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IMPORTANT NOTICE

The information contained in this document is confidential to, and proprietary information
of, CSC Limited (“CSC”). The information or any part of it shall not be used, reproduced
or disclosed to or by any person except in accordance with a licence, in writing, first
obtained from CSC.

Care has been taken in the preparation of this document, but the information in this
document has not been independently verified. The customer and the user should
themselves verify the results obtained by the use of the application software, the
services or other information described in this document.

None of CSC, its directors, employees and agents shall be liable for errors contained in
this document (by inclusion or omission) or for any loss incurred by the customer or the
user or any third party (including incidental or consequential loss) arising from the use of,
or in connection with, the product or service described in this document or the
information contained in this document.

The information in this document is current as at the time of issue. CSC has no
obligation to supply any updates or corrections other than pursuant to, and in
accordance with, a separate written agreement with CSC containing such an obligation.

Nothing contained in this document modifies or alters in any way the standard terms and
conditions of the purchase, lease or licence arrangements by which the product or
service was or is acquired from CSC. Nor does it increase in any way CSC'’s liability to
the customer or the user.

No representation or warranty, express or implied, is made as to the accuracy,
completeness or thoroughness of this document and the information contained in this
document.

The proprietary rights, copyright and trade secrets in all material contained in this
document are vested in CSC, which reserves the right to use and exploit the material or
any part of it in other applications and for its own use.

© CSC Limited
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1 Introduction

The webPAS Outpatient module is designed to help Outpatient Departments perform
registration and scheduling of patients for appointments.

The Outpatient module provides the following features:

. A choice between Doctor and Generic based Clinics
o Customised screens to meet hospital-specific requirements
. Re-scheduling of individual or entire clinics
. Comprehensive enquiry and reporting facilities
. Extensive statistical reporting
1.1 How this Guide is Organised

This guide describes how to use enter patient information into the Outpatients module,
and is intended for use by clerical and administrative staff.

The functionality of the Outpatients module is divided into the following main areas:

1.1.1 Appointments

. Booking appointments by patient or clinic
. Checking a patient in arrival and recording other attendance details
. Rescheduling and cancelling appointments

1.1.2 Managing Clinics

. Opening and closing clinic sessions
. Adding appointment slots
. Blocking out time for staff meetings or other absences

1.1.3 Printing Labels, Forms and Reports

Labels, forms and reports can be printed at various stages of a patient’s progress
through an Outpatient clinic. Where and how these labels, letters, forms and reports are
printed depends on the set up of the system parameters.

INTERNAL - This document is for INTERNAL purposes only and must not be reproduced or
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1.2 Related Documentation

This user guide should be read in conjunction with the webPAS Standard Conventions
User Guide, the webPAS ACC User Guide, the webPAS PMI User Guide, the webPAS
Referral Management User Guide and the webPAS Outpatients NZ Standard Process
document.

Many of the options available in the Outpatients module are common functionality with
the PMI and are described in detail in the webPAS PMI User Guide. Outpatient Clinics
can be linked to Referral Departments and Contacts recorded against the Referral when
Attending an Outpatient visit.

The webPAS Outpatients Configuration Guide details the set-up required for system
parameters and Categories and Codes.

INTERNAL - This document is for INTERNAL purposes only and must not be reproduced or Page 7 of 108
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2

Appointments

Outpatient appointments can be made via a patient or via a Clinic List.

2.1 Booking an Appointment at the Patient Level
1. Navigate to the required patient.
2. Select Appointments from the appropriate patient level drop down menu.
The Appointment Details template will display. Existing appointments will display on this
template.
i AATTERSON-JENNERSONSMITHE Mr Hayden Reece A ad¥ NHI No AAA4042
Dste of Birth 24 Jul 1996(Age 18 yrs) Sex Male Clgim Code DHB Clinicien Dr cox Perry Wisit No 2148692
g —rrfomation — V[ —Functions — [ Lebels arorms - v
New Bookings Mr Hayden Reece AATTERSON-JENNERSONSMITHE
= iorepzoisstoson  Tee [CommumyGine  CommunyHesth  |Roincfolowp [Booked
: D2 Jul 2012 st 11:00 Mon Mzori Mental Health Mental Health Routine Follow-Up Attended
B 13 Feb 2012 5t 11:00 Mon  [Maori Mental Health Mental Health Routine Follow-Up Attended
B 13 Feb 2012 5t 10:00 Mon  [Dr Henshall's Dental Clinic Dental Routine Follow-Up Attended
t 20 Dec 2011 at 12:30 Tue ‘Watsen Dental Surgical Glinic Dental Routine Follow-Up Attended
t D7 Dec 2010 at 12:00 Tue Maori Mantal Health Mental Health Routine Follow-Up Attended
t D6 Jul 2010 st 10:00 Tue Maori Mental Health Mental Health Routine Follow-Up Attended
: 22 Jun 2010 =t 08:30 Tue MMH Choice-Clinic Mental Health Routine Follow-Up /Aftended
3. Click New Appointment.
The Clinic Search template will display.
dlinic Search Bm
T ) G
Clinic 1D v| Clinic_(®) Next Available ()
L E—
jstat [cmetype 0000 [dmkc = [rocation [ Empty | New | Review | Speaal
S Emdofseachreswts
| <<Previous || Nedt> |
4. Complete the fields as required.
Note: If the Clinic Type field only is populated, the next 10 available appointments for all
Clinics within the selected Clinic Type will be displayed.
5. Click Search.
The Appointment Search screen will display the next 10 available slots.
INTERNAL - This document is for INTERNAL purposes only and must not be reproduced or Page 8 of 108
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Clinic Type
Clinic 1D

Mon 23 Feb 2015 w

Clinic ®) Next Available ()

l—vl
e e
ﬁﬁiﬁﬁﬁ

[EF] 2 Fenduis ailbliy i Dental Dr Henshalls Dental Glinic Dental Outpatients

| [EF] 2 Feoais ai iz e |Dental |Wa|son Dental Surgical Clinic |Genera] OP WGTN |n
| [EF] 25 Feb 2015 5t 05:00 Wed |Dental |Dr Henshall's Dental Clinic |Dema| Outpatients |n
| [EF] 25 Feb 2015 5t 03:00 Wed |Dental |Wa|son Dental Surgical Clinic |Dema| Outpatients |n
| [5F] 27 Feb 2015 at D5:00 Fii |Dental |Dr Henshall's Dental Clinic |Dema| Outpatients |5 |n |2 |n
| [EF] 27 Feb 2015 at 0530 Fii |Dental |Wa|son Dental Surgical Clinic |Genera] OP WGTN |5 |n |u |n
| [EE] 02 Mar 2015 5t 08:00 Mon |Dental |Dr Henshall's Dental Clinic |Dema| Outpatients |4 |n |u |n
| [EE] 03 Mar 2015 at 03:00 Tue |Dental |Wa|son Dental Surgical Clinic |Genera] OP WGTN |ﬁ |n |u |n
| [EF] 04 Mar 2015 at 05:00 Wed |Dental |Dr Henshall's Dental Clinic |Dema| Outpatients |4 |u |u |n
| [EF] 04 Mar 2015 at 03:00 Wed |Dental |Wa|son Dental Surgical Clinic |Dema| Outpatients |B |u |u |n

[ <<Previous || Next>> |

6. The Next and Previous buttons can be clicked to scroll through available slots.
7. Click the session icon beside the required Clinic List.

Available slots for the selected Clinic List will display.

(am) Clinic List for 9:00 am 03 Mar 2015 (2 [ = x|

Watson Dental Surgical Clinic Appointment List Show Datails |<<)[ Tue 03 Mar 20152 09:00 v |[>3]
hi

B 00 am Routing New Aftend

11:00 am  |Routine Follow-Up

11:30 am  |Routine Follow-Up

12:00 pm  |Routine Follow-Up

EEIEE! [-E

12:30 pm  |Routine Follow-Up

Return

8. Click the appointment icon beside the required time slot.

The Make New Appointment template will display.

Page 9 of 108
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Make New Appointment
Clinic el EY= Date |
Visit Type |
Mode of Delivery [ Face To Face - 1 Patient - 1 Clinician v|
Prezenting Complaint | |
Diagnosis I @
L [EY
L @l
| =Y
L (=Y
Procedure | @
L &
L 5y
L @l
| Q
Problem I =J
| J
I S
Transport v| Pricrity W
Claim Code Unit v
Source of Referral | Reporis Required w~
Special Arrangements | v| Refeming GP I— @
Preferred Contact Method v Inform GP [Yes v|
Contract v| Purchaser
Comments
Referral Date —
[ Ok || cancel |

The Clinic, Date / Time and Visit Type values will default from the appointment slot that
was selected.

INTERNAL - This document is for INTERNAL purposes only and must not be reproduced or Page 10 of 108
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9. Complete the fields, referencing the table below.

Field

Description and Use

Presenting Complaint

Enter a Presenting Complaint (free-format text field).

Click the search icon |8Y to perform a keyword search on
ICD10 Diagnosis codes.

Diagnosis =
Alternatively, click the look up icon if Clinic-specific
Diagnosis codes have been configured.
Click the search icon Y to perform a keyword search on
Procedure codes.

Procedure —
Alternatively, click the look up icon if Clinic-specific
Procedure codes have been configured.

Problem Click the look up icon if Clinic-specific Problem codes
have been configured.

Transport Select a value from the drop down list if transport has

P been booked for the patient to attend the appointment.

Priority Select a value from the drop down list.

Claim Type Select a value from the drop down list.

Unit Select a value from the drop down list.

Source of Referral

Record the referral source by selecting from a list of
options.

Reports Required

This is a user-defined field, for recording if any Reports
are Required at the appointment.

Special
Arrangements

If required select any special arrangements need for the
patient from the list, for example, Wheelchair access.

Referring GP

[T . .
Click on the search \=*/ icon to locate the required
referring GP.

Preferred Contact
Method

Select a value from the drop down list

INTERNAL - This document is for INTERNAL purposes only and must not be reproduced or Page 11 of 108
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(081 of

Field Description and Use
Select this field to ensure that the patient’s visit will
Inform GP . e
appear on a GP view (if being used).
Contract Select a value from the drop down list.
Purchaser Select a value from the drop down list.
Comments Enter comments relevant to the appointment (free-
format text field).
If the appointment is being made from a Referral the
Referral Date Referral Date will default into this field.

10. Click Ok.

The Print Appointment

Labels & Forms template will display.

Booking
Appointment
Mailing

GP Labels

Print Card

Print Booking Letter
Other Letter

BNt Labels & Horms - - AAT TERSUN-JENNERSONSMLT AL FMr ayden Keec

[] Mo of Labels Printer | v|
[ Mo of Labels Printer | v]
[] Mo of Labels Printer | v|
[ Mo of Labels Printer | v]
Cd Printer | v|
] Printer | W |
[l Letter| A | Printer | s |
| Ok |[ Cancel |

11. Tick the check box beside each of the items required.

12. Select the number of labels required for each type of label that has been selected.

13. Select a printer for

INTERNAL - This document is for INTERNAL purposes only and must not be reproduced or
distributed outside of the organisation without prior written permission.
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2.1.1 Making a Series of Booking for a Patient

Use this option to make several bookings for the same type of appointment and clinic, for
example, regular ante-natal checks.

To make a series of bookings for a patient:

1. On the Patient Demographics screen, select Series Booking — Single HCP from the
Functions menu. The Series Bookings screen displays.

2. Select the Clinic Type or Clinic and the frequency of the appointments required
including a start and end date for the series.

(23 AATTERSON-JENNERSONSMITHE Mr Hayden Reece /\ 21 [} 68% Unit Dental NHiNo  AAA4D42 ﬂ
Date of Birth 24 Jul 1996(Age 18 yrs) Sex Male Claim Code EX  Clinician Dr Kelvin S Watson \isit Dates Booked 03/03/2015 at 11:30 Wisit Mo 2150839 ! 4

e -

(®) Daily () Weeky (' Monthly () Yeary () Template Frequency
Duration Effectve [23Feb2015 €3 231 Duration Until [o1sep201s &5 Search Care Team

T R o oo S

New Booked = Booked a Booked
Time

3. Click Search. The search results will display.

(3 AATTERSON-JENNERSONSMITHE Mr Hayden Reece /i =1 [} 65% Unit Dental NHiNe AAALDAZ '\
Date of Sirth 24 Jul 1996(Age 18 yrs) Sex Male Claim Cooe EX  Giinician Dr Kelvin § Watson wisit Dates Booked 03/03/2015 at 11:30 visitho 2150839
[ 2cf — Information —  ~[—Functions — v~ Labels & Foms ~ v
i e ~ Cine
) paily ® weekty (' Montnly () Yeary () Tempiate Frequency [/ mon [ 1ue [+ wed [ thur [ Fri [ sat [ sun
Duration Effective 101 Mar2015 T L] Duration Until 20Mar2015 | 3 -
N T e e S -~ - - - [l
% 02Mar 2015 Mon 000 ORT Orinopasdics Rogersen Orthopaedic Clinic (el 1 0 5 0
M 04 Mar 2015 Wed 13:30 ORT Orthopaedics Rogerson Orthopaedic Clinic = 0 i} 15 0
F84 06 Mar 2015 Fri o0E:00 ORT Orthopaedics Rogersen Orthopaedic Clinic (I 0 0 3 0
08 Mar 2015 Mon 08:00 ORT Orthopaedics Rogerson Orthopaedic Clinic (o 1 i} 3 0
£ 11 Mar 2015 Wed 12:30 ORT Orthopaedics Rogersen Orihopaedic Ciinic (I 0 0 15 0
13 Mar 2015 Fri 08:00 ORT Orthopaedics Rogerson Orthopaedic Clinic (o 0 i} a 0
4 16 Mar 2015 Mon 08:00 ORT Orthopaedics Rogerson Orthopaedic Clinic = 1 [} ] ]
™ 18 Mar 2015 Wed 12:30 ORT Orthopaedics Rogerson Orthopaedic Clinic | 0 0 15 o
M 20 Mar 2015 Fri 08:00 ORT Orthopaedics Rogerson Orthopaedic Clinic = 0 i} a 0

-
4. Click the Appointment icon - {5 display all the available time slots for that day. The
following screen displays:

INTERNAL - This document is for INTERNAL purposes only and must not be reproduced or Page 13 of 108
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E 0e-00 Routine Follow-Up
E 0830 Routine Follow-Up
E 10-00 Routine Follow-Up
f 10:30 Routine Follow-Up
f 11:00 Routine Follow-Up
f 11:30 Routine Follow-Up

-
5. Select an appointment time by clicking the Appointment icon =,

The Series Booking screen is updated with the time.

(4 AATTERSON-JENNERSONSMITHE Mr Hayden Reece /i = [} 66 % Unit Dental NHINo  AAA4042 '\

Date of Sirth 24 Jul 1996(Age 18 yrs) Sex Male Claim Code EX  Clinician Dr Kelvin S Watson Visit Dates Booked 03/03/2015 at 11:30 wvistNo 2160839 gy

Cfl -— Information — v/} — Functions — v | — Labels & Forms - v

P e —
() Daily ®) weekly () Montnly () Yeary () Template

Duration Effective 07 Mar205 T3

Series Bookings
Every 1 Week(s) v [ mon [ Tue (] wea (] hur (] Fri [J sat [] sun

s 0

[ ORT Orthapaedics Rogerson Orthopaedic Clinic. foso0 1 0 6 0
204 Mar 2015 Wed 12:30 ORT Orthopaedics Rogersen Orthopaedic Clinic [e0 0 0 15 [
' 06 Mar 2015 Fii 08:00 ‘ORT Orthopaedics Rogerson Orthopaedic Clinie 10:00 0 o 8 [
[ 09 Mar 2015 Mon 08:00 ‘ORT Orthopaedics Rogerson Orthopaedic Clinic 10:00 1 0 6 L]
B 11 Mar 2015 Wed 13:30 ORT Orihopasdics Rogerson Orthopaedic Clinic o 0 0 15 [
184 13 Mar 2015 Fri 08:00 ORT Onthopacdics Rogerson Orthopacdic Clinic HFT 0 o 8 0
5 16 Mar 2015 Mon 08:00 ORT Orthopasdics Rogerson Orthopaedic Clinic oo 1 0 5 [
I8 18 Mar 2015 Wed 13:30 ORT Orthopaedics Rogerson Orthopaedic Clinic 500 0 0 15 ]
£ 20 Mar 2015 Fri 08:00 ORT Orthopaedics Rogerson Orthopaedic Clinic 10:20 0 0 8 L]

6. Repeat steps 4 and 5 until all the appointment times that you want are complete.

7. Click Ok.

The appointment times are saved and the Make a Series Appointment screen will

display.

INTERNAL - This document is for INTERNAL purposes only and must not be reproduced or Page 14 of 108
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Visit Type
Mode of Delivery
Presenting Complaint

Diagnosis

Procedure

Problem

Transport

Claim Code

Source of Referral
Special Arrangemenis

Inform GP
Purchaser
Comments

Routine Follow-Up
| Face To Face - 1 Patient - 1 Clinician v| ~
| | l =Y

I &

| [ &

| &Y
I | @l

| S

| &)

| Y

| E=

| =

|

| =

| I

M Priority v
Unit ~

| Reports Required i
| M Referring GP — @
Contract | v
| v

8.

