DESC: DAYS: _ WKS:___ MTHS:.___
CLINIC/LOC: RES GRP/TYPE: -
PCP/REF DR: PASSWORD:
AUTH#/VISITS FOR
BILLD ET PV: FREQ:_CASE:980361342234 X TEMPORARY APPT. CASE
GU PV: ENC ID: CREATE ENCIND: Y RADIOLOGY:N

PROC CD: WAIT LIST IND: _ OUTGUIDE IND
PT COMMENTS: - *
LOWY/HI STS: 40/55 INSTRUCTIONS FOR PHYS/CLINIC CMNTS: PF24

5. There are several different methods for scheduling appointments. Choose the preferred metho
of your clinic and refer to the appropeanstructions in the following pages.

e RESOURCE NEXT AVAILABLE TIME SLOTS (RNAT) by Activity Type
e RESOURCE NEXT AVAILABLE TIME SLOTS (RNAT) by Duration

e GROUP NEXT AVAILABLE TIME SLOTS (GNAT)

e SPECIFIC DATE REQUESTED

e WALK -IN APPOINTMENTS

e RECURRING APPOINTMENTS
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Resource Next Availabl&@ime (RNAT)SIlots / Searching by Activity Types

Restricted (or Exception) Activity Typ@ny activity the resource wants to see on a specific day
and/or at a specific time of day. For example, a resource may chapseouhew patients
throughout the day in order to allow the schedule to stay on track. Therefore, a new patient (NP)
woul d be considered a Arestrictedo activity

1. From theSCHEDULE APPOINTMENT screen, enter the appropriate resource code in
theRes (D: field.

2. <Tab>to theActv Ty: field and enter the appropriate activity type.
Seesome commoexamples:

CV | Consult visit PO | Post Operative visit
FU | Follow-up visit RS | Research Study visi
EP | Established Patient TO | Test Only

NP | New Patientisit WI | Walk-in

IV | Initial visit

3. <Tab>tothePt Sts (patient status) field and enter the appropriate status. The patient
status will beone of the following

1 {a new patient to the institution),

2 (a new patient to your departmentidion),
3 €a return patient to your clinicdy

4 (a reactivated patient).

o 30 3 3N

There are exceptions to this. For example if a doctor movestbarclinic, they
mi ght be a FU but a 2 as new to that
unusual case, call the RSS Office 88850.

4. To schedule an appointment a specified number of days, weeks, or rinomntlise
current date, <Tab> to oneof these fields@ays; Wks:, or Mths:) and enter a numbeif
these fields are left blank, the system will show appointments from today through the next
30 days. These are not required fields.

5. Insurance information is requireinter information in the following fields
PCP/Ref Dr put PCP on this lingdDavis MD, Tom, or None per pt, or Self, or Unknown)
Auth#/Visits (put authorization numberpre-cert # Visits, andDate of Initiatior), and
For: (putinsurancename, typend cepay) . I f the patierul has
Pa yamd the amount (i€-ull Pay $95)n theFor: field. See Handou#.

6. Presx<F3>for Resource Next AvailableTime Slots.
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7. The DISPLAY RESOU RCE NEXT DISPLAY RESOURCE NEXT AVAILABLE TIME SLOTS 04/24/07 1444
. RESOURCE: KBROWN START DATE: 04/24/07 DURATION: 10
AVAILABLE TIME SLOTS screen will |omovsi2e  Pesc: =stesvriswes pAmiewt
be displayed. If no digits were entered in| "o o T Caeowe ek TPE  LocaTion
i . ! 1 042407 0800 KFMCGEN TUE EP FMCGEN
either theDays, Weeks, or Mths: fields, | 5 oazaor 0820 KeWcoeN TuE -
. . ' a 042407 0830 KFMCGEN TUE EP FMCGEN
RSS wil search for available time slots | 5 oszer  osse  cewccen Tue € FuceeN
beginning with the current date through the = ciacr os10  Krucoew TuE Ep  FWcoEN
t 9 042407 0920 KFMCGEN TUE EP FMCGEN
next 30 days. | 11 oazany 6810 KrMCGEN TuE Eh  Fucaen
T [ KEY IN A nuwper [ AND PRESS ENTER
UsageTip: Press<F11>to page through priy sennc oAl onTe
the t|me Slots unt” the des”’ed appo|ntme [A{sas: semrcH Founo 12 oF 12 TIMEsLOTS :Eé:E:?éETFE;d;ERIUD 042407 TO 042407

time slot is found If you need to choose a date/time that showed earltbeilist,<Tab>
to theF11 Search Again Datefield, type in the desiredate and pressHi.1>.

Type thedesired line numben theKey in a Number field and pressEnter> to return to
the SCHEDULE APPOINTMENT screen

SCHEDULE APPOINTHENT OssezZ/88 1526
FT MAME: WHITE SNOW MED REC MO: BEEE1A354250 CHE:
DOB: ©T/11/1950 SEX: F PHOME: 859-222-1122 WORK: §59-232-5566 CR: FC: F
DUM LYL: GUAR BAL:
RES CD: KEROUWM ACTY T¥: EP PT STS: 3 DT: @50585 TIME: @800 DUR: i@
DESC: ESTRELISHED PATIENT DAYS: WES: MTHS: ___
CLINICSLOC: FHMCGENW RES GRP/TYPE: KFHCGEN WD
PCPYREF DR: JENMIMGS MD, CONNIE PASSWORD:
AUTH#/YISITS: PRECERTH#/AUTH#/DATE INITIATED FOR INS NAMESTYPESCOPAY/STERM DATE
BILL DET PV: FREQ: _ CASE: 103542809993 X PERMAMENT APPT. CASE
GU Py: ENC ID: CREATE EMC INWD: ¥ RADIOLOGY: M
PROC CD: WAIT LIST IND: OUTGUIDE IND
PT COMHMEWTS: please bring all medications _ *
LOWAHI 5TS: 40 7 55 INSTRUCTIONS FOR PHY¥S/CLINIC CMNTS: PF24
PFL PT SCHEDULE: N PFS RECURRING AFPT PFL1S CAMCEL/RETURM
PFZ RES SCHEDULE: N PFE SCHED WALK-IN PF16 CAWCELSRETURN TO HMENU
PF3 RES WEXT AYAIL: N PFT EDIT/REDISPLAY ACTY PF18 EDUCATION
PF4 GRP MEXT AYAIL: M PF9 SCHED MULTI RES PRESS EMTER TO SCHEDULE AFRPT

Review the following fields and rka changes if necessary:
Clinic/Loc: View for the proper clinic code required for this appointment.

PCP/Ref Dr. Enter theprimarydoctor(Ex: Jennings MDConnie)
(city and phone number are optional)

Create Enc Ind If this field contains @ Y,&@n excounter number is automatically created
when the appointment is scheduled for the purpose of tracking fees. If the resource code is
a ATest Onlyo resource (where no professi
automatically change the indicatoritoN before scheduling is complete.

RadiologyOutguide Ind This field contains & N as the default. The system will
automatically change the indicator t6¥8' before the scheduling is complete for those
resource groups or resources (loaded into al@rdttiat always produce an outguide. You
must manually key &™ in this field if you need anutguidefor that individual
appointment.

These outguides will be produced by batch 3 days prior to the appointment. Any
appointment scheduled 1 to 2 day®pto the appointment date that requires a Radiology
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Qutguide (indicator is valued to AYo, or
Outguide profile), the system automatically generates a request that is printed immediately
in the film library. You must call Radiology to request films for walkin or same day
scheduled appointments

Note: Contact the Resource Scheduling Administrator for any resource or
resource group that shoudtlvaysproduce armutguide.

e. Pt Comments There are two lines avdable for entering general commentdi.e.,
instructions specific to the patientleposit amount, test times, ¢t®o notabbreviateor
split your words across the two lines

These comments print on the daily appointment reports and patient appoirgmeraters.
No confidential information is allowed on these two lines.

f. * (For Phys/Clinic Cmnt3: You must havehecursor blinking on theasterisk symbol
(*) above thePF24line, thenpress<F24>to access this field

SCHEDULE APPOINTHENT BS/EZ2708 1526
PT WAMED WHITE SHOW HED REC HWO: BEHE1LE3S42E868 CHE:
DOB: O7/1171958 SEXI F PHOMNE: 859-222-1122 WORK:D 859-232-5566 CR: FC: F
DLW LYL: GUAR BAL:
RES CDI KEROWN ACTY T¥: EP PT STSI 3 DT ESESES TIME: @800 DUR: 1@
DESC: ESTRELISHED PATIENT DAYS: WeS: MTHS:
CLINIC/LOC: FHCGEN RES GRP/TY¥PE: EFMCGEN MD
PCP/REF DRI JEMMNINGS MD, CONNIE PASSWORD:
AUTHH#AYISITS. PRECERT#/AUTH#/DATE INITIATED FOR IWS MWAME/TYPESCOPAY/TERM DATE
BEILL DET P¥: FREQ: _ CASE: 103542809993 X PERMANENT APPT. CASE
G Py EHC ID: CREATE EMWC INDI ¥ RADIOLOGY: M

FROC CD: WAIT LIST IMD: OUTGUIDE ] oy
PT COMMEWTS: please bring all medications & B °

LOWSHI STS: 4@ 7 55 INSTRUCT IONS FOR PHYS/CLIMIC CHNT PF2Q)

PF1 PT SCHEDULE: M PFS RECURRING APPT PF15 CAMCEL/RETURN

PFe RES SCHEDULE: N PFE SCHED WALE-IN PF1E CAMCEL/RETURN TO HENU
PF3 RES MEXT AYAIL: M PFT EDIT/REDISPLAY ACTY PF1& EDUCATION

PFd GRP MEXT AYAIL: M PFS SCHED MULTI RES PRESS EMWTER TO SCHEDULE APPT

When you pressk24> the following screen opens:

There are four lines available ADDITIONAL PATIENT APPOINTHENT COMMENTS B5/02/88 1512 for
enteringconfidential patient

. - e PHYSICIAN/CLINIC

information specific to the COMENTS:

resource or clinic. These
comments print on the clinic

dally reports and resource @THESE COMMENTS ARE CONFIDEMTIAL. THEY WILL PRINT OM THE DAILY PATIENT

N

appolntment ||St|ngS bu.tot ___-,/ S:?IEﬁ?oggggI:?;E;?ngmhlﬁég;, BUT ARE MOT IWTENDED TO PRINWT ON THE On
the patient appointment
I‘emlnders They Wl” a|SO PRESS ENTER TO UPDATE & RETURN

appear on th®ISPLAY RESOURCE SCHEDULE screen. Type appropriateIPAA)
comments and presg ab> at the end of each line to move between the lifés
Referring information is also entered here in the proper formaSaxh, MD Tom Refey).

