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Epic v i Schedule §dIn Basket Fgy Chart B Hosp Chart §=

Scheduling

Schedule §S4In Basket By Chart B Hosp Chart §SPtList v Encounter| dey A

Select the Epic drop down
button in the top left
corner of your screen
Click on ‘Scheduling’ and
then ‘Appts

ppts |=1 Send Patient Message &, Tel Call

fr B & m = 1=

* Orlook at your Epic Toolbar for ‘Appts’
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* Enter the patient’s name in Patient Lookup window

Select F‘atient| Recent Patients ~ Family/Group

Temporary Groups

Name/MRN: |

SSN- | |

™ Use sounds-like [~ My patients

M ew Find Patient

EFI 1D:

Sex:
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Ambtest, Eric

Appointment Desk

< One Click 4 Walkin [ Schedfle~ SRequest~ [ Reports ~ § Patient Options ~ = Printing +

Eric Ambtest
Male, 28 yr old, 01/01/1992 | SCHEDULED TELEPHONE VISITS |

B PatientE  vipEo visiTS N
MRN: 32964993
Ambtes ¢ Switch current department Registration Status Mobile E-mail
¥ Test Patient Yy NEW eric.cheng@hawaiipa™ 670/0
Team: No PCP 888 South King St SSN Preferred Language Home
‘ Honolulu HI 96813 808-522-4000 Preventive Care 40f6
co E& CIAL Legal Name Needs Interpreter? Work
N Ambtest, Eric
COMMERCIAL/COMMERCIAL
No Shows
Guarantor Accounts
Account Name AcctVer Status ~ Acct # Serv Area Type Fin Class Balance Acct Status
Ambtest,Eric New 601460267 HPHSA  P/IF  COMM 0.00
Payor/Plan Cvg Ver Status ~ Subscriber
NO SHOWS COMMERCIAL/ICOMMERCIAL ~ Elapsed Ambtest Eric ae
All departments x:
Future  Past
Encounter Date Arrive By  Time Len Dept Provider Visit Type Refe Notes

* From the appointment desk, click on the drop down arrow next to
‘One Click’.
e Select Scheduled Telephone Visit or Video Visit
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* Appt Notes — enter a reason for the visit

e Select an appointment time by clicking on one of the
boxes

* Clicking on the appt time is what schedules the
appointment

=l | Ambtest, Natalie

< Appt Desk  [RSUEREIS

One Click @ > X

4= MNew Search | Appt notes:||

SCHEDULED TELEPHONE VISITS

Today, Friday April 24, 2020
Noon, Sandra K, DO in INT MED - SCMILI # Instructions

General message for NOON, SANDRA K [106737]
NO WC, MVA, TPL, Employment Physicals
Holly Bent/NP may see Dr. Moon's established patients for Annual Wellness Visit, ED follow up, Hospital follow up and Office Visit (refer to visit types for detailed instructions).
MDD sees patients 18yrs and older

S NTa N TP Ware:
1:15PM  1:45PM  2:135PM  2:30PM 3:00PM  3:13PM e
15 min 15 min 15 min 15 min 15 min 15 min Manual l
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Check In - Sched Phone on 4/23/20 at 10:15 AM with NOON, SANDRA in MEDSM for 15 minutes
A = 3 5 na| Y [»] Vs Vs

PCP Claim|nfo Referrals MSPQ Documents LCD/ABN New Recall Travel History Edit Copay

=7 SCHEDULED TELEPHO... _m

Demographics

E— T?;:Y Scheduled Telephone Visit # Edit Due Now

opﬁons MNoon, Sandra K, DO (INT MED - SCMILI) c}
P/F #601460267 COPB)’ 00 Add
Commercial - Commercial % Add Prepay

G) Outstanding Self-Pay

No Valid Post Type

Total Due Now

0.00

Cancel Back

Total Collecting

0.00

Next I Accept I

® L
Not Collecting Collect Payment

CREATING A HEALTHIER HAWAI‘I

Click Accept

Click Continue if
any Warnings
appear
Appointment will
be scheduled and
you will see
appointment
details in Appt
Desk.
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* After provider schedules an appointment, they will
see the appointment in their schedule. Click on
appointment to start visit and document.

* Notice: the appointment is ‘Arrived’ already

Apr 21,2020 Today ' NOON, SANDRA K Total: 2

< Apr "l_* 2020 » Status Status Details  Time Patient Age/Gender  Type MyC QNR Notes
Su Me Tu We Th Fr Sa

29 30 31 1 2 3 4 ﬂ Signed Checkedin: 2... 2:30 PM Ambtest, Natalie 42yrold/F  SCHEDULED...

s 6 7 8 95 10M Arrived Checked in:... 9:00 PM Ambtest, Eric  28yrold/M  SCHEDULED...