Complete the details as required and click Ok.

Note: If the Claim Code is an ACC code the ACC details screen will be displayed. Refer
to the webPAS ACC User Guide for details on ACC45 data capture.

The Print Appointment Label & Forms screen will display.

Booking
Appointment
IMailing

GP Labels
Print Card

Print Booking Letter

Other Letter

Print Series Booking

Letter

No of Labels Printer
[ Mo of Labels Printer
No of Labels Printer
[ Mo of Labels Printer
] Printer
L] Printer
L] Lell:erl ~ | Printer
Printer

| | | Cancel

OF Label Printer 1

[OF Label Printer 1

Select the appropriate boxes if you want to print labels and a booking letter for the
series of appointments

Note: If Labels or Letters are selected to be printed the Number of Labels to print and

the Printer fields become mandatory.

10. Click Ok or Cancel.

INTERNAL - This document is for INTERNAL purposes only and must not be reproduced or
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2.1.2

2121

Care Teams

A Care Team is a group of health care professionals assigned to a patient to manage
their care.

Care Team details can be added by:
- Consultant

- Clinic Type

- Clinic ID

- Case Team

When searching for a Single HCP Series Booking, only those appointments matching the
Care Team details will display.

Adding a Care Team

To add a Care Team to a patient:

1. Select the patient.

2. Select Care Team from the Information menu (patient level).

The following screen will display:

(3 AATTERSON-JENNERSONSMITHE Mr Hayden Reece /i &1 [} 66 % Unit Orthopasdics NHINo  AAA4D42 E o

Date of Sirth 24 Jul 1996(Age 18 yrs) Sex Male Claim Code EX Visit Dates Booked 02/03/2015 at 08:00 Visit Mo 2150842

[ —Information —  ~J—Functions — [ Labels & Foms — v
Add

[ |

3. Click Add.

4. Select one of the options from the Type drop down list to enter Care Team details.

INTERNAL - This document is for INTERNAL purposes only and must not be reproduced or Page 16 of 108
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Type: Consultant

Type

Consultant | | @

5. Enter the Doctor code if known, otherwise use the lookup icon to search for one.

Note: If the patient is an Inpatient, the Admitting Consultant will default to the Patient
Care Team Maintenance screen.

Type: Clinic Type

Add Care Team Details B™E
Type Clinic: Type
Clinic Type | Select Clinic Type
| Ok | | Cancel

1. Select a Clinic Type from the Clinic Type drop down list.

2. Click OK to add the Clinic Type to the Patient Care Team Maintenance screen.

INTERNAL - This document is for INTERNAL purposes only and must not be reproduced or Page 17 of 108
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Type: Clinic ID

Add Care Team Details

Type
Clinic Id | Select Clinic Id
| Ok | | Cancel

1. Select a Clinic ID from the Clinic ID drop down list.

2. Click OK to add the Clinic ID to the Patient Care Team Maintenance screen.

Type: Case Team

Add Care Team Detzils |2 = ]

Type
Casze Team I I @ gf

| Ok | | Cancel |

1. Enter the Case Team code if known, otherwise use the lookup icon to search for
one.

Once the Care Team has been created for the patient, the Single HCP Series Booking
can be made using the Care Team search functionality.

This will narrow the appointment search to only include the Consultants, Clinic Types,
Clinic IDs or Case Teams in the patients Care Team.
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21.2.2 Removing a Care Team
To remove Care Team details from a patient record:

1. Navigate to the Patient Care Team Maintenance screen.

Delete Care Team Details ﬂ E m
Type I Tz o
Consultant IHENSJ IHa'lshaII-".I'ader Jon (Dox

T Delete || Cancel |

2. Click the maintenance & icon beside the Care Team member you wish to remove.
3. Click the Delete button.

4. Click OK to the following warning:

i "

Message from webpage E
Are you sure you want to Delete 7
| ok || Cancel

The screen will refresh and the Care Team record will no longer exist.
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2.1.3 Single HCP Series Booking — Via a Care Team
To book a Single HCP Series Booking via a Care Team:
1. Select the patient that the booking is to be made for.

2. Ensure the patient has a Care Team assigned. If a Care Team has not been
assigned to the patient, refer to Adding a Care Team on page 16.

23 AATTERSON-JENNERSONSMITHE Mr Hayden Reece A Uao¥ Unit Orthopaedics NHI Ne. AAA4L042 A
Date o Sirth 24 Jul 1996(Age 18 yrs) sex Male Claim Code EX Visit Dates Booked 02/03/2015 at 08:00 Visit No 2150842
[ cf — Informstion —  ~ [ Functions — [ — Labels & Forms ~ ~
Add
o

[} Gonsultant Henshall-Vader Jon (Doctor ) No 23 Feb 2015 a1 15:01 36 LR Henshall

[ Glinic Type Dental N ‘23 Feb 2015 at 15:01 45 \J.R Henshall

\_.:; Clinic Type |ORT Orthopaedics No ‘23 Feb 2015 at 15:01 42 \J.R Henshall

3. Select Series Booking — Single HCP from the appropriate patient level drop down
menu.

The Series Booking screen will display.

[ rtomaten (o] —Farcers (v —ave o — [ |
 — O —
® paiy O Weeky O Monthly O Yearly O Template Frequency ]
Duration Effective [16 Feb 2009 T3 [112] Duration Unti Bagas | MR Seeon ][ Com e |
Date ‘I)ay ‘Starl Clinic Type Clinic Id ﬂm ?:::ed :;’:"‘ m"e" :;’:" ‘x"“’ ‘
4. Select whether the appointment is to occur daily, weekly or monthly.
5. Select the Frequency of the appointment.
6. Complete the additional fields that display based on the Frequency selection.
7. Enter dates in the Duration Effective and Duration Until fields.
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8. Click the Care Team button.

Search results will display based on the Care Team that has been assigned to the

patient.
(29 AATTERSON-JENNERSONSMITHE Mr Hayden Reece /\ =i [} 63 % urit Orthopaedics NHINo  AAA4D42 .Y
Date of Birth 24 Jul 1996(Age 18 yrs) Sex Male Clsim Code EX \isit Dates Booked 02/03/2015 at 08:00 isit No 2150842 (N o8

‘Series Bookings

e
) paily @ weexty () Montnly () Yeary () Tempiate Frequency Every 1 Weelk(s)_ | [ mon [T 7ue [Jwea [ mhur ) i [J sat [J sun

uroncrce 1307207 3 owenos [ [ seow || Cacten |

S i P

Time Time New Rev
= Fii 000 Dental Dr Henshall's Dental Clinic l— 1 0 5 [
M 10 Apr2015 Fri 08:00 ORT Orthopaedics Rogerson Orthopaedic Clinic — 0 o 8 o
4 10Apr201s Fri os:00 Ear, hose and Throat Ear, hose and Throat (I o 0 5 ]
£ 13 Apr2015 Mon 08:00 Dental Dr Henshall's Dental Clinic. (I 0 o 4 [}
M 13 Apr201s Mon 08:00 ORT Orthopaedics Rogerson Orthopaedic Clinic (I 1 0 6 0
13 Apran1s Mon 0g:00 Ear, Nose and Throat Ear, Nose and Throat (el 0 o 4 [
17 Apr2015. Fri 08:00 Dentl Dr Henshall's Dental Clinic. = 1 o 3 L3
17 Apr2ats Fri 0&:00 ORT Orthopaedics Rogerson Orthopaedic Ciinic | 0 0 3 (]
17 Apr2015 Fri 03:00 Ear, Nose and Throat Ear, Nose and Throat = 0 1} 6 o
tH 20Apraois Mon 08:00 Dental Dr Henshall's Dental Clinic (. 0 0 4 (]
20 Apr2015 Mon 08:00 ORT Orthopaedics Rogerson Orthopaedic Clinic (o 1 1} 6 o
20 Apr 2015 Mon 08:00 Ear, Nose and Throat Ear, Noss and Throat (I 0 [} 4 o

9. Refer to Making a Series of Booking for a Patient, step 4 for further instructions on
how to complete the Series Booking.
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2.1.4 Booking a Series of Appointments on the same Day for Different Clinics
Use this option to make several bookings for a patient for different clinics on the same
day. For example, rather than a patient returning to the hospital on different days, you
can make appointments for X-ray, physiotherapy and the Specialist on the same day if
available.
To make several appointments on the same day:

1. Navigate to the required patient.

2. Select Multiple HCP Series Booking from the appropriate patient level drop down
menu.

The Multiple HCP Series Booking screen will display.
3. Select the Date and click Search.

A listing of the clinics available on that day is displayed.

(4 AATTERSON-JENNERSONSMITHE Mr Hayden Reece A [ oo NHI No. AAALD42
Date of Sirth 24 Jul 1996(Age 18 yrs) Sex Male Claim Code RG Visit Dates Booked 10/04/2015 at 10:00 isit No 2150851
2 —nformstion — [ —Functions — [ —Labels & Forms— v
— ——
Date ]27 Feb 2015 % T \cm Type ~ Search Care Team
D 27 Feb 2015 Fri 08:00 Dental Dr Henshall's Dental Clinic 1 o 3 2
D 27 Feb 2015 Fri 08:00 ORT Orthopaedics Rogerson Orthopaedic Clinic 0 o 8 o
O 27 Feb 2015 Fii 0300 Ear, Nose and Throat Ear, Nose and Throat 0 [] & [
O 27 Feb 2015 Fi 0330 General Surgery Surgery - General 0 [] 14 2

4. Check the boxes of the required clinic.

5. Click Ok.
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The Multiple HCP Series Booking screen will display.

Note: A maximum of six clinics can be selected.

(4 AATTERSON-JENNERSONSMITHE Mr Hayden Reece /i\ 21 [} 60 % NHINo  AAA4D42
Dste of Sirth 24 Jul 1996(Age 18 yrs) Sex Male Claim Code RG Visit Dates Booked 10/04/2015 at 10:00 isit No 2150851
=l — Information —  \/ | — Functions — | — Lsbels & Forms —

R . E—
————— ﬁﬁ iﬁﬁ

(mogo0 | 0500 |Routine New Atena || w0800 | 0200 Routine Follow-! Up [migg0 | 4 09:00 Routine. Fc\lnw-up I 0940 Pre-Sulqu:a\ Assessm
E 1000 Routine Follow-Up f TR Routins Follow-Up E AT Routine Follow-Up E LT Pre-Surgical Assessm
1130 Routine Follow-Up 1 0s:00 Routine Follow-Up 000 Roufine Follow-Up. 1 1000 Routine Follow-Up.
18 14:30 Routin Follow-Up 18 09:30 Routine Follow-Up 1030 Routine Follow-Up. 1 10:10 Routine Follow-Up.
1000 Routine Follow-Up [ 1100 Routine Follow-Up 1 1020 Routine Follow-Up
1030 Routine Follow-Up 1130 Routine Follow-Up. 1030 Pre-Surgical Assessm
£ 11:00 Routins Follow-Up 1 1040 Pre-Surgical Assessm
18 11:30 Routine Follow-Up 1% 10:50 Routine Follow-Up.
18 11:00 Routine Follow-Up.
1110 Routine Follow-Up.
1120 Routine Follow-Up.
11130 Routine Follow-Up.
[ 1140 Routine Follow-Up.
I8 1150 Routine Follow-Up.
M 1200 Routine Follow-Up.
1210 Routine Follow-Up.
1 12:40 Routine Follow-Up.
M 12:50 Routine Follow-Up.
Fi

The available time slots for the selected clinics are displayed across the screen.

6. Reserve the time slots by clicking the Appointment icons beside the relevant times.

(3 AATTERSON-JENNERSONSMITHE Mr Hayden Reece /i 1 [} 63 % NHINo  AAA4042 "'\

Dste of Sirth 24 Jul 1996(Age 18 yrs) Sex Male Claim Code RG \isit Dates Booked 10/04/2015 at 10:00 Visit No 2150851 (!

ol — Informa; || —Functions —  w || — Labels & Forms ~ v

Routine Follow-Up.

w0 Romerolowup | Routine Foliow-Up 50 Pre-Surgical Assessm
f 11:30 Routine Follow-Up Routine Follow-Up. M 10 Routine Follow-Up
1430 Routine Follow-Up Routine Follow-Up. _—| 1010 Routine Follow-Up
1000 Routine Follow-Up 1100 Routine Follow-Up 1 1020 Routine Follew-Up
g Routine Follow-Up. | e |Rouline Follow-Up 10 Pre-Surgical Assessm
1100 Routine Follow-Up. 1 1040 Pre-Surgical Assessm
1130 Routine Follow-Up s Routine Follow-Up
1100 Routine Follow-Up
™ 1110 Routine Follew-Up
120 Routine Follow-Up
1130 Routine Follew-Up
M 1140 Routine Follow-Up
1150 Routine Follow-Up
M 1200 Routine Follew-Up
= 1z10 Routine Follow-Up
18 1240 Routine Follew-Up
1250 Routine Follow-Up
Finizh

[ ¥}
7. When all the slots are reserved, click the Appointment icon - to book the time. The
following screen displays:
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Make A Series Appointment (7 (=]

Visit Type
Mode of Delivery | Face To Face - 1 Patient - 1 Clinician v| "
Presenting Complaint | |
Diagnosis I @

| =Y

| EY

| &Y

| &
Procedure I @

| Eg=

| E=

| &Y

| &
Problem | =)

| =]

[ =]
Transport | W | Priority | Vl
Claim Code | Unit | v|
Source of Referral | Reports Required | v|
Special Arrangements | v| Referring GP l— @
Inform GP Gontract | v|
Purchaser | v
Comments I

8. Complete the details as required and click Ok.

9. Repeat steps 5 and 6 for all reserved appointments.

The highlighting of the time slots changes to red once the appointment is booked.

Note: You can use the Book All button to make enter details for the remaining

appointments that have not yet had appointment details entered.

10. Click Finish.

The Print Appointment Label & Forms screen will display.

Booking

Appointment
Mailing

GP Labels

Print Card

Print Booking Leiter

Other Letter

Print Series Booking
Letter

INTERNAL - This document is for INTERNAL purposes only and must not be reproduced or

[ o of Labels Printer
[] Mo of Labels Printer
[ Mo of Labels Printer
[ Mo of Labels Printer
Il Printer
] Printer
] Letterl S | Printer
] Printer

| Ok || Cancel
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11. Select the appropriate boxes if you want to print labels and a booking letter for the
series of appointments. Click Ok or Cancel.

2.1.5 Multi HCP Bookings - Via a Care Team
To book a Multi HCP Series Booking via a Care Team:
1. Select the patient that the booking is to be made for.
2. Ensure the patient has a Care Team assigned.

If a Care Team has not been assigned to the patient, refer to Adding a Care Team on

page 16.
(3 AATTERSON-JENNERSONSMITHE Mr Hayden Reece /i 1 [} 60 % NHINo  AAA4042 o
Dste of Sirth 24 Jul 1996(Age 18 yrs) Sex Male Clsim Code ACC Visit Dates Booked 23/02/2015 at 10:30 Visit No 2150861

e T ——
ﬁ Paticnt Care Team Malntcnance i

23 Feb 2015 at 1501 36 JRHenshaH

‘23 Feb 2015 at 15:01 45 R Henshall
‘23 Feb 2015 at 15:01 42 R Henshall

Consultant Henshall-Vader Jon (Doctor )

Clinic Type Dental No
Clinic Type ORT Ortnopasdics Mo

{=fy =iy =)

3. Select Multi HCP Series Booking from the appropriate patient level drop down
menu.

The Multiple HCP Series Booking screen will display.

(3 AATTERSON-JENNERSONSMITHE Mr Hayden Reece /i 1 [} 68 % NHINo  AAA4042

Dste of Birth 24 Jul 1996(Age 18 yrs) Sex Male Clsim Code ACC \isit Dates Booked 23/02/2015 at 10:30 wisit No 2150861 o
- ll — Information -— s | — Functions — v | = Labels & Forms -

e [ebms 5@ e~

e T T . B |~ S <l =l

The current date will populate the date field, however this can be changed.
4. Leave the Clinic Type field blank.
5. Click the Care Team button.

Search results will display based on the Care Team that has been assigned to the

patlent.
(3 AATTERSON-JENNERSONSMITHE Mr Hayden Reece /\ =1 [} 63 % NHiNe  AAA4042 '\
Dste of Sirth 24 Jul 1996(Age 18 yrs) Sex Male Clgim Code ACC Visit Dates Booked 23/02/2015 at 10:30 Visit No 2150861 ( :
"l — Information — v ] — Functions — s | — Labels & Forms -~
ﬁiﬁﬁﬁﬁiﬁi
19 Jun 2015 Dental Dr Henshall's Dental Clinic 0
D 19 Jun 2015 Fri 08:00 ORT Orthopsedics Rogerson Orthopagdic Clinic 0 8 0
D 19 Jun 2015 Fri 09:00 Ear, Nose and Throat Ear, Nose and Throat 0 o 13 0

Refer to Booking a Series of Appointments on the same Day for Different Clinics, step 3
for further instructions on how to complete the Multi HCP Series Booking.
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2.1.6 Clinic Colours

When the Series Bookings display a list of Clinics that meet the search criteria the
Clinics will display in different if the Clinic is within 2 days of a Public Holiday or if the
patient is already booked into the Clinic.