Press<Enter> to update and return to ti s «CHEDULE APPOINTMENT screen.

booking manual 2008.doc 6 7/08



10. At the SCHEDULE APPOINTMENT screen, pess<Enter> to schedule the
appointment.

NOTE: If warning messages appear, take appropriate action. If you are unsure of
action to take, consult your supervisor.

what

TheSCHEDULE APPOINTMENT - SUMMARY screenwill be displayed. A message at the

bottom of the screen will indicate if the scheduling function has completed or an encounter
number has been created.

FE1 COMPLETE/RETURW TO SCHEDULE AFFT FOR SAME PATIENT

IH304* DUTGUIDE REQUEST HAS BEEN SENT.

SCHEDULE APPOINTHENT - SUMMARY A5/@2s08 1543
PATIENT MAME: WHITE SHOW MED REC NO: Q0018334250
BEIRTH DATE: @T/11/51950 SEXI F TELEPHONWE HOME: 8§59-2ZZ22-1122
SPECIAL HAWDLINWG WORK: §59-232-5566
REZ CODE: KEROWH DAY: HOM DATE: Q5SA5E5 TIHE: @EGw DUR: i@
DESC: ESTRELISHED PATIENT ACTY TYPE: EF
CLINICSLOC: FMCGEMW RES GRP/TYPE: KFMCGEN £ MD
FROC CD:
REF NOSWAME: JEMWINGS MD, CONNIE BILL DET PV: 588383
CASE: 183542509993 ¥ PERMANENT APPT. CASE GU PY:
ENC ID: 195347 CREATE ENWC IND: ¥ RADIOLOGY OUTGUIDE IND: N
PT COMMENWTS: PLERSE BRIMG ALL MEDICATIONS
PT 5T3! 3 WAIT LIST INDI M B FPF24 FOR PHYSFCLINIC CHNTS
INSTRUCTIONS

p— ’ PRESS ENTER TO COMTIMUE

From he SCHEDULE APPOINTMENT - SUMMARY screenpress one of the followingeys

to continue:

<F1> to complete and schedule another appointment fasahee patientor,

<Enter> to return to théAppointment Scheduling Menuscreen to work with a new patient.
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ResourceNext Available TimgRNAT) Slots / Searching by Duration

1.

General Activity Typeany activity type the resource may choose to use when the day/time does
not matter. For example: 1) a resource may not be choosy when he/she sees any type of
patient; i.e.follow-up patient, new patient, established patient, consult patientoet2) a

resource may want to see all new patients at a specific time (restricted activity types) but has nc
preference when followps, established, consults, etc. are to be sééren scheduling

General Activity Types, you can search either by the activity type dutation.

From theSCHEDULE APPOINTMENT screen, enter the appropriate resource code in the
Res : field.

<Tab> to thePt Sts: (patient status) field and enteethppropriate status. The patient status
will be one of the following1l, 2, 3, or4 (as definedn page 4 othis manual)

<Tab> to theDur: field and enter the appropriate duration for the appointment.
( Note: Skip theActv Ty (activity type) field if using a time in th®UR field).

SCHEDULE APPOINTMENT 05/0 1/0 7 0800
PT NAME: SZELUGA AGGIE MAY MED REC NO: 000010849727 CHB:
DOB: 10/25/1966 SEX: F PHONE: 859 - 257- 6543 WORK: CR: FC:F

RES CD: KBROWN ACTVTY: _  PTSTS:2 DT TIME: DUR: 60
DESC: DAYS. __ WKS: _ MTHS

7.

To schedule an appointment a specified number of days, weeks, or months from the current
date,<Tab> to oneof these fieldsDays:; Wks:, or Mths:) and enter a number. If thefselds

are left blank, the system will show appointments from today through the next 30 days. These
are not required fields.

If insurance information is required, enter information in the following fidkd3P/Ref Dir,
Auth#/Visits, and theFor fields (asindicatedon page 4 othis manual.If the patient has no
i nsur an Euld Pa ye the deposit amouimt theFor: field. See HandoufA.

Press<F3> for Resource Next Available Timgots.

8. TheDISPLAY RESOURCE NEXT AVAILABLE TIME SLOTS screen wil be displayed.

If no digits were entered in either tBays:, Weeks; or Mths: fields, RSS will search for
available time slots beginning with the current date through the next 30 days.

Usage Tip Press<F11>to page through the time slots until thesided appointment time slot
is found If you need to choose a date/time that showed earlier in theTladh> to theF11
Search Again Datefield, type in the desired date and preB&%>.

Select the desired line number and preSster> to return tohe SCHEDULE
APPOINTMENT screen
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10. Enter the appropriate descriptifor the appointment in tl@DESCo field.

11.Review the following fields and make changes if necessary:
(See page5 &6 of this manuafor detailed description of fields.)

a. Clinic/Loc d. RadiologyOutguide Ind
b. PCP/Ref D e. Pt Comments
c. Create Enc Ind f. * For Phys/Clinic Cmnts

12. Press<Enter>to schedule the appointment.

NOTE: If warning messages appear, take appropriate action. If you are unsure of
what action to take, consult you supervisor.

13. TheSCHEDULE APPOINTMENT - SUMMARY screernwill be displayed. A message at
the bottom of the screen will indicate if the scheduling function has completed or an
encounter number has been created.

14. Press one of the followirkgysto continte: Pres<F1> (same pt) or<Enter> (new pt).

Walk-In Appointments

WalkIn Appointments:this feature allows you to schedule an appointment for a patient that has
called in to be scheduled the same, @ayor a patient who has come into the clinic uramrced
to see a doctor.

1. From theSCHEDULE APPOINTMENT screen, enter the appropriate resource code in the
Res Cd:field.

2. <Tab>to theActv Ty: field and enter the appropriate activity type.

3. <Tab>to thePt Sts: (patient status) field and enter the appiate status. The patient status
will be one of the following:1, 2, 3, or 4 (as defined on page 4 of this manual).

4. Enter the insurance information as explained on page 4 of this manual-tarssmit A.
5. For* (Phys/Clinic Cmnts): Press<F24>if neeckd.
6. To schedule the walin appointment, pressF=6> to selectSchedule Walkin.

7. TheSCHEDULE APPOINTMENT - SUMMARY screen will be displayed. The current
time and date will default and an encounter will automatically be created.

8. Press one of the follawg keys to continue: Pres&1> (same pt) or<Enter> (new pt).
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Group Next Available TiImg¢GNAT) Slots

Group Next Available Time Slotshis feature displays available times for a specific activity type
or duration with other resources established withat group.

1. From theSCHEDULE APPOINTMENT screen<Tab> to theActv Ty: field or theDur:
field and enter the appropriate search criteria.

2. <Tab>to thePt Sts: (patient status) field and enter the appropriate status. The patient status
will be one ofthe following: 1, 2, 3, or 4 (as defined on page 4 of this manual)

3. <Tab>to theRes Grp/Type:field and enter the appropriate resource group.

SCHEDULE APPOINTMENT 05/05/08 0829
PT NAME: WHITE SNOW MED REC NO: 000010354280 CHB:
DOB: 07/11/1950 SEX: F PHONE: 859-222-1122 WORK: B859-232-5566 CR:  FC: F
DUN LYL: GUAR BAL:
RES CD: ACTY TY¥: ep PT STS: 3 DT: TIME: DUR:
DESC: DAYS: WKS: MTHS:
CLINIG/LOC: pr—— n’ RES GRP/TYPE: KFMCGEN_<— -

4. To schedule an appointment a specified number of days, weeks, or months from the current
date,<Tab> to oneof these fieldsDays:; Wks:, or Mths:) and enter a number. If these fields
are left blank, the system will show appointments from today through the next 30 days. These
are not required fields.