12 13 14 15 1% 17 18
19 20 WAl 22 23 24 25
26 27 28 29 30 1 2
3 4 5 6 7 8 9

Dept: INT MED - SCMILI X
&= Create ‘ By =
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* If provider would like to schedule an appt time that is not
listed, they may choose to select the Manual box.

 The Make Appointment screen will be displayed. Select the
SEARCH button to continue.

Make Appointment @ X
Department: INT MED - SCMILI [16052000] j Apptnotes:  [cough | Expandnotes | Share notes
Visit type: Provider or resource:

& Proi Patient Dptions w
Stant search on:

er
. " Subgroup
SCHEDULED TELEPHONE VISIT [2793] MNOON, SANDRA K, DO [106737] in INT MED - SCMILI [1 * Depanment 4/22/2020
" Specialty 4 April LR} 13

10:15 AM 10:30 AM 11:15AM 1:00PM 1:13 PM Pcp @ [smoTwoor s

N N N . - 1 2 3 4
15 min 15 min 15 min 15 min 15 min Team 5 6 7 & 8 1011
12 13 14 15 18 17 18

19 20 [Tl 23 24 25
8 27 28 29
= = struct
7:45PM|  [m S
— JENEeT: ssage .
15 min Manual NO A, TPL, Employment Physicals Adyanced Options
Hoil see Dr. Noon's establsh: L
Visit .
sees patients 1. and jer
MO HMSA Quest

tients for Annual Weliness Visit, EO follow up, Hospital follow up and Office | | View:
[l Times, Single Provider -8
™ Recur
¥ Auto search #
r
o el
SCMILI [155] J
™ Use patient prefs
22 /0 4 » | Joint times
I~ Combine depts
I Resource reguests

Schedule Scanner:

Display w Search Wait List Clgar Cancel
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Provider Schedule @ 7> %X
[NOON, SANDRA K [106737)in INT MED - SCMI »| 51| Miew: [l Times, Single Provider  ~ & | 2|l B|#| 2| &| @t B Patient Options w
0%  Thu4/23/2020 SCHEDULED TELEPHONE VISIT - 15 minutes Visits:AM=0, PM=0, ALL DAY=0

Time [Pri? |MRN Name |V|5ilTvpe |Len Appt Notes sl

NO WC, MVA, TPL, Employment Physicals
Holly Bent/NP may see Dr. Noon's established patients for Annual Wellness Visit, ED follow up, Hospital follow up

* The provider schedule will

NO HMSA Quest

8:00 a

be displayed. On the

8:30 a
8:45 a

bottom section of the

9:15a END
9:45a

] — screen, enter the date and

10:15 a
10:30 a

— appointment time. Tab over

1 |11:15a

o — to the Len (length) slot to

1 [1:15p

W I default in a length. Then hit

2:00p END

—‘—‘—‘—‘—‘mmmﬂ‘

W b

1 [215p

e — | - tab again and click on

4 Day P 4 Week b L Site logic in effect v

General message for NOON. SANDRA K | Date Provider Arrive By | Appt Time Len Appt Notes h d I
106737 Y| SCHEDULED TELEPHONE VISIT [2793] S C e u e .
NO WC, MVA, TPL, Employment NOON, SANDF!AKHDGTQT]iJ

Physicals

Holly Bent/NP may see Dr. Noon's
established patients for Annual
Wellness Visit, ED follow up,
Hospital follow up and Office Visit ¥

s s Back Up Concel | B Site logic in effect I Restrictions ™ Skip full day Bl Eio ol Default Widths |
Date Provider Arrive By | Appt Time \ Len Appt Notes
SCHEDULED TELEPHONE VISIT [2793)
412212020 NOON, SANDRAK [106737] ij 12‘.UUpm| 15 cough
Schedule Wait List Back Up Cancel
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* Appointment Warnings may appear since you may be
selecting a time outside of your template. Enter an overrule
reason by selecting 2- Provider Approved, click on continue
and then click on schedule button.

& SCHEDULED TELEPHONE VISIT o

% NOON, SANDRA K in INT MED - SCMILI
(D Warning: Provider Has No Schedule For Day

NOON, SANDRA K is not scheduled for 4/22/2020.
Overrule Reason Brief Comment

— 5]

& SCHEDULED TELEPHONE VISIT o

% NOON, SANDRA K in INT MED - SCMILI
(D Warning: Provider Has No Schedule For Day

NOON, SANDRA K is not scheduled for 4/22/2020.
Overrule Reason Brief Comment
Provider Approved

(D Warning: Outside Template

12:00 PM selected for SCHEDULED TELEPHONE VISIT is not a scheduled time for NOON, SANDRA K.
Overrule Reason Brief Comment

(D Warning: Outside Template

12:00 PM selected for SCHEDULED TELEPHONE VISIT is not a scheduled time for NOON, SANDRA K.