(3 JONES Ms Mary M\ & B L % 4+ (Current IP - Wellington) NHINo GVMSS77
Dste of Sirth 14 Jun 1951(Age 63 yrs) Sex Female Claim Code EX Wisit No 2150957

— Functions — W

ciinic: Type [[ETEIE= ~ Clinic

) Daity ® Weekly () Monthly () Yeardy () Template Frequency Every 1 Weekls) v | I Mon [ Tue [ wed [ Thur [ Fi [ sat [ Sun

IDuration Effective [168pr 2015 €3 £ Duration Until 0Wn2015 9 =

Avail

ﬁﬁﬁﬁﬁﬁﬁ
£ 20 Apr201s Mental Health Mental Health
B 22 Apr 2015 ‘ Wed ‘ 08:30 ‘ Mental Health ‘ Mental Health Review | 4
2404 May 2015 Mental Healtn Mental Healtn 0 0 19 0
08 May 2015 Wed 08:30 Mental Health Mental Health Review [ 0 0 3 2
HH 11 May 2015 Mon 0s:00 Mental Health Mental Health I 0 0 13 L}
13 May 2015 Wed 0830 Mental Heslth Mental Heslth Review [ 0 0 5 a
20 May 2015 Wed 08:30 Mental Health Mental Health Review 0 0 5 a
25 May 2015 hon 03:00 Mental Health Mental Health | 0 0 19 a
27 May 2015 Wed 08:30 Mental Health Mental Health Review 0 0 5 L]
08 Jun 2015 Mental Health Mental Health
£ 10Jun 2015 ‘ww ‘oa:n ‘Memal Health ‘Memal Health Review ‘ ‘ ‘ 0 | 5 ‘ a

¢ Red = Specifies that the patient is already booked into the Clinic highlighted.

¢ Blue = Specifies the Clinic is within 2 days of a Public Holiday.
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2.1.7 Updating Appointment Details
To make changes to existing appointment details:

1. Onthe Appointment Details screen, select Update from the Actions menu.

[ APPLE Ms Annie Jane /\ [} @ % I3 NHI No GZMB818
Date of Birth 03 Apr 1980(Age 36 yrs) SexFemale Claim Code RG Visit Dates Booked 20/08/2016 at 16:00 WVisit No 2152591
20 — Information — || — Functions — v || — Labels & Forms - v
Update i Clin = .
Aftendance Rogerson Orthopaedic Clinic Appointment Mon 29 Aug 2016 at 16:00
Follow Up Appointment Main OP Department Interpreter
Re-schedule Priority
Discharge . -
Labels & Forms Inpatient Unit
Non-Attendance Reporis Required
Cancellation q
Appaintment Summary Non Accident Referral Date
glsw Clinic Mode of Delivery Face To Face - 1 Patient - 1 Clinician
L;iea?:,:a\ Juliet Iremonger Date 29 Aug 2016 at 15:02:13
g Complaint Contract

Diagnosis Procedures

Purchaser DHB Purchase Problems

Outcome

‘Comments

The Update Appointment Details screen will display.
Update fields as required.

Note: Grey fields cannot be changed. To change the Clinic or Date and time you must
reschedule or cancel the appointment.
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Update Appointment - - APPLE Ms Annie Jane

Clinic IRager::Dn Orthopaedic Clinic

Date |Mon 23 Aug 2016 at 16:00

Visit Type

Made of Delivery [ Face To Face - 1 Patient - 1 Clinician v
Presenting Complaint | |

Diagnosis I @ =11

Procedure I @

Problem | =

L g

L &
Transport | NO v| Priarity | V|
Claim Code [Non Accident Unit | V|
Source of Referral Ilrpaiiai Repors Required [ v
Special Amangements | v Referming GP I EY
Preferred Contact Method Inform GP
Contract [ v| Purchaser | DHE Purchase
Comments

Ok || Cancel
2. Click OK.

Changes to appointment details are saved.
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2.2 Making Appointments — By Clinic
2.2.1  Viewing All Clinics
To view all clinics:
1. Select Outpatients Clinics from the appropriate hospital level drop down menu.

The Clinic Timetable for today is displayed, listing all clinics for today.

Views ol |2l 5 [5Z][Wed 25 Feb 2015 v

[3 25 Feb 2015 5t 02.00 Weg 1500 [DrHenshalls Dental Cinic ~~~_|Dental Outpatients

m 25 Feb 2015 at 08:30 Wed 16:30 Ments| Health Mental Health Review Kenepuru T 0 0 o
m 25 Feb 2015 st 09.00 Wed 13:00 Dental Watson Dental Surgical Clinic. Dental Qutpatients 6 0 o o
55 25 Feb 2015 o1 1350 W 7:00 [ORT Orthopasdics Rogerson Orthopaedic Clinic General OF WGTN 15 0 0 []

Fully booked clinics have an orange band over the date and time.

ews 5155 <] von 22072 v

57} 23 Feb 2015 ot 05:00 Mon Dr Henshal's Dental Clinic .
[GEJ 23 Fen 2015 at 05:00 Mo 2 [Ty Rogerson Orthopaedic Clinic Fracture/Ortho Outpt 7 (] ) 0
(53 23 Feb 2015 2t 05:00 Mon 730 Generel Medical Dr Tauvae's Clinic 3 [ ] 6]
m 23 Feb 2015 at 0900 Man 1415 Ear, Nose and Throat Ear, Nose and Throat ENT Outpatients 0 0 4 1
m 23 Feb 2015 at 02:00 Men 19:20 ‘Ments| Health Mental Health ‘General OP WGTN 18 o o 0
57 23 Feb 2015 ot 0900 Mon 1245 General Surgery Surgery - General General OF WGTH 7 ] 0 0

Over-booked clinics have a red band over the date and time.

ews 51315 <] Von 230 207 ] Ea:)

[ress— E

ﬁﬁ = =

[ 23 Feb 2015 ot 0300 Mon 12:00 Dental Dr Henshalf's Dental Clinic Dental Outpatients o 0 B TR
[5) 23 reb 2015 st 0500 Mon 12:00 [ORT Orthopaedics Rogerson Orthopaedic Clinic Fracture/Ortho Outpt T 0 1 o
[ 23 Feb 2015 1 06:00 Man 730 General Medieal Dr Tauvae's Clinic 13 0 o )
[3F) 23 Feb 2015 2t 0900 on 415 Ear, Nose and Throat Ear, Nose and Throst ENT Outpatients o 0 & 1
[ 23 Feb 2015 at 0900 Mon 820 Mental Health Mental Health General OF WGTN 19 0 [ o
[ 23 Feb 2015 1 09:00 Man 1245 General Surgery Surgery - General General OF WGTN T ] o (]

1 14.00 General Surgery. NURSE-LED ANGIO General OF WGTN [J 1 5 [
2! ASSESSMENTS

To view clinics for different dates, use the Calendar Lookup facilities (as described in the
webPAS Standard Conventions User Guide).
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2. To view doctor and time information, click on the ﬁ icons

Examples follow of different views as a result of clicking el icons.

ews 9315 <] Vo 2 o 2072 ] )

L . W i W

[E) 23 Fen 2015 at pB:00 Mon 1200 Peml ——[OHenwbsDemaGe [ e [ @0 |
[3] 23 Feb 2015 2t 05:00 Mon. 1200 ORT Orthopaedics Rogerson Orthapaedic Clinic 04:00 00:30
B} 23 Feb 2015 2t D5:00 Mon. 17:30 General Medical Dr Tauvae's Clinic 09:30
[57 22 Feb 2015 2t D200 Mon 1415 Ear, Nose and Throat Ear, Nose and Throat 0515 0115,
@ 23 Feb 2015 at 09:00 Men 18:20 Mental Health [Mental Health 1020
[E3 23 Fen 2015 at D300 Mon 12:45 General Surgery Surgery - General 0345
General Surgery mc 0400 0430

o 99 3 [ e D7 0 )

[5E) 23 Feb 2015 1 0500 Man 1200 Dental Dr Henshalf's Dental Cinic Henshall-Vader , Jon (Doctor ) R
[5F] 23 Feb 2015 2t 05:00 Mon 2 ERuE o e Regerson Orihopaedic Ciinic
55 23 Feb 2015 at 500 Mon 1730 General Medical Dr Tauvee's Clinic Tauvae , Deborsh (Prof }

[5) 23 Feb 2015 51 09:00 Man 1415 Ear. Nose and Thoat Ear. Noss and Thioat HenshallVader , Jon (Doctor )
5] 23 Feb 2015 ot 0300 Mon ot Mentsl Healin | Mental Health Perry . cox (Or }
[E53 23 Fen 2015 at D00 Mon 1245 General Surgery. Surgery - Genersl Pery, cox (D}

General Surgery.

= W‘

NURSE LED ANGIO
ASSESSMENTS
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2.2.2 Viewing Clinics by Location
To view clinics by location:
1. Select Clinic List by Location from the appropriate hospital level drop down menu.

The Clinic Timetable will display.

Views 39 5 Location [EELE=T- I [<][Mon 23Feb 2015w |[>>] 3 [T][7]

2. Select the relevant Location.

3. Select the date(s) by using the Calendar Lookup facility (as described in the webPAS
Standard Conventions User Guide).

The Clinic Timetable for the selected clinic location and dates is displayed.

Locston [EEEEI AT I | [«<][Mon 23 Feb 2015 v Mmmmh

Mental Health Mental Healih General OF WGTN

General Surgery Surgery - General General O WGTN 0 0

General Surgery NURSE-LED ANGIO General OF WGTN 0 1 0 B
ASSESSMENTS

2.2.3 Viewing Clinics by Clinic Type
To view clinics by clinic type:
1. Select Clinic List from the appropriate hospital level drop down menu

2. The Clinic Timetable is displayed.

P PR S i te [T zirmms ] 8 ]

3. Select the relevant Clinic Type.

4. Select the date(s) by using the Calendar Lookup facility (as described in the webPAS
Standard Conventions User Guide).

The Clinic Timetable for the selected clinic type and date(s) is displayed.

Clinic Type | General Surgery v [ Men 23 Feb 2015 |[>>[EA ],

Surgery - General General OP WGTH

@ 23 Feb 2015 at D300 Mon General Surgery

4] 18:00 General Surgery NURSE-LED ANGIO General OP WGTN 0 1 0 8
Ed ASSESSMENTS
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2.2.4  Viewing Multiple Clinics by Clinic Type

INTERNAL - This document is for INTERNAL purposes only and must not be reproduced or
distributed outside of the organisation without prior written permission.

To view clinics by clinic type:

1. Select Multi Therapist View from the appropriate hospital level drop down menu

€SC  Login 10/03 at 18:52 Alison Davies Wellington Hospital | Wellington ED | Gen OP | Mental Health webPAS Outpatients System

Muti Therapst View | — Statistics — | — Funcions — % | — Maintenance — | — Search — Slalalal=l i NEiEN 2l <
cinic Type [ I— | Location Al | [d[Fritomar2017 ]

2. Select the relevant Clinic Type.

3. Select the date(s) by using the Calendar Lookup facility (as described in the webPAS
Standard Conventions User Guide).

4. Select the relevant Location if wanting to filter Select SEARCH — program does not
process until Search is clicked

The Clinic Timetables for the selected clinic type and date(s) are displayed.

CSC Login 10/03 at 18:52 Alison Davies

Wellington Hospital | Wellington ED | Gen OP | Mental Health

Multi Therapist View % || -— Statisfics — | -— Fundtions — ~ | — Maintenafice —

S — e —

;‘ Dr Henshall's Dental Clinic |General Surgery Rogers Clinic. Maori Mental Health

Time [03:00 [08:00 08:00 09:00

j07:00|

l07:30|

log:001 E\ﬂ Dr Henshall's Dental Clinic (RF ) E\fﬂ General Surgery (RF ) Eimse:

log:30] E‘ﬁ Dr Henshall's Dental Clinic (RF ) E\fﬂ General Surgery (RF | Em'\‘fﬁiﬂa'fs

l09:00 EV\E] Dr Henshall's Dental Clinic (RF ) E\fﬂ General Surgery (RF ) Eﬁl\ﬁﬁﬁlﬂ E\ﬁ Maori Mental Health (RF )
l09:301 E‘ﬁ Dr Henshall's Dental Clinic (RF ) E\fﬂ General Surgery (RF ) i E‘ﬁ Maori Mental Health (RF )
10:00| 7] Dr Henshal's Dental Ciinic (RF) || EYC] General Surgery (RF ) i 2x

10:30 E\ﬁ Dr Henshall's Dental Clinic (RF ) E\fﬂ General Surgery (RF ) Em'\‘:ﬁtﬂa'fs

11:00] E‘fﬂ General Surgery (RF ) Eml\!f;t:l\;& E‘fﬂ Maori Mental Health (RF )
11:30 E\fﬂ General Surgery (RF ) [E%7] Rogerson Orihopaetic Ciinic (RF ) Eﬁ Maori Mental Health (RF )

Note: The HCP Time range that appears in the left hand column is defined in your
system parameter settings.
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5. To book a patient directly into the slot, click the Appointment
to the relevant Clinic and Time.

" icon corresponding

6. To update a patient record, click the Patient Folder & icon of the patient to be
updated.

)
7. To Reschedule a patient to another Clinic, click the Reschedule icon of the
patient to be Rescheduled.

2.2.5 Viewing Patients from Multiple Clinics for a Day
To view clinics by clinic type:

1. Select Multi Session Patient List from the appropriate hospital level drop down
menu

2. The Clinic Timetables are displayed.

Clinic Type v Location Select Location v Show Empty Slots. O [<<][Mon 23Feb 2015 w |[>>] [1]
Clinic Indicator Select Clinic Indicator _ ~ Clinie 1D | ==

3. Select the relevant Clinic Type and / or Clinic Location and press Search.

4. Select the date(s) by using the Calendar Lookup facility (as described in the webPAS
Standard Conventions User Guide).

The Patients for the selected clinic type, location and date are displayed.

Cliniz Type Select Clinic Type v Location | Main OF Department W Show Empty Slats 0 Fri19 Aug 2016w |[33] 3 1]
Clinic Indicator Select Clinic Indicator ~ Clinic 1D [ lg] @
gy |RF |GZUSGES [ o o o o o ACC [ORT |Fmcwe 2152643 |

(111y,M, GZUZE35)
 09:00 7 |EEEEE (3 BEAR, Mr Brown 0 0 0 0 0 L gt |ACC ORT |frmcwe (2152844 |

( 49y F, GZLB561) )

R

Siogag  |RF | AARSOST 8 BEAR, Binck o o o o o ACC [ORT |Fmcwe 2152685 ||

(40y.M, ABASDE1)
Sgge  |RF|RAAZZTO EalrATU I Mroste o o o o o A\ X DEN [Waton (2152501 |

Surgical
( 45yM, AAA2210) B

Note: Tick the Show Empty Slots to display all Slots from each Clinic.
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2.2.6 Booking From the Clinic Timetable
To perform a booking from the Clinic Timetable:
1. Open the Clinic Timetable.

2. Ensure there are available slots for the relevant visit type, clinic and date.

3. Click the E icon corresponding to the clinic, date and time to which you want to
book the patient.

The Clinic List is displayed with default booking details.

B m Clinic for Surgery - General

== P Mon 23 Feb 2015 2t 09.00 v
Ciinic Type General Surgery Location General OP WGTN

|Session Status
Comments Keep 1st Monday Instructions Reg not present.
R

Time Type Time Departure Followup]
Seen Outcome
0800 — T 7 /°°r " @/ 1’ 0”v04— 7 1T 1T 1]

= 1010 RN

1030 RF

= 1040 RF GZATTZ2 (] NEWBERRY, Ms Dana 1013
(05/02/1986,F, GZA7722)

1050 RF

1100 RF

=140 RF

1120 RF GYR2418 () WALKER. Mast Ranjst m} O
(02/05/2006,M, GYR2418)

1130 RF

-
4. To book a patient directly into the slot, click the Appointment - icon corresponding
to the relevant time.

The Patient Search screen will display.