5. If insurance information is requirgenter information inhte following fields:PCP/Ref Dr,
Auth#/Visits, and theFor fields (as indicated on page 4 of this mahudlthe patient has no
insurance, enter AFull Fa:figld. Sep ldandolide dep o s

6. Press<F4>to seeGroup Next Available time slots. The following screen will open:

RES GRP MEXT AWAIL TIME COMSECUTIVE AVAIL TIMES 05/05/°08 0841
RESOURCE GROUP: KFMCGEM START DATE: 05705708
DURATION:
PAGE 2 0F g

LINE RESOURCE SCHEDULE START RES ACTY DUR

] CoODE DATES DAY TIME TYPE TYPE LOCATION
[ KSPARKS 050508 MOM 0815 MD EP 15 FMCGENM
[ KMESSER 050508 MOM 0820 MD EP 19 FMCGEN
I3 KBLOOM 050508 MOM [o1=p0] MD EP 19 FMCGEM
4 KBROWN 050308 MOM 0820 MD EP 10 FMCGENM
[ KBRADLE 050508 MOM 0830 MD EP 15 FMCGEN
I B KGIRDL 050508 MOM 0830 MD EP 30 FMCGENM
[ KHADLEY 050508 MOM 0830 MD EP 15 FMCGEN
[ KHAGEMN 050508 MOM 0830 MD EP 15 FMCGEM
9 KMESSER 050308 MOM 0836 Mo EP 10 FMCGEN
10 K3PARKS 050508 MOM 0830 MD EP 15 FMCGEM
11 KSUMME , 050508 MOM 0830 MD EP 30 FMCGENM
1z KELOOM ’ 050508 MOM 0830 MD EP 19 FMCGEN
KEY IW A NUMBER __ AMD PRESS ENTER GO TD PAGE: 3 PF14 PAGE BACK
PF1 SERRCH MEXT DAY: 090BDS PF15 CAMCEL/RETURM

Y PF17 PRINT LIST

7. TheRES GRP NEXT AVAILABLE TIME screen will be displayed. If no digits were entered
in either theDays:, Weeks;, or Mths: fields, RSS will search for available time slots beginning
with the current date thrgh the next 30 days-rom this screen you have several options.
Usage tip: Press<Enter> to view additionabvailable time slotsress<F14> to page backor
press<F1>to search the next 30 days or a destat.
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8. Type thedesired line numbesn theKey In a Number field and pressEnter> to return to the
SCHEDULE APPOINTMENT screen

9. Review the following field and make changes if necessary (see pages 5 & 6 for detailed
descriptions)

a. Clinic/Loc d. RadiologyOutguide Ind
b. PCP/Ref Dr e. Pt Commerns
c. Create Enc Ind f. * For Phys/Clinic Cmnts

10.Press<Enter> to schedule the appointment.

NOTE: If warning messages appear, take appropriate action. If you are unsure of what
action to take, consult your supervisoand/or template manager.

11.TheSCHEDULE APPOINTMENT - SUMMARY screemnwill be displayed. A message at
the bottom of the screen will indicate if the scheduling function has completed or an encounter
number has been created.

12. Press one of the followinggysto continue: PressF1> (same pt) or<Enter> (new pt).

Recurring Appointments

Recurring Appointmentsthis feature allows you to schedule several appointments for a patient by
indicating the number of days, weeks, or months from the first appointment that the next
appointment should occur

1. From theSCHEDULE APPOINTMENT screen, enter the appropriate data depending on the
scheduling method you are using. Refer to the previous instructions for scheduling any of the
following:

ResourceNext Available (RNAT) time slots/ Searching by Actiwy Types
Resource Next Available (RNATtime slots/ Searching by Duration
Group Next Available (GNAT) time slots

Specific Date Requested

2. Press thaTab> key tomove the cursor tthe Freq: field and enter a value to indicate how
often the appointmenthould occur. Allowable values include:
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o 17 Every 1, 2, 3,4, 5, 6, or 7 days
e M Once a month
e B Bi-weekly
o W Weekly (Default)
e T Every 3 weeks
e S Every 6 weeks
RES CD: KBROWN ACTV TY: EP PT STS:3DT: TIME: DUR:
DESC: DAYS: __ WKS:___ MTHS:___
CLINIC/LOC: RES GRP/TYPE:
PCP/REF DR: PASSWORD:
AUTH#/VISITS: FOR__
BILL DET PV: (FREQ: M) CASE: 108497279993 X PERMANENT APPT. CASE
GU PV: ENC ID" CREATEENC IND: Y  RADIOLOGY: N

3. Press<F5>to schedule a recurring appointment. The message bottuen of the screen
indicates the appointment has successfully been scheduled.

4. Depending on the value you entered inFneq: field, the system will calculate a new date in
theDate: field. To schedule a recurring appointment on this date pfess.

5. Each time thecF5> key is pressed, the message line will indicate if the appointment has
successfully been scheduled and a new date will be calculated. You may enter a new value in
theFreq: field if necessary. If a particular date is not acceptablega@atient, you may press
the<F3>key to search biResource Next Availabl&ime Slotgo find an acceptable time.

6. Repeat the above step as often as necessatry.

7. Press<Enter> to schedule the final appointment.

8. TheSCHEDULE APPOINTMENT - SUMMARY screerwill be displayed. Press one of the

following keysto continue: PressF1> (same pt) or<Enter> (new pt).

Specific Date Requested

1. From theSCHEDULE APPOINTMENT screen, enter the appropriate code in the
Res Cdfield.

2. <Tab>to theActv Ty: field and entethe appropriate activity type.

3. <Tab> tothePt Sts:(patient status) field and enter the appropriate status. The patient status
will be one of the following: 1, 2, 3, or 4 (as defined on page 4 of this manual)

4. <Tab>to theDate: field and enter theate for the appointment MMDDYY format. Be
careful with the year as it will allow you to back date as well as future date.
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5. <Tab> to theTime: field and enter the time of day that the appointment should occur in
military format For example, if theppointment should occur at 2:00 p.m., enter 1400 in this
field.

SCHEDULE APPOINTMENT 05705708 1022
PT MAME: WHITE SMOW MED REC MWO: G@AD10354230 CHE:
DOB: ©Y 11,1950 SEx: F PHOME: 859-222-1122 WORK: 839-232-5366 CH: FC: F

Do LWL ‘ GUAR BAL: ',

RES CD: KEROWH ACTY T%: EP PT 5T5: 3 ODT: wowewg TIME: 1400 DUR:
DESC: DAYS: WES: MTHS:

6. Enter the insurance informati@s explained on page 4 of this manual oresgdained in
HandoutA.

7. Review thefollowing fields and make changes if necessary (see pages 5 & 6 for detailed
descriptions)

d. Clinic/Loc d. RadiologyOutguide Ind
e. PCP/Ref Dr e. Pt Comments
f. Create Enc Ind f. * For Phys/Clinic Cmnts

8. Press<Enter>to schedule the appointment.

NOTE: If warning messages appear, take appropriate action. If you are unsure @fhat
action to take, consult your supervisor and/or template manager.

9. TheSCHEDULE APPOINTMENT - SUMMARY screerwill be displayed. A message at

the bottom of the screen will indicate if the scheduling function has completed or an encounter

number has Bn created.

10.Press one of the followinggysto continue: PressF1> (same pt) or<Enter> (new pt).

NOTE: When scheduling with this method, you will not always know if the time slot is
available. It is very important to read all warning messagest the bottom of the
screen and act accordingly.
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Revise/Review Appointment

1. FromtheDISPLAY PATIENT SCHEDULE screen or th®ISPLAY RESOURCE

DISPLAY PATIENT SCHEDOLE STARTING 4706708 95706708 0737
SCHEDULE screenselect the | itz vave: uniie y SN MED REG NO: 000910354280
. . BIRTH DATE: 07/11/1950 SEx: %, TELEPHONE: 859-222-1122 WORK PHONE: §59-232-55E6
appointment you wish to PRGE 1 OF 2
. . . . LINE# DATE  START-STOP RESOURGE  GROUP CODE TYPE RSN STRTUS
revise/review b)ZY[)In(] the line DESCRIPTION CL/LOC STS W/L REFERRING DR NAME
; 7 1 04/97/08 0B:30 08:40 KBROWN KFMCREN FU ATTENDED
numberof the appointment on FOLLOW-UP YISIT FMCREN 3 N JEWWINGS MD, CONNIE
—_— . . 7 2  04/99/08 0B:00 08:15 KHAGEN KFMCREN FU PG GAMNGEL
FOLLOW-UP VISIT FMGREN 3 N NONE, PER PT
the Select Line #field. 7 3 04/11/98 09:00 09:20 KBAKER KOPHPED NP PG CANCEL
NEW PATIENT VISIT OPH 1 N BAKER MD, JAMES
2. Press th&F1> key 7 4  04/21/08 0B:50 09:00 KBROWN KFMCREN FU ATTENDED
FOLLOW-UP VISIT FMGREM 3 N JENNINGS MD, GONNIE
7 5  05/95/08 0B:00 08:10 KBROWN KFMCREN EP ATTENDED
ESTAELISHED PATLENT FMCREM 3 N JENNINGS MD, GONNIE
? B 05/96/08 0B:50 09:00 KBROWN KFMCREN FU ATTENDED
FOLLOW-UP VISIT FMCREM 3 N JENNINGS MD, GONNIE
SEEECT LINE #: 4 - PF15 GANGEL/RETURN
(FF 1)REVISE/REVIEW APPT  PF 4 ND 5HOU PF15 RETURN TO MENU
®E=# RESCHEDULE APPT PF B DISPLAY PARTICIPANTS  PF17 PRINT LIST
PF 3 CANGEL APPT PF14 PAGE BAGK PRESS ENTER TO PAGE FORWARD
REVISE/REVIEW APPOINTMENT @5/06/08 0746
3. TheREVISE/REVIEW PATIENT MAME: WHITE SHOW MED REC NO: 00GG10354280
. DOB: ©7/11/1950 SEX: F TELEPHOME: 859-222-1122 WORK PHOME: 853-232-5566
APPOINTMENT screenis | ms: FC: F SPEC HDL:
disp|ayed_ APPOINTMENT TNFOAMATION
PRI RES CODE: KBROUN DAY/DATE: MON 0442108 TIME: 0G50
DURATION: 10 ACTY TYPE: FU STATUS: ATTENDED
CREATE DATE: ©3/05/08 CREATE TIME: 1155 CREATE USER: IGTCED
LAST CHG DATE: 0370508 LAST CHG TIME: 1155 LAST CHG USER: ICTGED
- DESCRIPTION: FOLLOW-UP VISIT CLINICALOC: FMGREN
4. To make revisionsTab> to PT STS: 3 WRIT LIST IND: M PCP/REF DR: JENWINGS MD, COMMIE
. . RUTH=/VISITS: FOR UKHMO LSA PZo
the approprlate f|e|d and enter BsILL DET Pv: 0606B3 GCASE: 193542009933 PASSUORD: GU PV:
h q ful CNG REASOM CD: __  ACTUAL START/STOP TIME: ’
ENC ID: 500001201333 ENC STS CD: 0 ENC 5TS DESG CDi
the new data. Be careful not ENC RES CO: KBROWN CREATE ENC IND: Y RADIOLOGY DUTGUIDE IND: N
i ; PT GMNTS: PF24
to change information that .
PF1  COMPLETE/RETURN TO MENU <@l == PF15 CANGEL/RETURM PF18 EDUCATION
should not be Changed- TO | kre orselav PARTICTRANTS < PFLE RETURN TO MENU PF1Z RAD OUTGUIDE
PF10 PRINT _1 TAEATNENT LABEL(S)ems {9» FRESS ENTER TO COMPLETE/DISFLAY APFTS

view the alowable codes in a
particular field, pressF24>to accessheHelp Screen

5. After reviewing or making changes, presgeof the following to continue:

a. Press<F1>to save revisionand return tahe APPOINTMENT SCHEDULING MENU
screen.