QOverrule Reason Brief Comment
(1] | ol
Title Number
Other 1
Provider Approved 2
Urgent Need 3

+% Continue 4= Back +% Continue 4= Back
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Appt at 12:00 PM (15 min) Mililani

Wed day Apr 22, 2020
ednesday Apr 22, @ Noon, Sandra K, DO o!NT MED - SCMILI at Straub Clinic

SCHEDULED TELEPHONE VISIT # < Inpatient| I Add to Wait List |~ | @ Mark as Confirmed
Insurance @Cnpay NOIE:

COMMERCIAL cougl

COMMERCIAL $0.00

Patient Instructions

This is a Scheduled Telephone Visit and not a face-to-face visit with the provider.
Effective Dates Please anticipate a call within 30 minutes of the appointed time as the provider will call
1/0119 - you at your confirmed number to save you a trip into the office.

v X
Accept |} Cancel

* Account Selection form may appear, just select continue
* Accept the Appointment Review
* Accept through any other screens and select Finish
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€« I SR el Appt Information
Appointment Information @ x
W e Y wh 3r 0 r
Undo PCP LCD/ABN Documents Referrals Mew Recall Travel History
< SCHEDULED TELEPHO,,  Mame: Eric Ambtest SSN: !
Patient Demograp...  Sex: (@ |Male | # |Bihdate: 1/1/1392 Aliases: 1 ‘

Chart Pull Prompting

1-Permanent 2-Temporary 3-Confidential
Address: 888 South King St _(rli:‘mtact_ ; | Number Type ‘Number = il b Acce pt t h ro u g h a ny Ot h e r
TR 1/Home Phone  808-522-4000
2 Work Phone M M
. " screens and select Finish.
State: HI 2IP- 96813 Email: eric_.cheng@hawaiipacifichealth ol rd
County: Comments:
Country: United States of America
Referring: SELF, REFERRED [44¢ 0| @ |8 On Demand Print
Howyouheard | 4 | Apptletter 0 | HPH Appt Lir 7-30 Days
about us: Enc form: :II Face sheet: 0 j
Visitlabel: 0 =
PCP: NOON, SANDRAK [106737]

Appt phone: LI Perm comm: L]
[ Block calls for appointment
Appointment:  Sched Phone on 4/22/20 at 12:00 PM with NOON, SANDRA in MEDSM for 15 minutes

TR
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€ Appt Desk [EGETHE PRI

CREATING A HEALTHIER HAWAI‘I

Appointment Desk @7 X
[ Make Appt f* OneClick ~ & Walkin [ Schedule ~ 5 Reguesi~ [5] Reporis » § Patient Options » = Printing ~
Patient Summary (Edit) A
Ambtest, Eric DOB Registration Status Mobile E-mail
11111992 NEW eric.cheng@hawaiipa™ 670/0
888 South King St SSN Preferred Language  Home
Honolulu HI 96813 808-522-4000 Preventive Care 40f6
Legal Name Needs Interpreter? Work
Ambtest, Eric
No Shows
Guarantor Accounts
Account Name Acct Ver Status ~ Acct# Serv Area Type Fin Class Balance Acct Status
Ambtest Eric New 601460267 HPHSA P/F COMM  0.00
Payor/Plan Cvg Ver Status ~ Subscriber
COMMERCIAL/COMMERCIAL Elapsed Ambtest,Eric b
Future = Past
Encounter Date Arrive By Time Len Dept Provider Visit Type Refe Notes
4/21/2020 Tue 9:00 PM 9:00 P(Ar*) 15 MEDSM NOON, SANDRA K SCHEDULED
[16052000]  [106737] TELEPHONE
VISIT [2793]
4/22/2020 Wed 12:00 PM 12:00P 15 MEDSM NOON, SANDRA K SCHEDULED cough
[16052000]  [106737] TELEPHONE
VISIT [2793]

* The appointment

details will be
visible in the
Appointment
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* After provider schedules an appointment, they will
see the appointment in their schedule. Click on
appointment to start visit and document.