5. Perform a patient search or enter the patient’s NHI number (as described in the
webPAS PMI and NHI User Guide).

The Make New Appointment screen will display.
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(3 APPLE Ms Annie Jane /i [} @ % I3
Date of Birth 03 Apr 1980{Age 36 yrs) Sex Female

NHI No GZM8818

-— Information -— || — Functions — w || — Labels & Forms - w
Fake New Appointment

Clinic [Pre-AssessmentCline. |4] &)
Date [Mon 05 Sep2016 1000
Visit Type
Presenting Gomplaint |
Mode of Delivery Face To Face - 1 Patient - 1 Clinician v|
Diagnosis T =

L1 (Eyg=

C____1I =Y

L1 (==

L B
Procedure [ Q) &5

L alS

L @l

L (e

LI (e
Problem I =i

I =i
[ g

Transport v Priority v
Claim Code Unit v
Source of Referral Reports Required v
Special Arangements Y Referring GP =)
Preferred Contact Method L~ Inform GP Yes v
o —— cans E—]
Purchaser
Comments

-

6. Record the appointment details (as described under Booking an Appointment at the
Patient Level on page 8).

7. Click OK. The Appointment details screen displays:

i APPLE Ms Annie Jane /M [ @ ¥ 11

Claim Code RG

[ -0 — Information —

“ | — Functions —

Date of Birth 03 Apr 1980(Age 36 yrs) Sex Female

|| — Labels & Forms — v

Clinic ‘Watson Dental Surgical Clinic
Clinic Location Dental Outpatients
‘Special Arrangements

Referral Source General Practitioner
Transport

Claim Code Non Accident
Referring GP

Booked By Juliet Iremonger
Presenting Complaint

Diagnosis

Purchaser DHB Purchase
Outcome

Comments

Clinic Type

Clinician Dr Kelvin § Watson

NHINo  GZM8818

Visit Dates Booked 27/07/2016 at 12:00 Visit No 2152399

Wed 27 Jul 2016 at 12:00

Appointment
Interpreter
Priority

Unit

Reports Required
Referral Date
Mode of Delivery
Date 29 Jul 2016 at 10:12:51
Contract

Procedures

Problems

Click the @ icon to redisplay the Clinic List.
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HHINe  GZMS8818 -

zian Dr Kelvin S Watson Visit Dates Booked 27/07/2016 at 12:00 Visit Mo 2152399

Appointment
Interpreter
Pricrity

Unit

Reports Required

Referral Date

Mode of Delivery

Date 29 Jul 2016 at 10:12:51
Contract

Procedures

Wed 27 Jul 2016 at 12:00

Problems

The patient details will display in the selected slot.

E m Chinic for Surgery - General
Views Bookings Defails v Date & Start Time Mon 23 Feb 2015 3t 0300 v
(Cinic Type General Surgery Location General OP WGTN
Semstﬂ‘hn
Keep 1t Monday Instructions Reg not present
e o
1010 RN
w100 RF
[FRLET) RF GZATT22 (] NEWBERRY, Ms Dana io13 O O O O
(05/02/1986,F, GZAT722)
{050 RF
w1100 RF GUMSETT [ JONES s Mary 0 0 0O & & 0
(14/06/1951,F, GVMS8TT)
1110 RF
1120 RF GYR2418 =] WALKER, Mast Ranjeet (] (] (] (] (]
(02/05/2006,M, GYR2418)
14230 RF

The patient is now booked.
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2.2.7 Diagnosis Details
To view diagnosis details:
1. Open the Clinic List for the clinic you want to view.

2. Select Diagnosis Details from the Views menu.

Diagnosis details are shown for listed patients.

= ‘Clinic for Surgery - General
Views Dats & Start Time Mon 23 Feb 2015 3t 03:00 v
i Type General Surgery Lozation General OP WGTN

Session Status

Comments. Keep 1st Monday Instructions Reg not present

Clinic List for 9:00 am 23 Feb 2015

291030 [RF[GVNTZ76 | =) BROWN, Mr Roger Hist either neuroendocrine or solid papillary panc
(05/D5/1997 M, GVN1278)

=iq040 |RF [GZAT722 |2 NEWBERRY, MsDana ANAEMIA + GASTRIC ULCER
(051021986 F, BZATT22)

1050 |RF

1100 [RF [GVMSETT| = JONES, Ms Mary Prophylactic Gastreciomy
(14/06/1951 F, GVMSST7)

A0 |RF

Bi1120 RF|GYRD41E| o WALKER, Mast Ranest Zbdo discomiort, distension & diarosa
(02/05/2006 M, GYR2418)
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2.2.8 Contact Details

To view contact details:

1. Open the Clinic List for the clinic you want to view.

2. Select Contact Details from the Views menu.

Contact details are shown for listed patients.

General Surgery
Keep 1st Monday

Clinic for Surgery - General

Date & Start Time:
Location

Instructions.

Climic List for 9:00 am 23 Feb 2015

‘General OP WGTN

Reg not present

=m0 RN
BU1030 [RF [GVNI2TE| =) BROWN, Mr Roger 04 32135522 029 8852011 47 RONGOTAI ROAD |ALLGOCK Victor (DR )
Kilburnie Practice
(05/D5/15G7 M, GVN1278)
B41040 [RF[GZAT722 | NEWBERRY, MsDana 0422004771 04 1000 4117 0320336 220 12 BERRY ST PO BOX 8360 Rowland John ()
WILLIS STREET Mana hed Ces
(05/02/1986 F, GZATT22)
050 |RF
B 1400 |RF|GVMSET7| [~ JONES, Ms Mary 04200 77782 023 0201 711 23 KINGSTON CRESCENT Jones Susan (Or)
= Mountainside Family Practice
(14/0611951,F, GVMSS77)
[
Bi1120 RFGYRD41E| = WALKER, Mast Ranest 04 3120 2285 SBILLS WAY Milne Ashley (DR )
o Mana Med Centre
M, GYR2418)
1130 |RF

3. Contact Details include Home Phone, Business Phone, Mobile Phone, Home

Address, Postal Address and GP and Practice information.
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2.2.9 Updating Slots

Empty appointment slots can be updated for the selected Clinic Session. You can
change the Visit Type, make the time unavailable or add additional appointment slots.

To update the appointment slots:
1. Open the Clinic List for the clinic you want to view.
2. Select Update Slots from the Views menu.

The following screen will display.

views Dele & Star Time [ic][Mon 23 Feb 2015 00500 32| ™
Clmwf Type General Surgery Location General OP WGTN
?:Tns:gn?:ms Keep 1st Monday Instruetions Reg not present
All
10 08:00 Routine New Attend O
80 10:10 Routine New Attend O
100 10:30 Routine Follow-Up BROWN, Mr Roger (D5/05/1997 M, GYN1276)
110 10:40 Routine Follow-Up NEWBERRY, Ms Dana (05/02/1986 F, GZAT722)
120 10:50 Routine Follow-Up a
130 11:00 Routine Follow-Up JONES, Ms Mary (14/06/1951,F, GVM5877)
140 11:10 Routine Follow-Up D
150 11:20 Routine Follow-Up WALKER, Mast Ranjeet (02/05/2006.M, GYR2413)
160 11:30 Routine Follow-Up D
New Visit Type [ [v] unavaitable | [v]
Add || Updaste ||  Delete
Note: You can only make a slot unavailable if no patient is booked into the slot. You
must reschedule or cancel the patient’s booking before you can make the slot
unavailable.
3. Do one or more of the following:
e Make the appointment slots unavailable.
Go to section Make Appointment Slots Unavailable.
¢ Change the Visit Type.
Go to section Change Visit Type
e Add new appointment slots.
Go to section Add New Appointment Slots
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2.29.1 Make Appointment Slots Unavailable
1. Select the Mark fields corresponding to the slots you want to change.

2. Select the reason from the Unavailable list and enter a comment in the Comments
field if required as shown.

10 03:00

Date & Start Time:

vews

Ciinic Type General Surgery Location General OP WGTN
|Session Status

Comments Keep 1st Monday Instructions Reg not present

[ec][en 2 e 20520500 [[] ™

Routine New Attend

a0 10:10 Routine New Attend
100 10:30 Reutine Follow-Up BROWN, Mr Roger (05/05/1997 M, GVN1276)
110, 10:40 Routine Follow-Up NEWBERRY, his Dana (050211356 F. GZAT722)
120 10:50 Routine Follow-Up D
130 11:00 Reuting Follow-Up JONES, Ms Mary (14/06/1851 F, GVMS87T)
140, 11:10 Routine Foliow-Up a
150 11:20 Reutine Follow-Up WALKER, Mast Ranjeet (02/05/2006 M, GYR2418)
180, 11:30 Routine Follow-Up a

New Visit Type | ~| Unavsilsbie [Mesting ‘ Unavailable Comments |Staff Mesting - Room 3M2 x
[ add |[ Update ][ Delete |

3. Click Update. The screen refreshes with the unavailable slots with a red
backgrouind.

Views Update Slots ~ Mon 23 Feb 2015 2t 09:00 W
Clinic Type General Surgery Location General OP WGTN

Session Status

Comments Keep 1st Monday Instructions Reg not present

100 1030 Routine Follow-Up BROWN, Mr Rager (05/05/1987 M, GVN1276)
110 1040 Routine Follow-Up . Ms Dana F, GZATI22)
120 10:50 Routine Follow-Up
130 11:00 Routine Follow-Up |JONES, Ms Mary (14106/1951 F, GVMSa77)
140 11:10 Routine Follow-Up
150 1120 Routine Foliow-Up \WALKER, Mast Ranjeet (02/05/2006 M, GYR2418)
160 1130 Routine Follow-Up
New Visit Type | Unavailable [
[ Add | Update |[ Dekte

4. Select Booking Details from the Views menu if the changes are complete;
otherwise go to the next step.
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Change Visit Type
1. Select the Mark fields corresponding to the slots you want to change.

2. Select the visit type from the New Visit Type list.

e N
Views Update Slots v Dats & Start Time Mon 23 Feb 2015 2t 09:00_v/|
(Clinic Type General Surgery Location General OP WGTN
|Session Status
Comments Keep 15t Monday Instructions Reg not present

100 10:30 Routine Foliow-Up BROWN, Mr Roger (D5/05/1987 M, GVN1276)
110 10:40 Roufine Follow-Up NEWBERRY, Ms Dana (05/0211885,F, GZAT722)
120 10:50 Routine Follow-Up
130 11:00 Routine Follow-Up JONES. Ms Mary (14/06/1851 F, GVMSS77)
140 11:10 Routine Follow-Up
150 11:20 Routine Follow-Up \WALKER, Mast Ranjest (02/05/2006,M, GYR2418)
160 11:30 Routine Follow-Up. a
New Visit Type Unsvailable | v
[ add |[ Updste [[ Deete |

3. Click Update. The screen will refresh with the updated visit types.

———————————

Views Update Slots___ |0 Dste & Start Time [<<][Mon 23 Feb 2015 2t 09:00 v |[>3]
Clinic Type General Surgery Location General OP WGTN

|Session Status

Comments. Keep 1st Monday Instructions Reg not present

100 1030 Routine Follow-Up BROWN, MrRoger (05/05/1897 M, GVN1278)
110 10:40 Routine Follow-Up. NEWBERRY, Ms Dana (05/02/1986,F, GZATT22)
120 1050 Special Follow-up O
130 11:00 Routine Follaw-Up JONES, Ms Mary (1470611951, F, GYMSST7)
140 11:10 Special Follow-up. O
150 1120 Routine Follow-Up WALKER, Mast Ranjest (D2105/2006 M, GYR2413)
160 11:30 Routine Follow-Up D
New Visit Type [ Unavsilsble |
| Add || uUpsate || Deler

4. Select Booking Details from the Views menu if the changes are complete;
otherwise go to the next step.
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2.293 Add New Appointment Slots
1. Click Add.

The Add New Time Slot screen will display.

Add New Time Slot BEER
satme |
Visit Type |
UR | |
Referral No. |—

| Ok | | Cancel

2. Enter the additional appointment time and select a Visit Type from the list.

3. Ifthere is a patient to fill the time, enter the NHI number and press .

Add New Time Slot 2 =1
Slot Time [:0500
Vigit Type | Routine Follow-Up
UR | 4844042 |[Mr Hayden Reece AATTERSON-
Referral No. r
| Ok | | Cancel

Note: If the new Appointment is to be linked to a Referral enter the Referral Number, use

=
the Referral Search icon to select from the Patient Referrals.

4. Click Ok.
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The Make a New Appointment screen will display for the patient.

(il APPLE Ms Annie Jane /\ [} @ ¥ I+ NHI No GZM8818
Date of Birth 03 Apr 1980(Age 36 yrs) Sex Female

L& romeioe — T —Forciors — ] — oo 2 oo S

Clinic [Pre-Assessment Clinic Q)
Date [Mon 05 Sep 2016 1000
Visit Typs
Presenting Complaint |
Mode of Delivery Face To Face - 1 Patient - 1 Clinician v|
Diagnosis | @

L e

L e

L B

L E
Procedure I @

L e

L (e

L (e

L EN=
Problem | @

I =)
I g

Transport v Priority ~
Claim Code Unit v
Source of Referral Reporis Required v
‘Special Arrangements :l Referring GP @
Preferred Contact Method L ¥ Inform GP Yes v
Referral Date Contract ]
Purchaser
Comments

5. Enter the details.
6. Click Ok.
The appointment details for the patient display.

Note: If you don’t enter a NHI Number, the screen refreshes with the additional
appointment displayed.

@@
Views Update Slots o Date & Start Time [<<][Mon 23 Feb 20152t 03:00 v|[>>]
Clinic Type General Surgery Location General OP WGTN

Session Status

Comments Keep 1st Monday Instructions. Reg not present

100[  10:30 | Routine Follow-Up BROWN, Mr Roger (05/05/1957, M, GVN1276)
110 1040 | Routine Follow-Up NEWBERRY. Ms Dana (05/0211586.F, GZAT722)
120 10:50 Special Follow-up m}
30| 1100 | Routine Follow-Up JONES, s Mary (14/08/1851 F, GVIM5G77)
135| 1105 | Routine Follow-Up AATTERSON-JENNERSONS, Mr Hayden Reece (24/07/1996,M, AAA4042)
140 110 | Special Follow-up ]
180[ 1420 | Routine Follow-Up WALKER, Mast Renjeet (021052006 M. GYR2418)
160 11:30 Routine Follow-Up m}

New Visit Type [ Unavsilsble |

| Add || Upsate || Delete

Note: If you Add a Slot at a time after the Clinic Booking End Time the following warning
will display. Press OK to continue adding the Slot. Press Cancel to return without
adding the Slot.
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m

@ Mew slot time 13:00:00 is after booking finish time 12:30

| ok || Conea

2.2.10 Rescheduling Clinic Appointments
To reschedule all appointments from the Clinic List:
1. Open the Clinic List for the clinic you want to view.

2. Select Reschedule from the Views menu. The following screen is displayed:

Chnic for Surgery - General

= e ot S e
Clinic: Type General Surgery Location General OP WGTN
‘Session Status
Comments. Keep 1st Monday Instructions Reg not present
T i L L L . S
1000 10:30  Routine Follow-Up BROWN, Mr Roger (0SIDS/1957,M, GVN1276)
13070 1100 Routine Follow-Up |JONES, Ms Mary (14/06/1351,F, GVMSS77)
1350|1105 Routine Follow-Up \AATTERSON-JENNERSONS, Mr Hayden Reece (24/07/1996,M, ASA4042)
150/0| 1120 Routine Follow-Up \WALKER, Mast Ranject (02/05/2006 M, GYR2418)
Giinic ]
Session Date & Time | =
Reason for Reschedule
Inform GP Yes v
Print Re-Sthedule Letter Printer Reception Ptr Port
Reset Confirmed Appointment

3. Click the Look Up icon to search for a suitable clinic date and time. The Clinic
search is displayed.

12X}
o T 0
Ciinic ID. I Clinic._(®) Next Available. ()
Visit Type ~
— —_— e e e

4. Enter the clinic details such as type and date required. Click Search. The search
results are displayed.
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Clinic Search
Ciie Tyge [GereriSugeyy ] ]|
Ciinic ID [ v| Clinic (@) Next Available ()
et e %
Clinc Type fame—————— Jwabm ——  [ewy W [Review ['Spccnl |
W S Surgery - General |General OP WGTN 17 0 o o
[557] 05 Mar 2015 at 03:30 Thu General Surgery Surgery - General |Gynaecology Qutpt 22 o o o
BRI oA B R General Surgery Surgery - General |General OP WGTN 20 (] 0] o
B B General Surgery Surgery - General General OP WGTN 17 (i o o
[ 12 Mar 2075 3t 05:30 Thu General Surgery Surgery - General (Gynascology Outpt 22 o o o
K} 13 Mar 2015 at 09:30 Fri General Surgery Surgery - Genersl General OP WGTN 20 0 o o
BRI Er R General Surgary Surgery - Genersl \General OP WGTN 17 0 o o
[ 19 Mar 2015 at 03:30 Thu General Surgery Surgery - General |Gynaecology Qutpt 22 o o o
[EFJE A B AT General Surgery Surgery - General |General OP WGTN 20 (] 0] o
Kl 23 Mar 2015 at 02.00 Mon General Surgery Surgery - General (General OP WGTN 17 o o )

<P ][ Woin ]

5. Click the Open Session m icon of the required session.
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The available appointments are listed.