b. Press €6> to disphy the participants of the appointment.
c. Press £15> to cancel any revisions and return to the previous screen.

d. Press £16> to cancel any revisions and return to ARPOINTMENT SCHEDULING
MENU screen.

e. Press Enter> to save revisions/update screem réurn to theDISPLAY PATIENT
SCHEDULE screeror the DISPLAY RESOURCE SCHEDULE screen.
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Reschedule Appointment

1. From theDISPLAY PATIENT SCHEDULE screen or th®SPLAY RESOURCE

DISPLAY FATIENT 5CHEDULE STRRTING 04/06/98 85/06/08 0753
SCHEDULE screen, select the PATIENT MAME: WHITE SHOU MED REC NO: 00G010354280
K . [JLRTH DATE: 07/11/1956 SEx: F TELEPHONE: 859-222-1122 WDRK PHONE: B59-232-5566
PARE 1 OF 2
appOIntment yOU wish to reschedule Dex DATE  START-STOP RESOURCE  GROUP CODE TYPE RSN STATUS
tvoina theline numbenf the DESCRIPTION CLALOC 5T5 W/L  REFERRING DR NAME
? 1 ©4/07/08 ©5:30 08:40  KEROUN KFMCGEN FU ATTENDED
yping FOLLOW-UP VISIT FMCGEN 3 N JEWNINGS MD, CONNIE
H H ? 2 ©4/89/03 ©3:00 08:15 KHAGEN KFMCGEN FU PG CANCEL
appOIntmenDn theSelect Line # FOLLOW-UP VISIT FMCGEN 3 N NONE, PER PT
| P 3 04/11/08 ©9:00 03:20 KBAKER KOPHPED NP PC CANCEL
f|e|d NEW PATIENT VISIT oPH 1 N BAKER MD, JAMES
. ? 4 ©4/21/08 95:50 09:00 KBROUN KFMCGEN FU ATTENDED
FOLLOW-UP VISIT FMCGEN 3 N JENNINGS MD, CONNIE
2_ PreSS tth2> key ? 5  05/95/08 ©8:00 08:10 KBROUN KFMCGEN EP ATTENDED
ESTABLISHED PATIENT FMCGEN 3 N JENNINGS MD, CONNIE
? b ©5/86/08 ©8:50 09:00 KBROUN KFMCGEN FU ATTENDED
FOLLOW-UP YISIT FMCGEN 3 M JEWNINGS MD, CONMIE
SELECT LINE #: 4 - — PF15 CANCEL/RETURN
PP I REVISE/REVIEW APPT  PF 4 WO SHOU PFLE RETURN TO MENU
@RESCHEDULE APPT PF 6 DISPLAY PARTICIPANTS  PFL7 PRINT LIST
£=4 CANCEL AFFT PF14 PAGE BACK PRESS ENTER TO PAGE FORUARD
RESCHEDULE APPOINTMENT 05/06/0G  0GA0
3. TheRESCHEDULE PATIENT MNAME: WHITE SO MED REC NO: 006010354280
H DOB: O7/1141950 SEX: F HOME PHOME: ©59-222-1122 WORK PHOME: 859-232-5566
APPOINTMENT screen will | Foe FSpEn HnL:
. OLD APPOIMTMEMT IMFORMATION:
be dISp|ayedO|d DT: MON ©4/21/08 TM: ©8:50 DUR: 1@ GCREATE DT/TM/USER ©3/05/08 1155 ICTGED
) inf . il LAST CHE DT: 93/05/08 LAST CHG TM: 1155 LAST CHG USER: ICTGED
NEW APPOINTMENT INFORMATION:
appomtmenhn ormation wi RES CODE: KBROWN RCTY TYPE: FU  DATE: TIME: DUR: 10
DESG: FOLLOW-UP VISIT DAYS: WKS: _ MTHS:
be shown above the new CLINIC/LOG: FMCGEN PT $TS: 3 WAIT LIST: N RES GRP/TYPE: KFMCGEN _
appointment informatian REF DR NAME: JENNINGS MD, CONNIE CNG REASOM CD: __ RAD OUTGUIDE: N
AUTHE/YISITS: FOR UKHMO LSR P=0
pp ENG ID: CREATE ENG IND: Y BDP: GU PY: C: 103542803993
PT COMMENTS:
INSTRUCTIONS # PF24 FOR PHYS/CLINIC CHMTS
4. Refer to the appropriate ”
instructians for scheduling any--
PF1 COMPLETE/RETURM TO MEMU PF2 PT SCHEDULE: N PF15 CANCEL/RETURN
i . FF3 RES NEXT AVAIL: N FF5 RES SCHEDULE: N == PF16 RETURN TO MENU
of the fOHOWIng- PF4 GRP MEXT AVAIL: W PF12 RAD DUTGUIDE PRESS EWTER TO COMPLETE/DISPLAY APPTS

e RESOURCE NEXT AVAILABLE TIME (RNAT) SLOTS Searching by Activity
Types

e RESOURCE NEXT AVAILABLE TIME (RNAT) SLOTS' Searching by Duration
e GROUP NEXT AVAILABLE TIME (GNAT) SLOTS
e SPECIFIC DATE REQUESTED

5. Pressneof the following to continue:

a. Press<F1>to save revisionand return to thdPPOINTMENT SCHEDULING MENU
screen.

b. Press<F6>to display the participants of the appointment.

c. Press<F15>to cancel any revisiorand return to the previous screen.

d. Press<F16>to cancel any revisionand return to thdPPOINTMENT SCHEDULING
MENU screen.

e. Press<Enter> to save revisions/update scremmd return to th®ISPLAY PATIENT
SCHEDULE screen or th®ISPLAY RESOURCE SCHEDULE screen.

booking manual 2008.doc 15 7108



6. The old appointmentwillnowhawe st at us of ORESCHEDGO6 (resch
appointment wil/ have a status of OATTENDE

NOTE: If the patient is being rescheduled as a result of leaving without being seen,
reschedule the appointment as normal. However, upon returning to the DISRAY
PATIENT SCHEDULE screen, you will need to select the old appointment
(status=RESCHED) and revise the appointment by changing the change reason code tg
LP (left without being seen, patient reason) or LR (left without being seen, resource
reason). See Revise/Review instructions

Cancel Appointment

1. From theDISPLAY PATIENT SCHEDULE screen or th®ISPLAY RESOURCE
SCHEDULE screen, select theppointment you wish to cancel typing theline numbeiof
the appointmentn theSelect Line #field.

2. Presghe<F3> key.

CAMCEL APPOINTMENT ©5/06/08 ©B822
PATIENT MAME: WHITE SHOW MED REC NO: 000019354280
3. TheCANCEL BIRTH DATE: 07/11/1950 SEX: F TELEPHONE: 859-222-1122
APPOINTMENT screen APPOINTMENT INFORMATION
. . RES CODE: KEBROWN DAY/DATE: 04/21/08 TIME: G850
will be dlsplayed. DESCRIPTION: FOLLOW-UP YISIT ACTIVITY TYPE: FU
STATUS:
CREATE DATE: 03/05/08  CREATE TIME: 1155 CREATE USER: ICTCED
LAST CHG DATE: ©3/05/08 LAST CHG TIME: 1155 LAST CHG USER: ICTCED
. DURATION: 10 CLINIC/LOC: FMCGEN PATIENT STS: 3 WAIT LIST: N
4. The cursor rests in the RESOURCE GRP: KFMCGEN
. REE DR MAME: JENNINGS MD, CONNIE BILL DET PY: BBBEE3
Change Reason Cdfield. |== $»cnanse reason co: piy CASE 10: 103542809393 GU Py
T h . d NC ID(S): 500001201333
ypet e approprlate CO e PT COMMENTS: TO §€€ more cancel codes
for canceling the press F24
appointment_ PF1 COMPLETE/RETURN TO MENU‘— PFL5 CANCEL/RETURN
. . PFE DISPLAY PARTICIPANTS PF16 RETURM TO MENU
Usage T|p To view the - ->PRESS ENTER TO COMPLETE/DISPLAY APPTS

allowable codes in this field, pres624>to access the Helpcreen Choose the code and
press the<Enter> key. The cursor will again be resting at @lgange Reason Cdfield

5. Pressneof the following to continue:

a. Press<F1>to save revisionand return to thdPPOINTMENT SCHEDULING MENU
screen.

b. Press<F6>to display the participants of the appointment.

c. Press<F15>to cancel any revisiorand return to the previous screen.

d. Press<F16>to cancel any revisionand return to thdPPOINTMENT SCHEDULING
MENU screen.

e. Press<Enter> to save revisions/update scremmd return to th®ISPLAY PATIENT
SCHEDULE screen or th®ISPLAY RESOURCE SCHEDULE screen.
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Updating Patient Demographic Information and Alias

All patient information must be updated in the Patient Management (PM) system. This
information is automaticafltransferred to the Resource Scheduling System. Please refer to the
Netview Accesmistructions for assistance @gging on to both RSS and PM simultaneously.
Important Note: Check the patientdos Medical Record
valid UK MRN or a Temporary MRN.