Apr 21,2020 Today ' NOON, SANDRA K Totat:2

< Apr |4 2020 Status Status Details ~ Time Patient Age/Gender  Type MyC QNR Motes
Su Me Tu We Th Fr Sa

29 30 31 1 2 3 4 Signed Checked in: 2... 2:30 PM Ambtest, Natalie 42 yrold/F SCHEDULED...
5 6 7 8 93 10 1 Arrived Checked in:... 9:00 PM Ambtest, Eric 20yrold/M SCHEDULED...

12 13 14 15 16 17 18

19 20 Al 22 23 24 25
26 27 28 29 30 1 2
3 4 5 & 7 8 9

Dept: INT MED - SCMILI ¥
&= Create ‘ Hy ==
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* |f the time of your last available appt slot has passed or
provider has used up all available slots for that day, a
message stating “No solutions found” will display.
Provider will not be able to schedule any further visits for
that day.

* Aclinic manager will be able to add appt slots to the
schedule template should this be needed.

One Click @ > XK

4= MNew Search | Appt nofes:

SCHEDULED TELEPHONE VISITS

No solutions found.
Either there are no valid openings within the search parameters or you do not have the proper security to schedule this appointment.
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ay, mm A n 242020
hiamur, Lisa . MD in PE D H[ KAMNE
8:30AM 8:45AM 9:00AM 9:15AM 9:30AM 9:45AM 10:00 AM

15 min 15 min 15 min 15 min 15 min 15 min 15 min
2:30 PM 5PM  3:00PM  3:15PM  3:30PM  3:45PM [

15 min 15 min 15 min 15 min 15 min 15 min Manual
% More

* If you click on ‘More’,

VIDEO VISITS th
Today, Friday April 24, 2020 yO u m ay S€E0 er
Shigemura, Lisa A, MD in PEDS - SCKANE 5 prowders appt s|ots.
8:30 AM  B:45AM  9:00 AM  9:15AM  9:30 AM  9:45AM  10:00 AM 10:15AM 10:30 AM 10:4%
15 min 15 min 15 min 15 min 15 min 15 min 15 min 15 min 15 min 158 Please ma ke sure you
ol ool el gl ol legl] are clicking on your
Yanagihara, Lynn B, MD in PEDS - SCKANE | ap pt s|ots.

8:45AM 900 AM  9:15AM 230 AM 945 AM 10:00 AM 10:15 AM  10:30 AM  10:45 AM 11:0?:
15 rmin 15 min 15 mn 15 rnin 15 mmin 15 mn 15 min 15 min 15 mn 15¢

Hino, Justin M, MD in PEDS - SCKANE ]
8:45AM S:00AM 9:15AM  9:30 AM  9:45AM  10:00 AM 10:15AM 10:30 AM 10:45 AM 11:0¢

15 min 15 min 15 min 15 min 15 min 15 min 15 min 15 min 15 min 159;
Ca HAWAI‘l | kAProLaN
TS b P SO 0 B . PACIFIC | PAL! Mom
STRAUB
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B —
Reminders/Tips

* Providers
— Please remember to obtain verbal consent from patient

— If you choose to schedule a video visit, please remember that you will need to
complete the workflow that your MA would normally do such as inputting chief
complaint, verifying meds, allergies, etc. You may also need to walk the patient
through connecting to the video visit and trouble shooting for them

— When in clinic, it is recommended you utilize your normal scheduling workflow
(PSR schedules appt)

— One Click will be most useful when provider does not have access to PSR staff,
such as during evenings/weekends when provider is on call

— Date of service (day you spoke to patient) needs to match the date of
encounter (calls after midnight are the next date)

— Not currently designed to schedule follow up appts

— Though manual button is available, it is recommended to utilize the One Click
appt time slots to schedule, which is much easier and faster

— When you use One Click, the encounter will go to a PSR work queue to address
demographic or insurance edits, obtaining a TCS if needed, etc.
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B —
Reminders/Tips

* Managers/Operations
— Will need to adjust providers scheduling templates

— When adding appt slots to a template, marking them as “private” will indicate to
contact center NOT to book these slots

— Do not mark appt slots designed for One Click use as “alternative access” slots, it
will NOT allow provider to schedule that time slot

— Recommend spreading appt slots out from close of clinic until 11:45pm to insure
provider will always have an available appt slot to choose

* For example, if a provider is on call Friday night, adjust template to have appt
slots at 6pm, 7pm, 9pm, 10pm, and 11:45pm. If provider receives a call at
8pm, they can use the One Click 9pm slot to schedule. If they speak to a
patient at 11:00pm, they will only see the 11:45pm slot and the manual button
because the earlier slots were either used or have “expired.”

* For Saturday/Sundays, consider spacing appt slots from 1-2am to 11:45pm in
order to give provider easy one click options throughout the day and evening.
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