=] Clinic List for 9:00 am 09 Mar 2015 288
Surgery - General Appointment List Show Detai Mon 09 Mar 2015 3t 0900 ~

[ me Jverwpe [P s |
—

00am  |Routine Follow-Up

10:00 am | Routine Follow-Up
10:i0am  |Routine Follow-Up

10:20am  |Routine Follow-Up

10:30am  |Routine Follow-Up
1040am  Routine Follow-Up

10:50am  |Routine Follow-Up

11:00 am | Routine Follow-Up

11:10am  |Routine Follow-Up
1120 am  |Routine Follow-Up

11:30am  |Routine Follow-Up

11:40am |Routine Follow-Up
11:50am |Routine Follow-Up

1200pm  [Routine Follow-Up

12-10pm  [Routine Follow-Up
1220pm  [Routine Follow-Up

[=E| [=E] [<E| [E| [=E] [=E] [=E] [=E] [<E| [=E| [=E] [=E [=E] [E] [E| [=E] |

1230pm  [Routine Follow-Up

Return

L
6. Click on an appointment - icon. The patients to be re-scheduled are displayed.

Views Reschedule ~ Date & Start Time Mon 23 Feb 2015 at 09:00 v
Clinic Type General Surgery Location General OP WGTN

|Session Status

Cemments Keep 1st Monday Instructions Reg not present

1000 1030 Routine Follow-Up BROWN, Mr Roger (0S/05/1897,M, GVN1276)

1300|  11:00  Routine Follow-Up JONES, Ms Mary (1410611351 F, GYMS377)
13570 11:05  Routine Follow-Up AATTERSON-JENNERSONS, Mr Hayden Resce (24107/1396,M, AGA4D42)
15000 1120 Routine Follow-Up 'WALKER, Mast Ranjest (02/05/2006 M, GYR2418)

Clinic [Sueny-General

Session Date & Time [Mon 09 Mar 20153t 1100 (=D

Resson for Reschedule

Inform GP

Print Re-Schedule Lefier Frinter

Reset Confirmed Appointment

7. Select a Reason for Reschedule from the list, confirm if a Reschedule Letter is to be
printed, Reset the Confirmed Appointment flag and click OK. The patient
appointments are transferred to the new date and time.
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2.2.11 Updating Non-Attended Appointments

To update the clinic session with all the patients who did not attend their appointments:

1. Open the Clinic List for the clinic you want to view.

) Clinic for Ear, Nose and Throat
~
vews bute & St Tive
Clinie: Type Ear, Nose and Throat Locstion ENT Outpatients
Session Status
(Comments: Instructions
Selected : 7 Clinic List for 9:00 am 23 Feb 2015 ,E‘
1 0e:00 RF AAA2333 CyB0OCOCK Mewdie  |ges  geo . g o, §o | 5 R
(0S/01/1883,F, AAA2333)
E 08:15 RF T-02162 (] CANDISH, Mrs Lomraine []0s:08 []09:14 ] (L (] m]
(29/D4/1943 F, T-02162)
0830 RF GZJ5421 (C] VALLEY, Mr Spy O O O ] }‘ 0
(15/01/1982,M, GZJ5421)
09:45 RF (GXHEZ50 (] NBRS, Testans O O O o 0
(01/D1/1850,M, GXHEES0)
) =F czFET2 [ NEWMAN, Ms Desbic 1007 = O ] a
(30/03/1986,F, GZF9722)
1005 [RF GYQBSIT (] QWERTY, Mr Joseph Second 008 Otz 1047 A & 0
Changed (21/03H$50.M,
1500 UF GXz7454 (] FAHEY, Mr David []15:00 [15:00 [715:30 A ] v O
(12/04/1952, M, GXZ7454)
2. Select Update All Non-Attended from the appropriate hospital level drop down
menu.
The following message will display.
This will update all patients that have not attended
Continue?
| ok || Ccancel
3. Click Ok. The following screen displays:
B m Clinic for Ear, Nose and Throat
~
views (Bodkings Deais 1Y R
Clinic Type Ear, Nose and Throat Location ENT Outpatients
Session Status
(Comments. Instructions
Clinic List for 9:00 am 23 Feb 2015 ,:E‘

= 0500 RF AAAZ3E3 (] BOOCOCK, Ms Julie: 0852 0301 0 oA 0 0 .
(0S/D1/1983 F, AAA2333)

08:15 RF T-02162 (2] CANDISH, Irs Lorraine [os08 os14 O oA ] 0O
(29/D4/1949 F, T-02162)

08:30 RF GZUs421 (2 VALLEY, Mr Spy O O O ] [CJDNA ra 0O
(15/D1/1982,M, GZJ5421)

08:45 RF GXHEEE0 2] NBRS, Testone. O O O [CJDNA =]
(Q1/D1/1950.M, GXHESS0)

= 1000 SF GZFaT22 (C NEWMAN, s Debbie []10:07 O O O (] O
(3010311986, F, GZFE722)

1005 [RF GYQBSIT (] QWERTY, Mr Joseph Second 008 Otz 1047 A 0
Changed (211031850 M,

1500 UF GXZ7434 ("] FAHEY, Mr David 1500 [J15:00 []15:30 A m] A}“ O
(12/D4/1952,M, GXZ7454)

The appointments without Check-In and Time Seen times have been updated to Did Not
Attend (DNA).
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2.2.12 Updating Session Comments

(081 of

Three lines of comments are available for display on the Clinic List screen: two of which
are set up along with the instructions in the Clinic Master Maintenance. The third line of
comments is available for the session and can be updated using the Views menu on the
Clinic List. For example, the comments could notify the clinic staff that the attending

doctor has changed for that session only.
To update the session comments:

1. Open the Clinic List for the clinic you want to view.

T+ Climic for Surgery - General
iz Bookings Details v Date & Start Time.
Clinkc Type General Surgery Location
|Session Status
Comments Keep 1st Monday light Instructions
Dr does Ward round at 8am

Clinic List for 9:00 am 23 Feb 2015

General OP WGTN

Reg not present

0500 Staff Meeting - Room 3M2

1000 uTG Staff Meeting - Room 3M2

=00 TG Staff Mesting - Room 3M2

1020 MTG | Staff Meeting - Room 302

Rl RF GvN12TE ] BROWN, Mr Roger 0 ] ]
(05/05/1987 M, GVYN1276)

] RF GZATT22 =) NEWBERRY, Ms Dana 03 O O
(05/0211986.F, GZATT22)

B 1050 |sF

= 1100 RF GVMSSTT (] JONES Ms Mary 0 O ] O
(14/06/1951,F, GYMSSTT)

#1105 RF (AAA4DAZ [y AATTERSON-JENNERSONS, o A
V:AII;I.EXFE‘H Reete (24/07/1896 M,

1110 |sF

=12 RF GYR2418 [°] WALKER, Mast Ranjeet 0 O m] (]

M, GYR2418)
B 11:30 ’i?

2. Select Update Comments from the Views menu. The following screen displays:

Update Session Comments [? = %]

Session Status Doctor Standing in w4 |
Session Comments Phil Jones standing in ® |
| Ol | | Cancel |

3. Select a Session Status if required from the list and enter the session comments.

4. Click Ok.
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The Clinic list is redisplayed with the new comment.

) Clinic for Surgery - General ~
e s Tme
General Surgery Location General OP WGTN
Doctor Standing in
Comments Keep 1st Monday light Instructions. P
Dr does Ward round at 8am

Phil Jones standing in

Clinic List for 9:00 am 23 Feb 2015

[mpgo0 MG | [Staff Mesting- Room 3M2 r—r T _ T "  —’°r—  — " 7}
o ~
E 10:00 MTG Staff Meeting - Room 3M2
E 10:10 MTG Staff Meeting - Room 3M2
1020 MTG | Staf Meeting - Room 302
1030 RF GVN12TE ) BROWN, Mr Roger O O ] O O

(05/05/1987, M, GVN1276)
1040 RF (GZATT22 [°] NEWBERRY, Ms Dana 7013, O O ] O

(05/02/1986 F, GZATT22)
= 1050 |sF
E 11:00 RF GWMSS77 () JONES. Ms Mary [} (m] (] [} (m]

(14/06/1951 F, GVMS877)
E 11:05 RF AAALDYZ (2 AATTERSON-JENNERSONS, (] (] ] (] (] A

Mr Hayden Reete (24/07/1996 M,
1110 ’?F
1120 FF GYR2418 ) WALKER, Mast Ranjest O O ] O O

GYR2418)
1130 ’FF
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2.2.13 Suspending a Clinic Session

A single Clinic Session can be suspended using the Views menu option rather than
suspending the whole clinic. To suspend a clinic session:

1. Open the Clinic List for the clinic you want to view.

D) limic for Surgery - General
~
Views Bookings Details v Date & Start Time Mon 23 Feb 2015 at03:00 v
Clinic Type General Surgery Location General OP WGTN
Session Status Doctor Standing in
Comments Keep 1st Monday light Instructions Reg not present
Dr does Ward round at 8am

Phil Jones standing in

Clmic List for 9:00 am 23 Feb 2015

Staff Meeting - Room 3M2

= 10:00 MTG Staff Meeting - Room 3M2

=00 MTG Staff Meeting - Room 3M2

1020 MTG | Staff Meeting - Room 312

030 RF GUN12TE ("] BROWN, Mr Roger ] ] O O O
(05/05/1987 M, GVN1276)

=100 RE GZATT2 |2 NEWBERRY, hs Dena [mIRE O O 0 (m|
(05/02/1986,F, GZATT22)

1050 ’?F

= 1100 RF GuMsaTT (7 JONES Ms Mary & O O O O
(14/06/1951,F, GYMSS77)

1105 RF (AAR4D4Z (2 AATTERSON-JENNERSONS, O @] ] o O Ac
Mr Hayden Reecs (24/07/1996 M,

1110 [sF

- 5

1120 RF GYR2818 (] WALKER, Mast Ranjet ] ] O O O

M, GYR2418)

2. Select Suspend Clinic from the Views menu.

The Suspend Session screen will display.

Suszpend Reason |
[ Ok | | Cancel |

3. Select areason from the list.
4. Click Ok.

A clinic timetable for the day is displayed minus the session that was suspended.
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2.2.14 Recording Clinic Usage
Actual times versus the scheduled start and end times for the session are recorded for
reporting purposes. By capturing these times the clinic usage can be assessed. To
record the actual start and end times for a session:

1. Open the Clinic List for the clinic you want to view.

‘Clinic for Surgery - General
O N

= Date & Start Time Mon 23 Feb 2015 at03.00 v
P Contact Details Location General OP WGTN

|Session Status Update Slots: resen

Comments Instructions Reg not pr it

Reschedule
Update All Non Attended

Print Group Labels Clinic List for 9:00 am 23 Feb 2015
inic Usage
7= Bulk Attendance
2L Bulk Departure
Bulk Discharge
Bulk Follow Up

Confimed Appointments Staff Meeting - Room 3M2
Staif Mesting - Room 3M2
=00 MTG Staff Meeting - Room 3M2
=020 MTG |Staff Meeting - Room 3M2
=030 RF GUNIZTE (] BROWN, Mr Roger ] O O ] O
(0505197 M, GUN1278)
= 1040 RF GzATIZ2 (] NEWBERRY, Ms Dana 1013 | O ] (]
(05/02/1986,F, GZATT22)
1050 |sF
] RF GVMSETT (7 JONES, Ms Mary O O O
(1410611951 F, GWMSS77)
05 RF AAALD4D () AATTERSON-JENNERSONS, O O O O O Az
?:AII:I.EX?EF Reece (24/07/1998 M,
- 11:10 ’?F
R RF (GYR2418 WALKER_ Mast Ranjeet
Lz (o | ] () (m] ] (m}
M, GYR2418)
=130 RF
v

Select Clinic Usage from the Views menu.

Clinic Usage H'EEe

Actusl Start Time | (0]
Actual End Time | 5

Reaszon for Delay | A |

Ok || Default Times ||  Cancel |

2. Enter the start and end times and select a reason if the doctor was absent for a
period of time.

3. Click Ok.

The times are recorded and the clinic list redisplayed.
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2.2.15 Recording Attendance for Several Appointments

For group sessions where individual attendances times not necessary i.e. Ante Natal
classes you can record the attendances times for several patients at a time.

To record times for several patients:

1. Open the Clinic List for the clinic you want to view.

Date & Start Time:
Location General OP WGTN

Bookings Detail
Diagnosis Details

Instructions Reg not present

Clinic Usage
Bulk Attendznce
[Ted Bulk Departure

Staff Meeting - Room 32

. 10:00 MTG Staff Meeting - Room 2M2

=100 MTG Staff Meefing - Room 2M2

=020 uTG Staff Mesting - Room 2M2

1030 RF GVN1276 (") BROWN, Mr Roger O ] O O ]
(05/05/1997 M, GVN1276)

1040 RF GZATIZ2 (] NEWBERRY, Ms Dana o3 O O O ]
(05/02/1986 F, GZAT722)

1050 SF

1100 [RF GVMEETT [ JONES, Ms Mary 0O O O O ]
(14106/1951,F, GVMSS77)

110s RF [ARADAZ (2 AATTERSON-JENNERSONS, o O O O ] As
M Hayden Reete (24/07/1896 M,

1140 SF

=20 RF GYR241E (") WALKER. Mast Renjest ] O O O ]
(02/05/2006, M, GYR2418)

=130 RF

2. Select Bulk Attendance from the Views menu. The following screen displays:

—d_

(Clinic: Type General Surgery Location General OP WGTN
Session Status Doctor Standing in
(Comments Keep 1st Monday light Instructions Reg not present

Dr does Ward round at 8am

Phil Jones standing in

[Patiee 0 |=
I
- ]
- ]
|

Routing Follow-Up BROWN, Mr Roger (DS/05/1957, M, GVIN1276)

Routine Follow-Up NEWBERRY, Ms Dana (05/02/1956.F, GZATT22) 10:13

120 10:50 | Special Follow-up

130 1100 | Routine Follow-Up JONES, Ms Mary (14108/1351.F, GVMSSTT)
135 1105 | Routine Follow-Up AATTERSON-JENNERSONS, Mr Hayden Reece (24/07/1986, M, AAAAD43)
40| 1110 | Spesial Fallow-up
150 1120 | Routine Follow-Up WALKER, Mast Ranjeet (02/05/2006.M, GYR2418)
160 11:30 | Routine Follow-Up

(Check in Time I o N 1Y)
i

3. Leave the default Check in Time or enter the required time and click Attend All.

Note: All patients are selected by default. To exclude a patient clear the Mark check box.
Patients that have already been Attended are not able to be selected in the Bulk
Attendance.
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2.2.16 Recording Departures for Several Appointments

(081 of

Where individual departure times are not required for each patient, you can update

several appointments in the clinic session with the same departure time.

To record the departure time for several appointments:

1. Open the Clinic List for the clinic you want to view.

O
Views

Clinic Type

Session Status

Comments

Bulk Fol

Bookings Delails

Diagnosis Dx
ct Detai

Reschedule

Suspend Cli
Print Group

etails
ils

inic
Labels

Clinic Usage:

Clinic for Surgery - Gener

Date & Start Time
Location

Instructions

ic List for 9:00 am 23 Feb 2015

General OP WGTN

Reg not present

7 Bulk Atiendance
44 Bulk Departure
Bulk Discharge

Mmtrann | llow Ups -

0500 MTG| Confimed Appointments Staff Meeting - Room 3M2

= 1000 MTG Staff Meeting - Room 3M2

- 010 MTG Staff Meeting - Room 3M2

=020 MTG Staff Meeting - Room 3M2

1030 RF GVN1276 [C] BROWN, Mr Roger [710:30 (] ] (]
(0S/05/1997 M, GVN1278)

1040 RF GZATT22 (] NEWBERRY, Ms Dana 1013 O O O
(05/02/1986 F, GZATT22)

M 10:50 SF

100 RF GYMEETT [ JONES, Ms Mary ] O
(14/08/1951 F, GWM5S77)

105 [RF ARA4DAZ [ AATTERSON-JENNERSONS, 1030 O ] O A
Mr Hayden Reece (24/07/1886M,

110 SF

1120 RF GYR2418 () WALKER, Mast Ranjest 1030 O & O
(020512006 M, GYR2418)

1130 RF

2. Select Bulk Departure from the Views menu. The following screen displays:

(Clinic: Typs

Session Status

Comments

Bulk Departure v

General Surgery
Docior Standing in

Keep 1st Monday light
Dr does Ward round at 8am

Phil Jones standing in

Date & Start Time.
Location

Instructions

General OP WGTN

Reg not present

A

[ec] Hon 23 e 201520500~ []*

3. Modify the departure time if required and click Depart All. The screen refreshes with
a departure time listed.

Note: If you clear the Mark field for a patient they will be excluded from the departure
time update.
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2.2.17 Recording Discharges for Several Appointments

Where individual discharge details are not required for each patient, you can update
several appointments in the clinic session with the same discharge details.