Patient Has a Valid Permanent UK Medical Record Number
(Remember Guarantor MRNs beginning with either a 7 or a 9 and are valid)

1. From thePATIENT VERIFICATION screen, presthe<F18>key.

2. ThePERSONAL INFO | screen will ke displayed.
Be sure tqress the k13> keyto make address and phone number changes.

If the patient has had a name change, you need to create an Alias for them.

To create an Alias
1. First type over the Current name.
2. Press the RO> key to update thAlias list.
3. Type the pat i e firstblanklmd. dype inexaethas inappedrse
in the top left corner of the screen.
4. Press €nter> when finished.

| f changing the patientds nabD@NOThu&tymwur e t
over their current namdlake the appropriate corrections and preSater>.

3. ThePERSONAL INFO-II screen will be displayed. Make the appropriate corrections and
press<Enter>.

4. You will be returned to thAPPOINTMENT SCHEDULING MENU screen irRSS.
Find the patient in RSS, get to tRatient Verification screen, pressEnter> and continue
scheduling the appointment.

Suspend Key (F21)

This is an excellent feature to use if you are in the middle of one transaction in RSS and need to
pull up anoherRSS transaction without losingur place irthe first transaction.

1. To activate the Suspend feature, press<#&l> key

2. When finished using the Suspend feature, pressRB&>key again to return to what you
were doing irthe firstRSStransaction
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Entering Attendance
No Show / Left Without Being Seen Guidelines (Cancel or Reschedule)

*** | eft Without Being Seen - Patient comes to the appointment but leaves before being seen
either due to a patient reason (LP) or a resource reason (LR). ***
If the patient left without being seegancel the appointmentth a change reason of LP or LR
(refer to Cancellation instructions)ORé Rescheduleand revise the original appointment
(status=RESCHED) to enter a change reason code of LP (patient reasor(yesdLRce
reason). RBfer to Reschedule instructions and Revise/Review instructions.

Scenario 1- The patient does not show to the appointment and calls in after the appointment time
to reschedule.

I n order to capture ONokShbhwd pat ateing hisc o g
from scratch.This appointment should be checked as a No Show through Entering
Attendancel f you fAreschedul eo the appointment,
appointment through attendance.

Scenario 2- The patiat calls in before the appointment time to reschedule.
You should reschedule the appointment like normal usingfRe (Reschedule
Appointment) key.Please do not enter a reason why the patient rescheduled. This is not a
No Show patient.

*** No Show - Patient does not show up for the appointment ***

Instructions for Entering Attendance

1. From theAPPOINTMENT SCHEDULING MENU screen, enter the appropriate
Resourceode in theRes Code field.

2. <Tab>to theDate: field and enter the clinic date for whighu wish to enter attendance.

3. Press theF7> key.
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4. TheDISPLAY RESOURCE SCHEDULE - ENTER ATTENDANCE screen will be
displayed. It allows you to identify all patients who did not show for the appointment.
RSS assumes that all patients will attend theepment; therefore, the status of the
appointment automatically defaultsAG TENDED.

5. SeIeCt the patients WhO d|d NOt DISPLAY RESOURGE SCHEDULE — ENTER ATTENDANGE 05/18/08 1016

RESOURCE: KBRKER rl_ Type an "X" by those pts XBOOKED 0 0 T

show for the appointment by | o#e: Tue osresrec ype an "X by thos R L L h
p|aCing anmiXo i rBel fichg e [sE- SR oun

TCIPANT ACTY TYPE OVE BLK STATUS
DESCRIPTION REFORT TO LOCSSPECIALTY

(far column on the left). Press ) S ReLIsHED PATIENT S OPH FITERDED
_ @8:20 20 DUCK DATSY FU ATTENDED
the<Enter> key to page FOLLOW-UP YISIT 3N OPH
% ©B:40 10 KIRK JAMES TIBERIUS EP ATTENDED
i ESTABLISHED PRTLENT an OPH
orward to selecpatients on % ©9:20 20 MOMROE MARILYN NP ATTENDED
other pages of the resource % 93:40 10 ?E%KQELIENT viei BO L élg or ATTENDED
IiSting- You may select up to 12 09:50 20 EELSSE&SHED PATTENT A 1 RUSSELL SE ore ATTENDED
patients at one time. The MEW PATIENT YISIT 2N 0PH
. . . PF 1_CONTINUE PF 3 LAST PAGE PF14 PAGE BACK
system will give a S|gnal when| eF 2 PF 5 SAVE ONLY PF15 GANGEL/RETURN

12 patients have been selected.mes st i0 7 PRESS ENTER TO PRGE FURD

3. Press <F1> key 2. Press <Enter> key to see
to continue. meore pts on the next screen.

6. Press<F1>to continue.

7. TheENTER ATTENDANCE screen will be displayed.

ENTER ATTENDANCE ™ 1 1 o in 2. Type NS in @5/19/08 1160
The CUI’SOT WI”bEb“nklng at RESOURCE: KEBRKER Atn Status field. Ain Change Reason field. b DATE: ©5/06/08
theAtn Status fleld Type EMTER ATM STATUS: 40 //HND ATN CHAMGE REASON: NS“F-U,R-THE FOLLOWING APPOIMTMENTS:
= p 5 DULE, CTUAL TIMES IMORYQ PARTICIPANT ATHM STATUS CHAMNGE
400 for No S h g & s ST@pr g'8%s OLD/MEW  RERSON
the<Enter> key > o8:40 - KhE JANES TIBERTUS R 48 Ne
Note: To viewotherallowable| 3 o596 ~ —— ~—  Jaskson Bl Sod0 NS
values, pressF24>to access | : I Em——
the Help Screen g -_— — 3. Press <Enter> key to see
10 e — new status and change reason codcs_./
11 - E—
8. <Tab>to theAtn Change |2 — — =
Reasonfleld -I- y p M&\) :f]PF 1 COMPLETE/CONT: ©940 PF15 CAMCELARETURN PRESS EMTER TO COMPLETE/END
) ) Iolo2« IF DEFAULTS ARE CORRECT - PRESS EMTER
fOf NO ShOW ﬁPress <Enter> key to complete.

Note: To viewother
allowable values, press$=24>to access the Help Screen.

9. The listing of patients selected will be displayed along with the status of the old
appointment. PressEnter> to default the new status that was enteretieAtn Status:
field above.

10. Press<Enter> to completahe scheduling function.

Reminder: Attendance is entered by resourcanddate. Therefore, you will need to follow
the above steps foreach resourcevho saw patients.

Note: Youcannotii No S h o w ein appoiMaénk
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Booking an Appointment for a Patient Not Found in RSS

1.

If the patient cannot be found in RSS, the mesfaBea t i e nt

willbe dislayedmd o

the APPOINTMENT SCHEDULING MENU screengpr the patient will not be listed on the
PATIENT INQUIRY - MULTIPLE MATCH ESscreen.However, they can have a Medical

Record Number in the PM system because they were born here or they were a guarantor for

another patient.

UsageTip You may

have
for the entire first namin order to get to thlULTIPLE MATCHES screen

to enter t

he | ast n amn

1. From either théATIENT
INQUIRY - MULTIPLE
MATCHES screeror the PATIENT
VERIFICATION screenwhere an
option at the bottom of the screen
to press<F17>to Access PM Reg
System(Patient Management

Regstration System) and search fo

the patient in PM . Pres$=17>to
go over to the PM side.

Once in PM, the€€PlI UPDATE
screen will be displayed. The
system will have already done a
search and a list of patients with
similar names will also appear on
the screen. This search is not in
alphabetical order. You may have
press €8> to page forward in the
list of patient names.

PATIENT INQUIRY - MULTIPLE MATCHES ‘— - 05/05/08 1058
SZELUGA s oK
LIME#/R  NAME/ID - DOB SEX  ADDR/MRM REG PW./DT
& 1 SZELUGA ABBY AN F 100 GREAT PLACE [ololololo]c)
0EOTH209929 10/10/1358 0a0OTA209929 01/14/,03
& 2 SZELUGA ABBY LEE F 2504 CURN ROAD [clolclofo])
000013044805 1271271952 00013044805 04/20/04
& 3 SZELUGA ABBY JAME F 777 CARRIE STREET [ololololofo)
00E012415832 @1/01/1961 000012415832 11/13/02
g4 SZELUGA APRIL F 822 SHOWERD LAME [ololololo]c)
I o 000013244637 04/04/1944 000013244637 01/22/04
v} 5 SZELUGA AUDREY F 800 ROSE ST [lolelolo]c)
0O0013830664 06/06/1986 0a061 3830664 02/01/06
& 6 SZELUGA AUDREY F 313 SMYTHE STREET [ololololol)
0O001 3044430 06/06/1986 0a061 3044430 04/20/,04
& T SZELUGR RUDREY KEL F 463 GRAMT ST [clofulolojo]
000013701453 O6/06/1986 OEOO13701453 0B/16/04
PF 2 SATELLITE REG MEW PT PFLl4 PAGE BACK TO SELECT PT - ENTER LINE nO: J§
PF11 SATELLITE MIM REG PFLS RETURN MEXT LIME NO:
- - PFL7 ACCESS PM REG SYSTEM
PRESS ENTER TO CONTIMUE

CPI UF‘DRTE* -_— UNIVERSITY HOSPITAL B H 01l 05/05/08 11:06
Search starting with: SZELUGR, *
CPI PERSON SELECTION
Select Line Mumber #=AKA Indicator Generated=G
S R Ttl S5fx ¥ Doe Exp Cr Soc Sec #
Mother's Maiden Mame St CPI Mbr
01. SZELUGA, RBBY * F I 12/12/1952 404-25-6987
SLAYER KY 013044805
02. SZELUGA, RBBY FAITH * MW 05/05/1955 321-58-7987
JONES, KY 012375960
Q3. SZELUGA, RBEY LEE Fu 12/12/1952 404-25-6987
SLAYER KY 013044805
04. SZELUGA, APRIL @4/04,1944 013-24-4637G
JACKSON 013244637
tﬁ SZELUGA, A 01/02/1981 145-45-8745
DIKON 012707683
06. SZELUGA, O6/06/1986 482-82-8200
MASSEY 013044490
ar. SZELUGA, 06/06/1986 457-47-4574
KANE 013830864
FFE-FUWD FF3-BOOK
AS4EMZ User Id ICTCED Termid 4FLE Function

If the patient is found in the listype the line number on ti&elect Line Numberline and

press €nter>.