To record the departure time for several appointments:

1. Open the Clinic List for the clinic you want to view.

Date & Start Time Mon 23 Feb 2015 a1 03:00 v

Location General OP WGTN

Bookings Detail
Diagnosis Detai

ils

Clinic Usage
Bulk Atiendance
[ Gl Departre
Bulk Discharge
Bulk Follow U

Staff Meeting - Room 32

. 10:00 MTG Staff Meeting - Room 2M2

=100 MTG Staff Meefing - Room 2M2

=020 uTG Staff Mesting - Room 2M2

= 1030 RF GVN1276 (") BROWN, Mr Roger 1030 ] O O ]
(05/05/1937 M, GVN1276)

1040 RF GZATIZ2 (] NEWBERRY, Ms Dana o3 e s O ]
(05/02/1986 F, GZAT722)

1050 SF

1100 [RF GVMEETT [ JONES, Ms Mary 0O O O O ]
(14106/1951,F, GVMSS77)

= os RF [ARADAZ (2 AATTERSON-JENNERSONS, 100 71030 itis O ] As
M Hayden Reete (24/07/1896 M,

1140 SF

=20 RF GYR241E (") WALKER. Mast Renjest 1030 71030 s O ]
(02/05/2006, M, GYR2418)

=130 RF

2. Select Bulk Discharge from the Views menu. The following screen displays:

Views Bulk Discharge v Date & Start Time Mon 23 Feb 2015 2 0300 ]2

Clinic Type General Surgery Location ‘General OP WGTN
Session Status Doctor Standing in
Comments Keep 15t Monday light Instrustions Reg not pressnt

Dr does Ward round at 8am

Phil Jones standing in

100 10: Routine Follow-Up BROWN, Mr Roger (D5/05/1987,M, GVN1276) 10:30 O

110/ 10:40 | Routine Follow-Up NEWBERRY, Ms Dana (05/02/1986,F, GZATT22) 1013 10:13 11:15

120/ 10:50 | Specil Follow-up

130) 11:00 |Routine Follow-Up JONES, Ms Mary (14/06/1951,F, GYMSE7T)

135/ 11:05 |Routine Follow-Up AATTERSON-JENNERSONS, Mr Hayden Reece (24/07/1956,M, AAA4D42) 1030 10:30 11:15

140 11:10 | Special Follow-up

150/ 11:20 | Routine Follow-Up WALKER, Mast Ranjeet (02/05/2006,M, GYR2418) 1030 10:30 11:15 O

160 11:30 | Routine Follow-Up

Outcome Atiended
Discharge Status

Patient Discharge Lefter Printer
GP Discharge Letter Printer

=T

3. Enter the Outcome and Discharge Status codes from the lists available Discharge
All. The screen refreshes with a Departure Status listed.

Note: If you clear the Mark field for a patient they will be excluded from the discharge
update. Only patients that have Attended the Clinic and do not have future bookings into
the Clinic are able to be selected in the Bulk Discharge.
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2.2.18 Adding Follow up Appointments for Several Patients
Where recording follow-up appointments for a group of patients you to ensure that there
are sufficient appointments available for the group. When you select the first
appointment in the list the Outpatients module books the remaining patient in the group
into the subsequent appointment slots.
To add follow-up appointments for several appointments:

1. Open the Clinic List for the clinic you want to view.

O Clinic for Surgery - General

~
Views Bookings Details Dste & Stari Time Mon 23 Feb 2015 3t 02.00 v
(Cinic Type glfi"a?ﬁ ;:E.\s Locstion General OP WGTN
|Session Status Update Shots
(Comments Reschedule Instructions Reg not present
Update All Non Attended
Update Comments
Suspend Clinic —
Selected : Print Group Labels Clinic List for 9:00 am 23 Feb 2015 !3
12 Clinic Usage
7 Bulk Attendance
Time B ik Departurs Time Followup/ :ﬁ:—i Confirmed
Bulk Discharge = Ouicn
Bulk Follow Up e i R O R O A A 8
= 0500 MTG| Confirmed Appointments Staff Meeting - Room 3M2
1000 MTG Staff Meeting - Room 3M2
=010 MTG Staff Meeting - Room 3M2
020 MTG Staff Meeting - Room 3M2
030 RF GYN1276 () BROWN, Mr Roger []10:30 (] O =]
(05/05/1987 M, GVN1276)
1040 RF GZATT22 (O NEWBERRY. Ms Dana 103 []10:13 n:s A
(05/02/1986,F, GZATT22)
1050 SF
1100 RF GVMEETT 2 JONES, us Mary & O O & O
(14/06/1951,F, GWMSS77)
1105 [RF AAA4D42 (] AATTERSON-JENNERSONS, 71030 [10:30 1115 0O O A
Mr Hayden Resce (24/07/1586.M,
1110 SF
f 11:20 RF GYR2418 ) WALKER. Mast Ranjeet []10:30 []10:30 []11:15 ] ]
(02/05/2006, M, GYR2418)
11230 RF
v
‘Climic for Surgery - General
Views Bulk Follow Up__ | Date & Start Time Mon 23 Feb 2016 3:03:00 w[>2]
Clinic Type General Surgery Location General OP WGTN
Session Status Doctor Standing in
Comments Keep 1st Monday light Instructions Reg not present
Dr does Ward round at 8am

Phil Jones standing in

00| 10:30 | Routine Follow-Up BROWN, Mr Roger (DS/05/1967, M, G/N1275) 10:30

110 10:40 Routine Follow-Up NEWBERRY, Ms Dana (05/02/1988 F, GZATT22) 10:13 10:13 11:18
1200 1050 | Special Follow-up
130, 1100 | Routine Follow-Up JONES, Ms Mary (14/06/1951,F, GUMSETT)
135 1105 Routine Follow-Up AATTERSON-JENNERSONS. Mr Hayden Reece (24/07/1986 M, AAA4042) 10:30 10:30 11
140 1110 | Special Follow-up
1500 1120 Routine Follow-Up WALKER, Mast Ranjeet (02/05/2008 M, GYR2418) 10:30 10:30 11:18
160 1130 Routine Follow-Up

‘Clinic. ,—

Session Date & Time | =T

Print Follow Up Letter Printer

Send Letter Generate Letier date [ %@

Link Referral Details
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3. Click the Look Up icon to select the appropriate Clinic session. The Clinic
Search screen displays.

Clinic Search (2 =[]
ciie Tye TunzeFeb a5 ||
Ciinic 1D ~ Clinic ®) Next Available ()

4. Enter the search criteria and select the required date by clicking the Session icon

e}

Clinic Search a8
Ciinic Type. General Surgery v Wed 11 Mar 2015 w||>>| ]
Clinic 1D v Clinic_(®) Next Available )
Vit Type v
_—
(B =D Ar D General Surgery Surgery - General Gynaecolagy Outpt 22 0 (] o
[ General Surgery Surgery - General General OF WGTN 20 0 o o
[EF3 16 Mar 2015 at 03:00 Mon Genersl Surgery Surgery - General General OP WETN 17 0 o o
[E3 19 Mar 20152t 05:30 Thu General Surgery Surgery - General Gynascology Outpt l22 0 o o
[ER U= General Surgery Surgery - General General OP WGTN l20 0 (] 0]
JER =R General Surgery Surgery - General General OF WSTN 17 0 (] ]
[ RER =Rt General Surgery Surgery - General Gynaecolagy Outpt 22 0 (] o
[ General Surgery Surgery - General General OF WGTN 20 0 (] ]
[E73 30 Mar 2015 2t 03:00 Mon Genersl Surgery Surgery - General General OP WGTN 17 o o o
R it Genersl Surgery Surgery - General Gynascology Outpt |22 o o o
<< Previous Next =>

The Clinic List will display available appointments.

[mm] Clinic List for 9:30 am 12 Mar 2015 |2 =lx]
Surgery - General Appointment List Show D Thu 12 Mar 201530930~

Ve e |
L

9:30am  Routine Follow-Up

8:40am  Routine Follow-Up

50am  Routine Follow-Up
10:00am  |Reutine Follow-Up

10:10am  |Routine Follow-Up

10:20am  |Routine Follow-Up
10:30am  |Routine Follow-Up

10:40am  |Routine Follow-Up

58| [5E| [ (K| [E| [E| IE| FE{

10:50am  |Routine Follow-Up

¥ ¥}
5. Click on the first appointment time -~ into which you want to book the first patient.

6. Click Ok. Appointments will be made in the new Clinic for each patient selected.
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2.2.19 Confirming Appointments

Use the Confirmed Appointments option to keep track of patients whose appointments
you have confirmed.

To confirm appointments:

1. Open the Clinic List for the clinic you want to view.

B m Clinic for Surgery - General
~
= e r— e
Ciric Type g:rg‘gg‘s'se[";ﬁ"s Location Gynaecology Outpt
|Session Status Slots
Comments Reschedule Instructions
Update All Non Attended
Clinic List for 9:30 am 12 Mar 2015
Print Group Labels
I Clinic Usage.
Bulk Attendance:
Bulk Departure:
[Fom | ped r
Confirmed i ~
4 08:40 RF
f 0850 RF
f 10:00 RF
=i RF GYN1276 ("] BROWN, Mr Roger 0 O [} O O
(05/05/1987, M, GVYN1276)
= 1020 RF czaTT22 (] NEWBERRY, Ms Dana =} [} O 0 (]
(05/02/1986,F, GZATT22)
1030 RF GVMSS77 (Z JONES, Ms Mary ] (] O O (m} O
(14/06/1951,F, G\VMS5877)
1040 [RF AAA4DA2 (2] AATTERSON-JENNERSONS, 0O O O O O A O
Mr Hayden Reece (24/07/1906.M,
t 10:50 RF GYR2418 () WALKER. Mast Ranjeet |m} ] |} || (]
M, GYR2418)
z 11:00 RF
f 11:10 RF
1120 RF
B 11:30 ’FF vV
2. Select Confirmed Appointments from the Views menu.
The Confirmed Appointments screen will display.
vews e & e ime [ec] T 2 Mer 0150520 2]
Clinic: Type General Surgery Location Gynaecology Outpt
|Session Status
(Comments. Instructions
—-— e Liikiki K i BB
10| 09:30 | Routine Follow-Up

20| 0240 | Routine Follow-Up

30| 09:50 | Routine Follow-Up

40| 10:00 | Routine Follow-Up.

50| 10:10 | Roufine Follow-Up BROWN, Mr Roger (05/05/1997.M, GYN1276) 104 3213 5522 029 8852011
60| 1020 | Routine Follow-Up NEWBERRY, Ms Dana (05/02/1986,F, GZA7722) 04 2200 4771 |04 1000 4117 0320 336 220
70 10:30 | Routine Follow-Up JONES, Ms Mary (1410611951 F, GVMS377) 04 200 77782 0230201 711 O
80| 1040 | Routine Follow-Up AATTERSON-JENNERSONS, Mr Hayden Resce (24/07/1986 M, AAA4D42) 03220 1100 |03 123 45678 024 1177741 O
S0/ 1050 | Routine Follow-Up WALKER, Mast Ranjest (02/05/2006 M, GYR2415) 04 3120 2288

100[ 11:00 | Routine Follow-Up.

10| 11:10 | Routine Follow-Up.

120 11:20 | Routine Follow-Up.

30| 11:30 | Routine Follow-Up.

140 11:40 | Routine Follow-Up.

150| 11:50 | Routine Follow-Up.

160 12:00 | Routine Follow-Up.

3. Select the Confirmed field for those appointments that are confirmed.

4. Note: Appointments can also be Confirmed on the Multi Session Patient List.
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2.2.20 Recording Contact Details for Several Patients
Use the Bulk Contact option to record episode information for a group of patients
attending a clinic, for example, for a Physiotherapy rehabilitation session for Cardiology
patients.
This option is not available unless the clinic session is set up to collect Contact details.

To record bulk contacts:

1. Open the Clinic List for the clinic you want to view.

B Clinic for Surgery - Genes ~
T Do &30t T

ings
Diagnosis Details .

Contaet Details Locstion General OP WGTN
Update Slots

Reschedule
Update All Non Attended
Update Comments
Suspend Clinic

Print Group Labels
Clinic Usage

llow Up:
MTG| Confimed Appointments Staff Mesting - Room 3M2

Contact

1000 MTG Staff Meeting - Room 3M2

- 010 MTG Staff Mesting - Room 3M2

=020 MTG Staff Meeting - Room 3M2

t 10:30 RF GVN1276 D BROWN, Mr Roger DWD}D D1505 ] |m} (o]
(0S/05/1997 M, GVN1278)

t 10:40 RF GZATT22 (") NEWBERRY. Ms Dana 1013 []10:13 n:is A (]
(05/02/1986,F, GZATT22)

- 10:50 SF

1100 RF GVMEETT [ JONES, s Mary ] O O ]
(14/08/1951 F, GWM5977)

=S RF [AAA4DA2 (] AATTERSON-JENNERSONS, 71030 1030 01115 m O A
My Hayden Resce (24/07/1896.M,

=110 SF

1120 RF GYR2418 () WALKER. Mast Renjest 71030 1030 15 H] o
(02/0S/2006 M, GYR2418)

1130 RF

2. Select Bulk Contacts from the Views menu. The following screen displays:

\iews e Dte & Start Time Mon 23 Feb 2015 5t 03:00

(Clinic: Type General Surgery Location General OP WGTN
Session Status Doctor Standing in
Comments Keep 1st Monday light Instructions Reg not present
Dr does Ward round at 8am
Phil Jones standing in s ony [

100/ 10:30 | Routine Follow-Up BROWN, Mr Roger (05/05/1997 M, GVN1276) 10:30 16:05 INo

110| 10:40 | Routine Follow-Up NEWBERRY. Ms Dana (0S/02/1386.F, GZAT722) 10:43 10:13 1:15 INo.

120| 10:50 | Special Follow-up

130| 11:00 | Routine Follow-Up JONES, Ms Mary (14/08/1951F, GVMSST7) INo.

135 11:05 | Routine Follow-Up AATTERSON-JENNERSONS, Mr Hayden Reece (24/07/1986,M, AAA4042) 10:30 10:30 1:15 INo.

140| 11:10 | Special Follow-up

150| 11:20 | Routine Follow-Up WALKER. Mast Ranjeet (02/05/2006 M. GYR2415) 10:30 10:30 1:15 INo.

160| 11:30 | Routine Follow-Up

Bk o

5. Note: Only Appointments linked to a Referral are able to be selected to enter
Contacts.
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3. Click Bulk Contact. The Add Contact for [Referral Department Name] screen

displays:
Department |Genercll Surgery WGTN Entered By IW
Health Care Provider |PC x |F’erTy Cox(Dr ) @ !
Date [23Feb 2015 rime] 5
Occasion of Service |
Type of Contact | e |
Direst Minutes [0 Indirect Minutes L ]
Travel Time I:I Mileags I:l
Claim Code | Location of Service Qutpahents Pub Hosp A%
Purchaser | i | Contract ~
Outcome | A |
Last Contact ]
Additional HGP [

Add | | Cancel

4. Enter the Contact details and click Add. The Contact for [Referral Department
Name] is added to the patient Referral details.
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2.3 Recording the Details of a Patient’s Attendance at a Clinic

This section describes how to record:

. The check-in time of a patient

. The time at which a patient was seen

o The departure time of a patient as well as the diagnosis and outcome

. Attend to a patient from the Appointment Details screen, enabling you to record

the above details all at once.
2.3.1 Recording Patient Check-In Time
To record a patient’s check-in time:

1. Select Outpatients Clinics or Clinic List from the appropriate hospital level drop
down menu.

The Clinic Timetable for the current date will display.

2. Click the Open Session m icon for the required clinic.

The Clinic List will display.

(]

Clinic Type Dental Location Dental Outpatients

Session Status

Camments Generic Dental Clinic Instructions This is my instructions

0500 RF HAAA307 - TANK Lord Frank ] [m} (m| ] 0 O
(12/01/2009,M, HAA4307)

=053 RE GTITT36 [ HABASQUE, Ms Jean & O ] & O &
(01/05/1916,F, GYJ7136)

= 0500 RF ARAZHET [ RACE, s Lozal Three O & O O & O
(1171111961 F, AAA3261)

= 0s30 RF GZve008 [ KEENAN, Mrs Chellie o & O o & O
(29/05/1965.F, GZY9005)

3. Click the L icon in the Check In column for the required patient.

The current time is recorded as the patient’s arrival time and the status of the patient is
changed from Booked to Attended.
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2.3.2 Recording Time Seen

To record the time at which the patient was seen:

1. On the Clinic List screen click the [ icon in the Time Seen column for the required
patient.

The Enter/Update Attendance Details screen is displayed.

Date |29 Aug 2016 Check in Time

1%

T s — e |-
Mode of Delivery |Faoe To Face - 1 Patient - 1 Clinician
Outcome I
Presenting Complaint | | Unit | ¥ |
Diagnosis [ @

| Q

| Q

| Q

| Qg
Procedure I @

| g

| &

| s

| =
Problem |

| )

| =
Comments
Seen By | @

[ Ok |[ Cancel
2. Click OK.

The Clinic List is redisplayed, and the time seen is recorded.

2.3.3 Recording Departure Time

1. On the Clinic List screen, click the L] icon in the Departure column for the patient.

The Enter/Update Attendance Details screen is displayed.
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Enter{Update Attendance Details - Rogerson Orthopaedic Clinic - ORT Orthopaedics - - APPLE Ms Annie Jane

Date 29 Aug 2016 Check in Time T o
Time Seen l:l '6 Departure Time l:l 6
Mode of Delivery Face To Face - 1 Patient - 1 Clinician
Outcome
Presenting Complaint | | Unit | ¥ |
Diagnosis I @

| =Y

| =Y

I Q

| Q
Procedure I @

| Q)

| Q

| &

| &
Problem |

| =

| =
Comments
Seen By | @

| Ok |[ Cancel

2. Select the relevant outcome.

3. Supply other details as necessary, including Diagnosis, Comments and Seen By (if
required).

4. Click OK.

The Clinic List is redisplayed and the departure time is recorded.

[orgs Dents—— I3

Dental Location Dental Qutpatients

Generic Dental Clinic Instructions This is my instructions

‘Clinic List for 8:00 am 23 Feb 2015

D TANK, Lord Frank D
(12/01/2009.M, HAA43DT)

0530 RF [S{EES (-] HABASQUE, Ms Jean ] O O O O O
([01/05/1916,F, GVJ7136)

0500 RF ARAZAE1 2 RACE. Ms Local Three ] [m} (m| ] 0 O
(1171171961 F, AAA3461)

= 0w RF GZYE008 [ KEENAN, Wis Ghellie 622 1630 o710 w0 ] O
(29/05/1965 F, GZv3008)

Note: Depending on how parameters are set up for your site, the Make Follow Up
Appointment screen or Discharge screen may be displayed (depending on the Outcome
code entered), enabling you to immediately start recording details for a follow-up
appointment or the discharge details.
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2.3.4 Attending a Patient from the Appointment Details Screen
To attend to a patient from the Appointment Details screen:

1. Search for the patient, and display details in the Patient Demographics screen (as
described in the webPAS PMI and NHI User Guide).

2. Select Appointments from the appropriate patient level drop down menu.

1 JONES Ms Mary [} Unit General Surgery NHI No GVMSE9TT
Date of Birth 14 Jun 1951(Age 63 yrs) Sex Female Claim Code EX Clinician Dr cox Perry st Dates Booked 23/02/2015 at 11:00 Visit No 2150880
Gl e [ e
[Me tmen|

Selected : 2 New Bookings Ms Mary JONES

8412 Mar 2015 at 10:30 Thu  |Surgery - General General Surgery Routine Follow-Up Booked
1 23 Feb 2015 at 11:00 Mon  [Surgery - General General Surgery Routine Follow-Up Booked

s
3. Click the Appointment - icon corresponding to the booking you want to work with.

The Appointment Details screen will display.

1 JONES Ms Mary [} Unit General Surgery NHI No GVMSSTT
Date of Birth 14 Jun 1951(Age 63 yrs) Sex Female Claim Code EX Clinizian Dr cox Perry isit Dates Booked 23/02/2015 at 11:00 Visit No 2150880
e Wl -— Information — | — Functions — v | — Labels & Forms ~ ~

— Adtions — v ppointment Deta s

Giinic surgery - General Appointment Mon 23 Feb 2015 at 11:00

Ciinic Location General OP WGTN Interpreter

Special Amangements Priority Non-Urgent

Referral Source General Practitioner unit General Surgery

Transport Reports Required

Claim Code Exemption Refenal Date

Referring GP

Booked By J.R.Henshall Date 24 Feb 2015 at 10:38:32

Presenting Complaint Prophylactic Gastrectomy Contract $01- AH - Gen Surg

Diagnosis

Purchaser DHB Purchase

Outeome

GComments
Selected : 0 Same Day Appointments E @
I [

Select Attendance from the Actions menu.

The Enter/Update Attendance Details screen displays:
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Date 29 Aug 2016 Check in Time T o
- - e |-

Mode of Delivery |Face To Face - 1 Patient - 1 Clinician
Outcome |
Presenting Complaint | | Unit | ¥ |

Diagnosis I @

Procedure I @

Problem |

Comments

Seen By | @

4. Record the Check In Time, Time Seen and Departure Time.

Use the Date/Time Stamp tb icons to set fields to the current time, or the Time Lookup
icon to select a time.

5. Select the relevant Outcome.
6. Click OK.

The Appointment Details screen is displayed, with the Outcome field completed.

3 APPLE Ms Annie Jane /i [} @ ¥ I3 NHI No

Date of Birth 03 Apr 1980(Age 36 yrs) Sex Female Claim Code RG Visit Dates Attended 29/08/2016 at 14:48 Visit Mo

— Information — | — Fundlions — || — Labels & Forms — v/
Clinic Rogerson Orthopaedic Clinic Appointment Mon 29 Aug 2016 at 16:00
Clinic Location Main OP Department Interpreter
‘Special Arrangements Priority
Referral Source Inpatient Unit
Transport Reporis Required
Claim Code Non Accident Referral Date
Referring GP Mode of Delivery Face To Face - 1 Patient - 1 Clinician
Booked By Juliet Iremonger Date 29 Aug 2016 at 15:02:13
Presenting Complaint Contract
Diagnosis Procedures
Purchaser DHB Purchase Problems
Outcome Attended
Comments
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3 Managing Appointments

This section describes how to:

. Reschedule an appointment
o Cancel an appointment
o Make a follow-up appointment

. Mark appointments as not attended (DNA)

3.1 Rescheduling an Appointment
To reschedule an appointment:
1. Display the Appointment Details screen.
Appointment details can be accessed in one of two ways.
Via the Patient Search facility:

2. Search for the patient, and display details in the Patient Demographics screen (as
described in the webPAS PMI and NHI User Guide).

3. Select Appointments from the appropriate patient level drop down menu.

The Appointment Details screen for the patient will display.

(1 JONES Ms Mary [} Unit General Surgery NHI No GVMS877
Date of Birth 14 Jun 1951(Age 63 yrs) Sex Female Claim Code EX Clinicizn Dr cox Perry Visit Dates Attended 23/02/2015 at 10:50 Visit Mo 2150880

————— ok S—

12 Mar 2015 at 10:30 Thu  |Surgery - General General Surgery Routine Follow-Up Beoked

R4 3 Feb 2015 at 11:00 Mon |Surgery - General General Surgery Routine Follow-Up Attended Attended

¥ ¥
4. Click the Appointment - icon corresponding with the booking that is to be
rescheduled.
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5. The Appointment Details screen displays.

Proceed to step 4 in the section below to reschedule the appointment.

4 APPLE Ms Annie Jane A Ce®%R NHI Ho GZM8818
Date of Birth 03 Apr 1980(Age 36 yrs) Sex Female Claim Code RG Visit Dates Attended 29/08/2016 at 14:48 Visit No 2152591

-~ Information -—- || - Functions —— || —— Labels & Forms - W

Clinic Rogerson Orthopaedic Clinic Appointment Mon 29 Aug 2016 at 16:00
Clinic Location Main OP Department Interpreter

Special Arrangements Priority

Refermral Source Inpatient Unit

Transport Reporis Required

Claim Gode Non Accident Referal Date

Refemring GP Mode of Delivery Face To Face - 1 Patient - 1 Clinician
Booked By AJuliet Iremonger Date 29 Aug 2016 at 15:02:13
Presenting Complaint Contract

Diagnosis Procedures

Purchaser DHB Purchase Problems

Outcome Attended

Comments

Via the Clinic List:

1. Select Outpatients Clinics or Clinic List from the appropriate hospital level drop
down menu.

2. Select the relevant Clinic Type and / or Date.

The Clinic Timetable will display.

[E3 12 Mar 2015 at0s:00 Thu 20 EEETE= [Rogerson Orthopaedic Clinic Upper Hutt Med Cent 8 0 0 0
(37 12 Mar 2015 at02:30 Thu EEH [ComenlSe ] Surgery - General Gynascalogy Oulpt 7 [} 5 0

3. Click the @ icon corresponding to the clinic, date and time relevant to the patient.

Current appointments are displayed.

Bookings Details v Date & Start Time. Thu 12 Mar 20153t 0330 v

General Surgery Location Gynaecology Outpt

Instructions

‘Chinic List for 9:30 am 12 Mar 2015

~

1010 GVN1276 (] BROWN, Mr Roger O O O ] O
(0S/0S/1997, M, GVN1276)

1020 RF GZATT22 (] NEWBERRY, Ms Dana O [} [} ] O
(05/02/1986,F. GZATT22)

E 10:30 RF GVMSSTT (] JONES, Ms Mary (] [} [} =] (] O
(14/06/1951 F, GVM537T)

E 10:40 RF AAA4D42 (4] AATTERSON-JENNERSONS, (] [} [} =] (] A O
Mr Hayden Reste (24107/1986.M,

E 10:50 RF GYR2418 (] WALKER. Mast Ranjeet (m] (] (] [} (m]

GYR2418)
E 11:00 RF
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[Bas |
4. Click the Appointment - icon corresponding to the booking you want to reschedule.

The Appointment Details screen will display.

4 APPLE Ms Annie Jane /\ [} @ ¥ i+ NHI No GZMB818
Date of Birth 03 Apr 1980(Age 36 yrs) Sex Female Claim Code RG Visit Dates Attended 29/08/2016 at 14:48 Visit No 2162591
— Information — || — Functions — | — Labels & Forms — v

Clinic Rogerson Orthopaedic Clinic Appointment Mon 29 Aug 2016 at 16:00

Clinic Lecafion Main OP Department Interprefer

Special Arrangements Priority

Referral Source Inpatient Unit

Transport Reports Required

Claim Code Non Accident Referral Date

Refeming GP Mode of Delivery Face To Face - 1 Patient - 1 Clinician

Booked By Juliet Iremonger Date 29 Aug 2016 at 15:02:13

Presenting Complaint Contract

Diagnosis Procedures

Purchaser DHB Purchase Problems

Outcome Attended

Comments

5. Select Reschedule from the Actions menu.

The Reschedule Appointment screen is displayed, showing current booking details.

tme C B85
Clinic |Surgew - General X @
Date |Thu 26 Feb 2015 at 09:30
Visit Type | Routine Follow-Up Criginating Booking Visit Typs: Routine Follow-Up
| FReason for Reschedule | Rescheduled imes
Source of Referral |Geneml Practitioner Unit | General Surgery N
Special Amangements | Vl

Reset Confirmed Appointment

Print Reschedule Letter Printer |Reception Pir Port
Confract | 501- AH - Gen Surg et Purchaser |DHB Purchase
Comments

Ok || Cancel

6. Click the Search @ icon to perform a search of appointments (as described under
Booking an Appointment at the Patient Level on page 8).

7. Select a Reason for Reschedule.

By default, a Reschedule letter is printed automatically.
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8. De-select Print Re-Schedule Letter if you do not want to print the letter.
9. Select the relevant printer if you have opted to print the Reschedule letter.
10. Click OK.

11. The Print Appointment Labels & Forms template will display.

Booking [ Mo of Labels Printer | ' |
Appointment [] Mo of Labels Printer | “ |
Mailing [ Mo of Labels Printer | ' |
GF Labels [] Mo of Labels Printer | “ |
Print Gard O Printer | v|
Print Booking Latter O Printer | v|
Other Letter 1 Leltgr| S | Printer | vl
| Ok || Cancel |

12. Tick the check box beside each of the items required.

13. Select the number of labels required for each type of label that has been selected.
14. Select a printer for the items to print to.

15. Click OK.

The Appointment Details Screen is displayed, showing the rescheduled booking.

4 APPLE Ms Annie Jane /\ [} @ ¥ ¢ NHI No GZMs818
Date of Birth 03 Apr 1980(Age 36 yrs) Sex Female Claim Code RG Visit Dates Attended 29/08/2016 at 14:48 Visit Ho 2152591
— Information — v || — Functions — || — Labels & Forms — v

Clinic Rogerson Orthopaedic Clinic Appointment Mon 29 Aug 2016 at 16:00

Clinic Location Main OP Depariment Interpreter

Special Arrangements Priority

Referral Source Inpatient Unit

Transport Reports Required

Claim Code Non Accident Referral Date

Refemring GP Mode of Delivery Face To Face - 1 Patient - 1 Clinician

Booked By Juliet Iremonger Date. 29 Aug 2016 at 15:02:13

Presenting Complaint Contract

Diagnosis Procedures

Purchaser DHB Purchase Problems

Outcome Attended

Comments
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16. Select Appointments from the appropriate patient level drop down menu.

The Appointment List is displayed, showing the rescheduled booking.
Unit General Surgery NHI Ne GVM5977 A
Claim Code EX Clinician Dr cox Perry \isit Dates Booked 25/05/2015 at 10:00 Visit No 2150889

1 JONES Ms Mary [}
Date of Sirth 14 Jun 1951(Age 63 yrs) Sex Female

| Labels & Forms -

[ 2cf — Informstion —  ~ [ — Functions —
New Bookings Ms Mary JONES

95 May 2015 at 10:00 Mon |Surgery - General General Surgery Routine Follow-Up Booked
12 Mar 2015 st 10:30 Thu | Surgery - General General Surgery Routine Follow-Up Rescheduled
M 23 Feb 2015 at 11:00 Mon |Surgery - General General Surgery Routine Follow-Up Attended Aftended

When a Rescheduled booking is selected the details of the new Appointment are

NHI No GVMS977

displayed.
Unit General Surgery
Visit No 2150889

(1 JONES Ms Mary [}

Date of Sirth 14 Jun 1951(Age 63 yrs) Sex Female Claim Code EX Clnician Dr cox Perry Visit Dates Booked 26/05/2015 at 10:00

e ey
[New Appaintmen)

Selected : 3 New Bookings Ms Mary JONES o [wiE
- - Booking
N 2 S o e S
Mon |Surgery - General General Surgery Routine Follow-Up Beoked
Rescheduled

24 25 May 2015 at 10:00

12 Mar 2015 5t 10:30 Surgery - General General Surgery Routine Follow-Up
Mon |Surgery - General [Attended Attended

Thu

4 23 Feb 2015 at 11:00
Appointment Rescheduled to 10:00 25/05/2015
Reason: Clinic Overbooked

Operator. J.R.Henshall
Rescheduled Date: 25/02/2015 at 09:49:11
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3.2

Cancelling an Appointment
To cancel an appointment:

1. Search for the patient, and display details in the Patient Demographics screen (as
described in the webPAS PMI and NHI User Guide).

2. Select Appointments from the Information menu (available from the Patient menu
bar).

The Appointment Details screen will display.

(21 JONES Ms Mary [} Unit General Surgery NHI No GVMS977

~
Date of Sirth 14 Jun 1951(Age 63 yrs) Sex Female Claim Code EX Clinician Dr cox Perry Visit Dates Booked 25/05/2015 at 10:00 Visit No 2150889

4 25 May 2015 t 1000 Mon [Surgery - General General Surgery Routine Follow-Up. Sooked

10 Mar 2015 ot 1030 Thu |Surgery - General General Surgery Routine Follow-Up. Rescheduled

B 03 Fep 2015 8t 11:00 Mon |Surgery - General General Surgery Routing Follow-Up. [Attended Aftended
(Bl ]

3. Click the Appointment = icon corresponding to the booking you want to Cancel.

The Appointment Details screen will display.

4 APPLE Ms Annie Jane A Ce®%R NHI Ho GZM8818
Date of Birth 03 Apr 1980(Age 36 yrs) Sex Female Claim Code RG Visit Dates Attended 29/08/2016 at 14:48 Visit No 2152591

C M --— Information -—- | — Functions ——- || —— Labels & Forms - W

Clinic Rogerson Orthopaedic Clinic Appointment Mon 29 Aug 2016 at 16:00
Clinic Location Main OP Depariment Interpreter

Special Arrangements Priority

Referral Source Inpatient Unit

Transport Reports Required

Claim Gode Non Accident Referral Date

Refemring GP Mode of Delivery Face To Face - 1 Patient - 1 Clinician
Booked By JJuliet Iremonger Date 29 Aug 2016 at 15:02:13
Presenting Complaint Contract

Diagnosis Procedures

Purchaser DHB Purchase Problems

Outcome Attended

Comments

Note: You can also access this screen via the Clinic list (available from the Hospital
menu bar by selecting Outpatients Clinics or Clinic List from the Views menu). This
alternative means of access is described under ‘Rescheduling an Appointment’ on page
65.
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4. Select Cancellation from the Actions menu. The Cancel Appointment screen
displays:

Cancellation Reason [

Comments

Print Cancellation Letter Printer | Reception Pir Port w

| Ok | | Cancel

5. Select the relevant Cancellation Reason.

6. Enter any relevant Comments.

By default, a Cancellation letter will print automatically.

7. De-select Print Cancellation Letter if you do not want to print a letter.
8. Select the relevant printer if you have opted to print the letter.