If the patient is nbfoundin the list, press 3> to backup in PM to the CPI search screen

A CPI Search Parametersscreen
will appear (as illustrated). You
must check Patient Management
thoroughly to ensure the patient
does not already have a CPl num
(Medical Record Nmber) in PM.

From this screen you may use several

ber

CPI UPDATE
SZELUGA

Last Mame.. SZELUGA

First Name
Middle Mame

Race
Birthdate
Mom's Maiden Mame..
State of Residence.

CPI Number

Social Security Nbr ...
PF9-5AME ACCOUNT *
YAPOZNZ CTCED

PF10-ALPHA SEARCH
User Id I

UNIVERSITY HOSPITAL

CPI SERARCH PARAMETERS

B H 01 05/05/08 11:3k

RAFREL

18 62 1962 (MM DD GCYY)

-
Termid 4FLB Function CPIU

criteria to search for the patient.
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Ways to search the CPI extensively

1.

CPI number(another term foMedical Record Numbégr

Note: If you have the CPI number and you get the mesgagent not found then use the
CPIX function in PM to search fahe patientin case their CPI number was merged
because of having a duplicate medical record number.

I f the CPI# is not avSadalSaduritylNumbs(ebwinthdt by
number from thgatient). Do not enter dashes nor leave spaces. Leave all other fields
blank when searching by SSN. If a duplicate social security number is identified, this
information should be forwarded to the Medical Records Department.

If the CPI and/or the Saali Security numbers are not available, search by:

oA w

U Remember to use the proper naming convention. The suffix is part of the first name field. For

Legal nameandDate of Birthand press Enter> to do a soundex search
LegalnameandMo t her 6 s Maanddeess Entes>toedo a soundex search
Legal Name onlyandpress €10> to do an Alpha search

Full Legalname oiLast Name onlywith theyear of birthand press Enter>

(in case there is a typo with the birth date.)

example: Jones, William Jr or Jon&¥illiam Il

U You may need to do the alphabetical search several times. Try the wildcard character (*) after

the last name in case the proper naming convention was not used

o o

Be sure to try th€PIX function as described in the RSS Inquiry manual.
If the correct patients found in the PM system, type that line number and prESTER>. If

the correct patient isot found, refer to thé&lew Patient not in RSS or PNhstructions that
follow.

New Patient not in RSS or PM

1.

CPI UPDATE . . . UNIVERSITY HOSPITAL B H @81 05705708 12:58
If the pa“ent |s not found On ﬂ@D| Search starting with: SZELUESE‘IRSE;EER{ EEEEégggEMBEZ
PERSON SELECTION screenan srteet Line Hunber T AV A

o . Mother's Maiden Mame 5t CPI Nbr

option at the bottom of the screen wille:-
bePF91 Book. Zj
Press the 9> keyto go to the o
booking log function in PM os.

0B.

or.

0 RECORDS FOUWD FOR SPECIFIED PARAMETE e

PF9-BOOK:
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3' TheBOOKING LOG BOOKIMG UWIVERSITY HOSPITAL B H 01 3705708 13:02
i 1 SZELUGA
screen will bg dl_splayed BODKING LOG
(BKKG funCtlon In PM COMTACT MAME. . Phone. Ext....
as illustrated). PATIENT MAME.. SZELUGA, RAFAEL -— Name Title. Suffisx.
ADMT. . - }SCHED DATE. 110508 TIME...
CHIEF COMPLAINT..
DOE... 10021962 SER... M Social 5 i f clolojololalo]ok R Ca
4. Press th&Tab>keyto |ratient Phore.... 853 2573913 i R ke Print Pkt. ..
. Adrl.. 100 MAIM STREET Adrz. ..
move to thePatient Zip. . 40517 State\ City. . Bad Adr.
- Country. County.
Name:field and enter | acrend. shye. . : e =
. Raf . omplete Expect.Delivery..
t h e p at iLasht Pétis.rjt Tl!pee.g. a I DOB, Sex, SSN, Mesilcgl Pr‘ior‘%‘gg.
Name, First Name Iooiation Tupe. .| Patient Phone, Adel, and lorkers Camp - ..

i H T hing........ ! Pri R .
using the proper naming=::i™a;. .- - Zip e feaen
convention (the suffix ig cemment...........

p ar t 0 f ) t h eYHOlQNZe rsonos fUSler“ I;d%(ﬂICED Termid 4FLE Function BKKG
name field as William J
or William 1)

5. Press the ®ab> key to move to th&ched Datdfield and type i date approximately 6
months forward in time from toddgr further, depending on your clinic) usigligits.

6. Press the Rab> key to continue to move between the fields, completing following fields:

DOB (date of birth) Sex Social Secuity #, Patient Phone Adrl (Address 1), andip.

When completing the address field, useAkel: field before completing thadr2: field.
If the patient lives in Kentucky, Ohio, Tennessee, or West Virginia you will only need to

type the zip code in théip:

field. The system will default the city, state, country, and

county in the appropriate fields.

7. When finished completing the required fields, preSater>.

You will be taken back to
RSS and the
APPOINTMENT
SCHEDULING MENU
screen will be displaye

If you see an error
message at the bottom,
fiPatient Number
Already on Filed search
for the new patient again
in RSSto find the patient.
The patient should now

D5/05/08 1304
APPOINTMENT SCHEDULING MENU
#Ack PATIENT IMNQUIRY sk
LAST MAME: FIRST MI: SEM: _ ASSD S
pog: _ 4 S
ID/MRM: SSM:
¢ RESOURCE IMQUIRY OPTIONS#k*
RES CD: DATE: DURATION:
PROCEDURE SET: PROCEDURE CD:
ACTY TYWPE: PASSWORD: CLINIC/LOC:
START TIME: STOP TIME: RES GRP:
LOWAHT STATUS: 40 / 55
PF1 SATELLITE MIMNI REG PF & SCHED MULTI RES PF11 RES MEXT AYVAIL: N
PF2 RES SCHEDULE: M PF 7 ENTER ATTEMDAMCE: N PF14 SATELLITE MINI REY
PF3 PRINT RES SCHEDULE PF15 CANCEL/RETURM
PF4 BLOCK/UMBLOCK PF1& EDUCATION
PFS DAILY TEMPLATE PF1O ENTER PRIM BES: R PRESS ENTER TO COMNTIMNUE
E407029: Patient number already on file. - -

have a Temporary Medical Record Number.

After finding the new patient in RSS, from tRatient Verification screen, pressknter>

and continue scheduling the appointment for the patient.
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New Patient already in PM

1. If your patient appears on tkaP| PERSON SELECTION screen, type the line number at
the Select Line Numberfield and pressEnter>.

CPI UPDATE
SZELUGA, RMDREL

UNIWERSITY HOSPITAL B H 01 o5/05/08 14:18

013244579
-—

PERSOM INFORMATIOMN-I
SS#. 092237155 #Alias(es)....

The PERSONAL INFO |

CPI#.. ©13244579 DOB. ©3031993 SEX. M

screen will be displayed. Verifyzg“ﬂi-- R Trleo e
i Case Mgr...
andupdatet he pati &n @3 st W g S i,
Fhi Pi Fh2 Fi Fh3
ad.dress’ teleph_one number’ a1gVRNCE DIR. DATE... 021708 Organ Donor. N [Y/N)
alias, etc. on this screen. Pressi s " . coue n pw sy et
<Enter>. FIIRRT e DL i Language. ...

Maiden MName.......

Confident Lvl.

Mom's Maiden Mame.
UK EmpsStu. .

PF9-ALIAS PF1O-EMP HA

YALOONZ

Corp Level User Cde..

Father's Name.
. Prev CPI#.

PF11-C0OM H¥ PF12-ADR HX PF13-ADR UPDT
User Id ICTCED Termid 4FLE  Function CPIU

3. ThePERSONAL INFO Il g;éLHEE?TENDREM UNIVERSITY HOSPITAL B H 01 03;222327914:25
screen will be displayed. Review, .:-: FERSON ANFORIA o, .
. . Zip.... State... City....
the Employer information on Count . Count 1.
. . Fhone. . Ext..... Effect Dte Thru. .
this screen and make corrections,, ...
If necessary :;’f:‘aase of Info Code Hame: Dte Phn;ii‘::‘a
Employer Information:
Id #1.... 999999 Occupation.. COOK Status... F
. R MName. .. MCDOMALDS Effective From 050496 Thru
For example: If the patient is Tinl a0ses o Gtsts. KV City. LEWINBTON | vert
u n e m I O N/Ab, It f‘@rﬁ éﬁg 4525124 Ext. Country., US Empl.Id.
p y . r'y Comments.. R3S UPDATE 050508 ced * - -
Employer InformationD#1 :
field. If this information is PFO-CPI IIT PFi0-ADD EMP PF11-ADD COM PF13-ADR UPDT
AL1200NZ User Id ICTCED Termid 4FLE  Function CPIU

already entered in the system,
t ypN@ i retatushfiedd. The system will not let youogon to the next screen if this
field is blank.

Or, if the employment information isnknown,
unobtainable) in th&tatusfield.)

t MAcke iAMD#Xfhiee| dUO aption

Usage Tip You must make a change to brixgyoss the Permanent Appointment Gase
RSS.I f both Personal I nf o scr BESrUpdatdr @ n 3
Commentsline on thePersonal Info Il screen.

4. Press €nter> to return to RSS.

5. Find the patient in RSS and get to Pettient Verification screen; pressknter> and
continue scheduling the appointment for the patient.
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Updating Patient Demographic Information

All patient information must be updated in the Patient Management (PM) system. This
information is automatically transfexat to the Resource Scheduling System. Please refer to the
Netview Accesmistructions for assistance wgging on to both RSS and PM simultaneously
Important Note: Check the patientdos Medical Record
valid UK MRN or a Temporary MRN.

Patient Has a UK Temporary Medical Record Number

1. You must be logged onto the Patient Management system. PresBA&&> button on the
toolbar in RSSr press the Rage Down>key to toggle over to the PM system.

2. In the PM system,tart theBKKU function.

3. ThePATIENT SELECTION PARAMETERS screen will be displayed. Type the
patientds | ashtermame and press

4. TheBOOKING SELECTION  [SI0F e o ey oo v e o
. . BOOKING SELECTION
screen will be displayedType [ssiect Line nunser 1 o =
the appropriate line number and 22,7 ottt & s, Sec i e fre LT B
@1. 9505 1302 [ SZELUGA, RAFAEL A
pres%Enter>. oz, **ii/ogégﬁmilg;ggig?( >M<ggﬁ)—o@—ﬁ)ﬁ)ﬁ)ﬂ 100 MAIN STREET 080202342 B
a. a3,
a4,
@5,
6.
ar.
AS36NZ User Id ICTCED Termid NV14 Function BKKU
BOOKING UPDATE UNIVERSITY HOSPITAL B H 01 05/05/08 15:40
5. The BOOKING LOG SZELUGA, RAFAEL ‘f
. BOOKING LOG ==
U_PDATE screen will be COMTACT NAME. . Phaone. Ext....
EEIETRGTE SZELUGR, RAFAEL Mame Titls. Suffisx.
dlSpIayed(BKKU fUﬂCtIOﬂ). ADMT. . EGEGEES 110598 TIME...
H CHIEF COMPLAINT..
Make the appmp“ate DOE... 10021962 SEX... M Social Security #. QOOEOOE03 Race...
. Patient Phone.... 659 2573913 Yip.... Smoker. .. Print Pkt...
corrections and press fdrl. . 100 MATH STREET adre L e o
Zip... 40517 State... KY City... LEXINGTON Bad Adr.
<Enter> Country. US County. FAYET
Attend. Phys. . MName.
Ref. Name. Expect.Delivery..
6 Th II d I h Eatisr.ﬁ: Type..... Adm/Reg Type....... P};Iedig:lngior?tg.
OCatlon. . ew e asplta Ervlce.
- e SyStem wi |Sp ayt e Isolatiaon Type... Diet Code.......... Workers Comp.....
Teaching......... A R ted. ... Private R
me s s ERCCESBING Foreign 10 #. ... Foom neAEerE Foresgn Suetem. ..
COMPLETE 0 near the commant e
bottom left corner of the YRO1ONZ User Td TCTGED Termid N¥14 Function BKKU

screen.

7. Presghe<PA2> button on the toolbar in PMr press the<Page Down>key to return to
RSS.

NOTE: The transfer of information may take longer due to the backup on the lines. Do not
repeat this procedure again if you do not see changes immediately.
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Problem Scenarios and Resolutions

Creating a Permanet Appointment Case

At times the Permanent Appointment Case will not appear oRERMEEW CASES screen. If the
Permanent Appointment Case cannot be found, follow the directions below.

1. Write down the medical record number of the patient and toggle @Ratient Management
sessionly pressing th®A2 button on the toolbaor press théage Downkey).

2. Choose the CPIU function (you can typBIU in theFunction: field which is in the bottom

right corner of screen.

Enter the CPI number (medical record nemkand pressEnter>

You will be at thePATIENT INFORMATION | screen. Make any needed demographic

changes and pres&nter>

5. You will be & thePATIENT INFORMATION Il screen. If no demographic changes were
made on the previous screef,ab> down to theifstComment:f i el d &8 t ype
Updateo

6. Press<kEnter>

> w

**NOTE: I f the Employer fields are bl ank,
at the Status: field.

7. Toggle back to RSBy preseng the PA2 button on the toolbasr press thd?age Downkey)
and reinquire on the same patient. The Permanent Appointment Case should be there.

8. I f the Medical Record Number ends in a 90
NEVER come across, so you need to call the RSS Office. See the note below.

NOTE: Due tothe interface (between Patient Management and RSS) delay, it could take up to
fifteen minutes for this information to appear in RSS. If after fifteen minutes the
Permanent Appointment Case is not on the account, call the RSS Office at 3@360. If
no ansver, call the RSS Emergency Pager (UK pager #2727).

Patient i-rsedginsttrhaet infdRkre fil edo in RSS
How do you know the patient is in thenegistration file?

Answer: There are two possible ways to know:
a. After entering patient information on the fisstreen in RSS, you are sent to a screen that
saysMini-Registrationatthetop( The nAal | redo screen.)
b. You are at théultiple Matchessc r een and t hRO puantdieern tt hheai sr
on the left side of the screen.
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This happens because the eatihas been purged from the active RSS database. You will need to

reactivate thenby performing a CPIU on the MRN in PatidianagementPatientsareNEVER

purged from Patient Management.

1. First, you need to insure that this account is an actuad¢kunt (NOT OUTSIDE CLINIC
ACCOUNT. i.e., Medical Record number does not start with Alpha charaPtient ID
number is not 8 charactersost)A70ing with a

2. Follow instructions foCreating a Permanent Appointment Case (ste} 1

Error Message: AThis Patient is a Duj

This error message is telling you that this patient has multiple medical record numbers and the
patient you selected is the duplicate account.

1. Press<F15>to return to thd®’ATIENT VERIFICATION screen.

2. View the comment listed in thHeomment: field of this screen to determine the correct medical
record number.

3. Reinquire on the patient using the correct medical record number.

Not Having the Option to Select the 0@l

Thereard i mes when t he RS XREYBEVECASES sovdeh dndwillgk i p o t h
directly to thePATIENT VERIFICATION screen. This means that this account only has one

case. You need to make sure before you |day®ATIENT VERIFICATION screen that the

case ighe Permanent Appointment Case.

From thePATIENT VERIFICATION screen, review the case in fiase Description: field
(three lines above tte@omment:f i el d) . I f it says APer manent
<Enter> to continue to th&CHEDULE APPOINTMENT screen.

NOTE: If the case description field is blank, you will need to add a Permanent Appointment
Case. See instructions for Creating a Permanent Appointment Case.

Patient was registered before coming to your cliiiico appointment.

A patientwas registered before they came to your clinic and they did not have their appointment
for that same day scheduled, yet. (They could be awalka calin.)

Solution: On theReview Casescreen, instead of choosing the permanent appointment oase, y

must now choose the line number of the registration case for that day. Continue on to book the
appointment.
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Appendix A: Net Learning Directions

To access Net Learning go to the following website:
http://www.mc.uky.edu/LearningCenter/

On the Learning Center web page, click on the Net Learning link. It will take you to a
page that looks similar to the information below.

To login to the Net Learning student interface, click on the following link: Net Learning

NetLearning is a system that allows UK Hospital employees the capability of completing
certain learning modules on the computer and registering for certain classes offered by
Staff Education, or Nursing Staff Development, etc. If you have questions about
NetLearning, please visit our NetLearning FAQ first, and if you do not find your answer
then please contact the Learning Center at 257-9226.

NetLearning requires your username and password to access your individualized classes
and records. Net Learning is a secure website.
Your Participant ID is your Person/UK Id number including the leading zeros.

Net Learning requires a 9 digit Participant ID. If necessary, please add leading zeroes to
your Person ID to make it 9 digits in length. Your password is a four-digit number
composed of your birth month and your birth day.

For example, in the example below, this user would use 000012345 to login. if the user
was born on March 7, the password would be 0307.

If you have trouble accessing the system, please contact The Learning Center at 257-
9226.

You can print your transcript directly from NetLearning to provide you and your manager
with appropriate documentation of completion of required programs and classes

This system may be accessed from work or home as long as the following conditions are
present:

e Computer should be a Pentium 3, 400 mhz or greater

o Computer has 64 MG RAM or more and has Windows 98 or later

e Internet Explorer 5.5 or higher is recommended, or Netscape 4.5 or higher
e High security settings on your browser may prevent you from using it

e You will have to enable Pop-ups from this site to get to the login screen

Upgrades periodically will occur which may cause the system to look different. Please
follow on-screen instructions, or call The Learning Center at 257-9226 to request help.
You may also contact the Help Desk at 323-8586 for assistance.
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Appendix B: Frequently Asked Questions
PCP/Referring Physician Information

QUESTION: Does the PCP/Ref Dr field need to be valued @very Appointment schedulal
in a Specialist Office?

ANSWER : Yes it must be valued on every appointment scheduled over the phone or in
person. In the following format.ast Name Title First Name

QUESTION: Does the PCP/Ref Dr field need to be valued for Primary Care Qffes?
ANSWER  Yes becauseof the need focontinuity of care of the patierRCP information
should be valued for both Primary Care clinics and Specialty clifticsust be
valued on every appointment scheduled over the phone or in person.
In the fdlowing format: Last Name Title First Name

QUESTION: What if | work at an OB Clinic do | need PCP or Referring physician

information?
ANSWER  Yes it must be valued on every appointment scheduled over the phone or in person.
If the OB/GYN physicianifite pati entsdé6 PCP then | ist th

PCP/Ref Dr field. Using the formdtast Name Title, First Name

QUESTION: What if the patient does not have a specific PCP but instead a Clinic that they
see? How do you document PCP/Ref Dr infmation?
ANSWER  List theClinic Name in thePCP/Ref Dr field.

QUESTION: What if another Specialist referred the patient to our office not the Primary
Care Provider?
ANSWER: Ask for the PCPO6s rPaffeiDaialdchnddhercthement 1 n
Referring Dr in thePF24 field. Using the formattast Name Title First Name
QUESTION: What if a Nurse Practitioner is the person referring the patient to clinic?
ANSWER Document the Nurse Practitioner in the PCP/Ref Dr field as:
Last nameNP, First name €an use initials of ARNP also)

QUESTION: What if a Physician Assistant is the person referring the patient to clinic?
ANSWER Document PA in the PCP/Ref Dr field as:

Last namePA, First name
QUESTION: What if an Attorney is the person referring the patient to clinic?
ANSWER DocumentAttorney namén the PF24 field as:

(ATTY-Last name, first name and Phone number)

QUESTION: What if the appointment is related to an accident? Do | document any

accident data?

ANSWR: Yes, Document daF24 Confidential Comments Accident and any information
you can obtain from the patient or person making the appointment. Remind
patients that Insurance Information is required at the time of the patient visit.

QUESTION: What if the PCP Dr is unknown to the p&son scheduling the appointment?

ANSWER  Ask the patient again, who they see for routine care, if they only know the Last

name and the city documentlaast Name MD, ? (City;)and phone # if available
otherwise list Unknown, in the PCP/Ref Dr fieldl#sK or Self. Also, if all of the
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appointments list UNK as the PCP, you will be flagged in the audit because this becomes a
behavior al I Ssue. Especially if the othe
WAY that you are getting ALL of the patiemts t hout PCPOS.

QUESTION: What if there is no PCP required for visits to Specialist? (ex: UKHMO)

ANSWER: Ask if there is a particular clinic or physician office they see for routine health care
such as IMG, Family Medicine, etc. If not, docunf&aLF in the PCP/Ref Dr field. A
Group Practice name is acceptable for the PCP/Ref Dr field. This should prompt the
Specialist to send a dictated note on th
care.

QUESTION: What if someone is making the appoitment and does not have all required
information? How do | document the incomplete information?
ANSWER: (1) If the Insurance information is unknown or unavailable, then tell the
patient they will be listed as UNK, and look up in the PM system to detetha
correct patient insurance, then follow script according.

(2)If the Name, Birth date, address, etc is unavailable, tell whoever is scheduling
the information to have the patient or family memtadl backwith additional
information before the appaiment can be scheduled.

List on the PF24 Confidential CommentsNK per 3% party or who ever called to
schedule the appointment. Do not forgetisbasFULL PAY, when appropriate.

QUESTION: What are some titles for referring providers?
ANSWER: Doctors = MD, DO

Nurse Practitioner= NP or ARNP

Physician Asst = PA

Attorney =ATTY

Certified Nurse Midwife = CNMW

PHD= PHD

Psychologist = PSY

Social Workers = MSW, SW, LSW

Insurance andOther 3" Party Billing

QUESTION: How do | document Contract Servces?
ANSWER: Document in the FOR field;/S-Agency Name or Special Services

QUESTION: How do | document Research/Study Patients?

ANSWER: Document in the FOR fiel&R/A T _Study Name.
Make sure and change the Create Enc Mdo aN so as to not creatan Open
Encounter.
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QUESTION
ANSWER:

QUESTION:

ANSWER:

QUESTION:

ANSWER:

QUESTION:

ANSVER:

QUESTION:

ANSWER:

QUESTION:

ANSWER:

QUESTION:

ANSWER:

QUESTION:

ANSWER:

How do | document Workero6s Comp
Document in the FOR fieldy//C- Insurance Plan Name also list theclaim#in the
AUTH field. If claim # then list is pending list as such.

How do | document Mota Vehicle Accident Patients?
Document in the FOR fieldlVA- Insurance Plan Name

How do | document Mental Health Patients?
Document in the FOR fieldl/H - InsurancePlan Name

How do | document Transplant Patients?
Document in the FOR fiel@dXP- Insurance Plan Name.

How do | document Hospice Patients?
Document in the FOR fieldospicei Agencylnsurance Plan Name.

How do | document Trauma & Burn Patients?
Document in the FR field TNB- Insurance Plan Name.

How do | document Kenpac patient8
Document in the FOR fielékenpacand then list thé&lPI numberreceived from the
phyi sicianddghFelf.fi ce in the

Co-pay Information

How do | documert the co-pay amount for Primary Care Offices?
On the FOR field, list Insurance Name, Type and th@&oasP=__ ($ and .00 is

not needed).

QUESTION:

ANSWER:

How do | document the cepay amount for Specialty Care Offices?
On the FOR fieldlist Insurance Name, Type and the-Gay asS=__ ($ and .00 is

not needed).

QUESTION:

ANSWER:

How do | document the cepay amount for Other Offices?
On the FOR field, list Insurance Name, Type and th@&o0asO=___

($ and .00 is not needed.)

QUESTION: How does the patient identify what the cgpay amount is for visits/services?

ANSWER:

QUESTION:
be?

ANSWER:

It is listed on the Insurance Card
What if the patient does notknow what the copay amount for their visit will

Ask if they have their surance card close hytell them to look at the card and

look for the cepay amounts listed. If the card is unavailable list a question Mmarkhe
co-pay amount P=? Tell the patient that they will be responsible for paying their co
payment at tharme of the visit.
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QUESTION: What if the patient does not know the cepay amount of their insurance and
the plan is UKHMO?

ANSWER: The Cepay amount i$10for specialtyand$0 for PCPand$15 for PT/OT,
Chiropractic and Therapy visiter Urgent Treat Gare (Twilight clinic is also included.)
Then document appropriately for your clinic.

QUESTION: What if the patient does not know the cepay amount of their insurance and
the plan belongs to one of the following insurance companies for State Employees
and Teachers: BGFH, CHA, UHC or Anthem?

ANSWER: The Cepay amount i$10 for both PCP and Special@jsits regardless of the
Insurance Company who was awarded the contract.

QUESTION: What if the patient has Medicaid and a cepay i how do | document?
ANSWIR: On the FOR field, list Medicaid and the ay as P=2, S=2, etc or whatever the
copayment amount is for the type of visit.

Full Pay Questions

QUESTION: Do I have to fill out the Financial Counselor form for ALL Full Pay patients?
ANSWER: Yes.

QUESTION: Who do I contact if I am out of the Full Pay Appointment Sheet for additional
copies?
ANSWER: Contact their KMSF financial counselor for assistance.

Job Family Questions

QUESTION: I ' f | schedul e appoi nt meontdandpwu myringialss o me o
on the Patient Comment field, will | get credit on the audit?
ANSWER: No, usero6s should never share computer

QUESTION: Will I be audited on Attendance by the RSS office?

ANSWER: No, but you will berequired to know how to perfon this task for thecertification
test. This functiormayalsobecome parof yourPDP as determined by your clinic
supervisor.

QUESTION: Will | get audited if | am not in the scheduling job family? Why?
ANSWER: Yes, because all appointments mustbeened wi th t he correct
information.

Kenpac Authorizations
QUESTION: Where do | enter the KenPac Authorization numbers for Medicaid?
ANSWER: After contacting the Kenpac provider, enter the authorization number (NEig
Auth#/Visit Field. DONOT USE A CHEAT SHEET.
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QUESTION: What do | do i f I dondét have the KenPa
ANSWER: That informations requiredto be obtainegbrior to the appointment. You need to
contact the PCP as soon as possible to obtain authorization

Update Information

QUESTION: How do | erase Aincorrect informationo
appointment?

ANSWER: Use either the (1) Erase end of Field (EOF) key, or (2) hold the Shift key down and
the 6 key to get the key. Any of these functiomsi | | A e marseet inforenatign

QUESTION: If I find a patient with the name in the wrong format should I fix it?
ANSWER: Yes.

QUESTION: If I find a patient with a different namethan their last visit? Should | update?
And do | need to add the alas?
ANSWER: Yes, update the Patient Name and add t

QUESTION: How do I correct Patient Demographic information in RSS?

ANSWER: Perform aCPIU to update the Patient Information in both PM and RSS if they have
a 0 r e aredical tkord number. Otherwise use BKKU for patients with temporary
MRNO s .

QUESTION: What i f | canét find my patient but |

ANSWER: Start in PMand search by performing an ADTA, then CPII. Use as little
information as pesible to allow for misspellings and incorrect birth dates entered into
the system. Newborn children born at UK may be listed as Last Name, girl or boy.
Perform social security searches when possible

Duplicate& Temporary Medical Records Numbers

QUESTION: What if | find a duplicate Medical Record Number is RSS?

ANSWER: Check the PM system, if two numbers are listed for the patient, (1) then contact the
Medical Records Departmeat either 73591 (hospital) or $561(KYC Basement) and
tell them youdund a duplicate in PM. Ask them which number should be used, (2) then
contact the RSS office ai6860 and leave a messageO NOT PAGE RSS SUPPORT
for this issue.

If patient has only one number in the PM system, then contact the RSS office aad leave
messageDO NOT PAGE RSS SUPPORIDr this issue.

QUESTION: Will I be audited if | give a patient a Temporary MRN and a real MRN exists
in PM?
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