9. Click OK.

10. A confirmation warning message displays:

Click OK to Cancel the Booking, or CANCEL to return to the patient without Cancelling
the Booking.

e 1

Meszage from webpage @

1 Do you wish to continue with this cancellation?
Y Click OK to continue, CAMCEL to exit

| ok || Cancel

11. Click OK.

12. The Appointment is Cancelled.
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13. The Cancelled Appointments List displays:

(1 JONES Ms Mary [} NHI No GVMS977
Dste of Girth 14 Jun 1951(Age 63 yrs) Sex Female
ol — Information — | —Funetions —  w || — Labels & Forms -~ v
e R L N
. 12 Mar 2015 10:30 - Surgery - General - Clinic
25 May 2015 10:00 SUR 125 Feb 2015 No Test Results J R Henshall i
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3.3 Making a Follow-Up Appointment
There are two ways to make a follow-up appointment:
. From the Clinic List
o From the Appointment Details screen

3.3.1 Follow-Ups from the Clinic List

To make a follow-up appointment from the Clinic List:

1. On the Clinic List, click the [l icon in the Follow Up column for the patient.

= e Clinic for Surgery - General
~

o T — s s Teve
Clinic Type General Surgery Location General OP WGTN
Session Status Doctor Standing in
Comments. Keep 1st Monday light Instructions Reg not present

Dr does Ward round at 8am

Phil Jones standing in
i s S

Staff Meeting - Room 3M2

= 0500

1000 MTG Staff Meeting - Room 2M2

=100 MTG Staff Meeting - Room 3M2

020 MTG [Staff Mesting - Room 32

= 1030 [RF GVN1276 ) BROWN, Mr Roger 1030 1605 O ] O
(05/05/1897,M, GVN1276)

= 1040 RF GzATT22 () NEWBERRY, Ms Dana 1013 13 115 A O
(0/0211986.F, GZATT22)

1050 [sF

= 11:00 RF GUMSS77 [ JONES, Ms Mary []10:50 102 on2r s
(14/06/1951,F, GWMSST7)

1105 RF ARALD42 (5] AATTERSON-JENNERSONS, 1030 1030 s A O Az

Mr Hayden Reece (24/07/1996 M,

- 1210 ’EF

=112 RF GYR2418 [C] WALKER, Mast Ranjeet 71030 [J10:30 o118 ] m]

M, GYR2415)
= 11:30 ’ﬁF

The Make Follow Up Appointment screen will display.
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Make Follow Up Appointment - - APPLE Ms Annie Jane

Clinic

Visit Type

Mode of Delivery
Presenting Complaint

Diagnosis

Procedure

Problem

Source of Referral
Unit

[Rogerson Orthopaedic Clinic |4 Date I ~
| Claim Type [Nen Accident
| Face To Face - 1 Patient - 1 Clinician v
|
| Q=
| aa
| &
| Q)
| &
| Q)
| Qs
| aa
| aa
| ey
| =
| =
! a
||Ir|paﬁent | v

2. Click the Search @ icon to perform a search of appointments (as described under

Booking an Appointment at the Patient Level on page 8).

3. Select the relevant Date & time.

s DEQ

General Surgery

SUR - Surgery - General

Routine Follow-Up b

After 6 months W

f Thu 27 Aug 2015 09:30 Routine Follow-Up General Surgery Surgery - General
f Thu 27 Aug 2015 09:40 Routine Follow-Up General Surgery Surgery - General
f Thu 27 Aug 2015 09:50 Routine Follow-Up General Surgery Surgery - General
f Thu 27 Aug 2015 10:00 Routine Follow-Up General Surgery Surgery - General
: Thu 27 Aug 2015 10:10 Routine Follow-Up General Surgery Surgery - General
: Thu 27 Aug 2015 10:20 Routine Follow-Up General Surgery Surgery - General
: Thu 27 Aug 2015 10:30 Routine Follow-Up General Surgery Surgery - General
r Thu 27 Aug 2015 10:40 Routine Follow-Up General Surgery Surgery - General
f Thu 27 Aug 2015 10:50 Routine Follow-Up General Surgery Surgery - General
. Thu 27 Aug 2015 11:00 Routine Follow-Up General Surgery Surgery - General

Previous

Il Next

By default, a Follow-up letter will print automatically.

4. De-select Print Follow Up Letter if you do not want to print a letter.

5. Select the relevant printer if you have opted to print the letter.

6. Click OK.
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7. The Print Appointment Labels & Forms template will display.

Booking [] Mo of Labels Printer | W |
Appointment [] Mo of Labels Printer | “ |
Mailing [] Mo of Labels Printer | W |
GPF Labels [] Mo of Labels Printer | “ |
Print Gard O Printer | v|
Print Booking Letter 7 Printer | v|
Other Letter O Lelter| W | Printer | vl
| Ok || Cancel |

8. Tick the check box beside each of the items required.

9. Select the number of labels required for each type of label that has been selected.
10. Select a printer for the items to print to.

11. Click OK.

The Appointment Details screen will display the follow-up booking.

i APPLE Ms Annie Jane /i [} @ ¥ I3 NHI No GZMBB18
Date of Birth 03 Apr 1980(Age 36 yrs) Sex Female Claim Code RG Visit Dates Attended 29/08/2016 at 14:48 Visit Ho 2152591

— Information — | — Fundlions — || — Labels & Forms — v/
Clinic Rogerson Orthopaedic Clinic Appointment Mon 29 Aug 2016 at 16:00
Clinic Location Main OP Department Interpreter
‘Special Arrangements Priority
Referral Source Inpatient Unit
Transport Reporis Required
Claim Code Non Accident Referral Date
Referring GP Mode of Delivery Face To Face - 1 Patient - 1 Clinician
Booked By Juliet Iremonger Date 29 Aug 2016 at 15:02:13
Presenting Complaint Contract
Diagnosis Procedures
Purchaser DHB Purchase Problems
Outcome Attended

‘Comments

3.3.2 Follow-Ups from the Appointment Details Screen
To make a follow-up appointment from the Appointment Details screen:

1. Search for the patient, and display details in the Patient Demographics screen (as
described in the webPAS PMI and NHI User Guide).

2. Select Appointments from the appropriate patient level drop down menu.

The Appointment Details screen for the patient will display.
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1 JONES Ms Mary [}
Date of Birth 14 Jun 1951(Age 63 yrs) Sex Female

g —irformation — [ —Funetions —

Unit General Surgery GVMS877

2150880

~

Glaim Code EX Clinician Dr cox Pemry ‘isit Dates Attended 23/02/2015 at 10:50

v —Lsbels & Foms - v

New Bookings Ms Mary JONES

Surgery - General General Surgery Routine: Follow-Up Booked

12 Mar 2015 at 10:30

B 23 Feb 2015 o 11-00 Surgery - General General Surgery Routine Follow-Up Attended Attended

3. Click the Appointment [ icon corresponding with the booking that is to have a
Follow Up booking made.

4. The Appointment Details screen displays.

4 APPLE Ms Annie Jane /\ [ @ ¥ ¢+
Date of Birth 03 Apr 1980(Age 36 yrs) Sex Female

GZM8818
2152591

NHI Mo

Claim Code RG Visit Dates Attended 29/08/2016 at 14:48 Visit No

- Information -— || -— Functions — W | —— Labels & Forms - v

Clinic Rogerson Orthopaedic Clinic Appointment Mon 29 Aug 2016 at 16:00
Clinic Location Main OP Depariment Interpreter

Special Arrangements Priority

Referral Source Inpatient Unit

Transport Reports Required

Claim Code Non Accident Referral Date

Referring GP Mode of Delivery Face To Face - 1 Patient - 1 Clinician
Booked By Juliet Iremonger Date 29 Aug 2016 at 15:02:13
Presenting Complaint Contract

Diagnosis Procedures

Purchaser DHB Purchase Problems

Qutcome Attended

Comments

5. Select Follow up Appointment from the Actions menu.

The Make Follow Up Appointment screen will display:

Clinic [Rogerson Orthopaedic Clinic |4 Date I ~
Visit Type | Claim Type |Nen Accident
Wode of Delivery | Face To Face - 1 Patient - 1 Clinician v
Presenting Complaint | |
Diagnosis I @ =1
| aa
| Qs
| aa
| Qs
Procedure | @ =)
| &y
| o
| aa
| ey
Problem | =l
| -
! =
Source of Referral | Inpatient
Unit | v| v
—
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6. Click the Search @ icon to perform a search of appointments (as described under
Booking an Appointment at the Patient Level on page 8).

7. Select the relevant Date & time.

Appointment Search 2 [ ][]

CineType  |GereralSugey V| Seachfom | Afer6 months V|

Clinic SUR - Surgery - General ~ | Time ¥

Vit Tpe
Date | Tme |Vetiype [ Chmicype (G
:‘ Thu 27 Aug 2015 09:30 Routine Follow-Up General Surgery Surgery - General
: Thu 27 Aug 2015 09:40 Routine Follow-Up General Surgery Surgery - General
: Thu 27 Aug 2015 09:50 Routine Follow-Up General Surgery Surgery - General
:‘ Thu 27 Aug 2015 10:00 Routine Follow-Up General Surgery Surgery - General
f Thu 27 Aug 2015 10:10 Routine Follow-Up General Surgery Surgery - General
f Thu 27 Aug 2015 10:20 Routine Follow-Up General Surgery Surgery - General
r'u_" Thu 27 Aug 2015 10:30 Routine Follow-Up General Surgery Surgery - General
:‘ Thu 27 Aug 2015 10:40 Routine Follow-Up General Surgery Surgery - General
: Thu 27 Aug 2015 10:50 Routine Follow-Up General Surgery Surgery - General
: Thu 27 Aug 2015 11:00 Routine Follow-Up General Surgery Surgery - General

Previous || MNext

By default, a Follow-up letter will print automatically.

8. De-select Print Follow Up Letter if you do not want to print a letter.
9. Select the relevant printer if you have opted to print the letter.

10. Click OK.

11. The Print Appointment Labels & Forms template will display.

Print Appointment Labels & Forms - - AATTERSON-JENNERSONSMITHE Mr Hayden Reece BMmE
Booking [ Mo of Labels Printer | Vl
Appointment [] Mo of Labels Printer | e |
Mailing [ Mo of Labels Printer | ' |
GF Labels [] Mo of Labels Printer | “ |
Print Card O Printer | v|
Print Booking Letter O Printer | v|
Other Letter 1 Lelter| S | Printer | Vl
| Ok | | Cancel |

12. Tick the check box beside each of the items required.
13. Select the number of labels required for each type of label that has been selected.

14. Select a printer for the items to print to.
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15. Click OK.

The Appointment Details screen will display the follow-up booking.

(3 APPLE Ms Annie Jane /i [} @ % I3 NHI No GZM8B18
Date of Birth 03 Apr 1980{Age 36 yrs) Sex Female Claim Code RG Visit Dates Attended 29/08/2016 at 14:48 Visit No 2152591
IQEI — Information -— vl — Functions — VI — Labels & Forms — v

Clinic Rogerson Orthopaedic Clinic Appointment Mon 29 Aug 2016 at 16:00

Clinic Location Main OP Department Interpreter

Special Arrangements Priority

Referral Source Inpatient Unit

Transport Reports Required

Claim Code Non Accident Referral Date

Refering GP Mode of Delivery Face To Face - 1 Patient - 1 Clinician

Booked By Juliet Iremonger Date 29 Aug 2016 at 15:02:13

Presenting Complaint Contract

Diagnosis Procedures

Purchaser DHB Purchase Problems

Outcome Attended

Commenis
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3.4 Marking Appointments as Not Attended (DNA)
There are two ways to mark appointments as not attended:
. One appointment at a time
. In bulk

3.4.1 Marking a Single Appointment as Not Attended (DNA)

To indicate non-attendance of an appointment:

1. On the Clinic List click on the [ icon in the Non Attend column for the patient.

B m Clinic for Dr Henshall's Dental Clinic
A
views v Dete & Stert Tme.
Clinic Type Dental Location Dental Outpatients
Session Status
(Comments Instructions
Selected : 6 Clinic List for 8:00 am 25 Feb 2015
E 08:00 RF AAABT11 (Zg BENTLER, Miss Anna Lianne: D
(14/09/1995,F, AAABT11)
= 0500 RF AAAD4E2 (] CLAPSON, Mr Graig Kenneth ] O O ]
(12/02/1963,M, AAAD4EZ)
= 0200 RF GVMSETT (7 JONES hs Mary ] O O ] 0
(14/08/1951,F, G\WM5877)
1000 RF
300 AR
300 AR
The Input Non Attendance Details screen displays:
Input Non Attendance Details - - JONES Ms Mary - - Visit No. 2150895 BER
Outzome
Non Attendance Reason (v |
Comments |
Print DNA Letter Printer | Reception Pir Part E
D Leﬂer

Discharge Status

Presenting Complaint

Disgnosis g| @
| Qo
— ==
L B
New Appointment Details
Clinic I ==
Date |
Send Lefter v Generate Lstter date [ 1ta
| Ok |[ Cancel |

2. Select an Outcome.
3. Select a Non Attendance Reason.

4. Select a Discharge Status if the patient has been discharged from the clinic.
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5. Click the Search @ icon to perform a search of appointments (as described under
Booking an Appointment at the Patient Level on page 8).

6. Click OK.

The Clinic List will display the DNA status in the Non Attend column.

B m Clinic for Dr Henshall's Dental Clinic

~

Bookings Details v Date & Start Time. Wed 25 Feb 2015 3t 08:00 W'

Dental Location

Comments Instructions

Clinic List for 8200 am 25 Feb 2015

(2 BENTLER, Miss Anna Lisnne m] A
(14/08/1995,F, AAABT11)
= 0500 RF ARAD4G2 () CLAPSON, Mr Graig Kenneth 0 @] O ] 0
(19/03/1963,M, AAAD4E2)
1™ 0s:00 RF GVMSSTT (C] JONES, Ms Mary =] O 'm [DNA. []DNA
(1410611951, F, GVMSST77)
1000 RF
1300 AR
=300 AR

3.4.2 Marking Several Non-Attendances at Once (DNA)
To update the clinic session with all the patients who did not attend their appointments:

1. Open the Clinic List for the clinic you want to view.

Tl Clinic for Ear, Nose and Throat

~
= TERRETD
Clinic Type Ear, Nose and Throat Location ENT Outpatients.
|Session Status
(Comments Instructions
Clinic List for 9:00 am 23 Feb 2015 ,E‘
mogo0  RF [ammm (] BOOCOCK, Ms Julie [j08:52 0901 O s O O
(0S/D1/1983 F, AAA2333)
z 08:15 RF T02182 (] CANDISH, Mrs Lomraine []09:08 []0%:14 (] 3 (] O
(29/D4/1948 F, T-02162)
E 0830 RF GZJ5421 (] VALLEY, Mr Spy ] ] ] (] }E m]
(15/01/1982,M, GZJ5421)
= 0345 ’iF GXHEEE0 (] NBRS, Testone: O O O o 0
(01/D1/1850,M, GXHEES0)
= 1000 ’?F GzZFoT22 2 NEWMAN, Mis Debbie o007 O O m] 0
(30/03/1986,F, GZF9722)
1005 [RF GYQBSIT (] QWERTY, Mr Joseph Second 008 Otz 71047 A O 0
|Changed (21/03/1950,M,
1500 UF GXZ7434 ("] FAHEY, Mr David [715:00 15:00 [715:30 A O A}! 0
(12/D4/1952 M, GXZ7454)
2. Select Update All Non-Attended from the Views menu.
The following message will display.
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[Message fomwebpage |

This will update all patients that have not attended
Continue?

| ok || Ccancel

3. Click Ok.

The Clinic List will display DNA in the Non Attend column for all patients without check-
in details.

Clinic for Ear, Nose and Throat

o '

Location

Instructions

Clinic List for 9:00 am 23 Feb 2015

[Aaa2333 [ BOOCOCK, Ms Juiie O O

(0S/D1/1983 F, AAA2333)

i 0815 RF T-02162 (] CANDISH, Mrs Lorraine [j0z08 0314 O oA O 0
(29/D4/1949 F, T-02162)

= 0830 RF GZ5421 (Z) VALLEY, Mr Spy O O O 0 [IDNA ra ]
(15/D111982,M, GZJ5421)

- 0s:45 RF GXHEE80 (2] NBRS, Testone: O O O [JDHA 0
(01/D1/1950,M, GXHEBSD)

1000 FF GzFeT22 2 NEWMAN, Mis Debbie 1007 [m} [m} ] O
(30/D3/1988,F, GZF8722)

= 1005 [RF GYQBSAT (2] QWERTY, Mr Joseph Second 008 Otz 1047 ) =]
Changed (2110311950 M,

1500 UF GXZT434 (] FAHEY, Mr David 11500 []15:00 []15:30 A m] A ya m
(12/D411952,M, GXZ7484)

The appointments without Check-In and Time Seen times have been updated to Did Not
Attend (DNA).
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4

Managing Clinics

This chapter describes how to:

. Determine clinic availability

o Make certain slots unavailable for bookings

. Make unavailable slots available once again for bookings
. Create additional slots (for overbooking)

o Delete slots

4.1 Clinic Availability at a Glance
The Clinic Timetable screen displays important information about clinics including the
availability of slots. Depending on the status of clinic, coloured shading may display over
the date and time in the Start column on the Clinic Timetable screen.
4.1.1 Clinics Booked to Capacity
An orange band will display in the Start column to indicate that a clinic is booked to
capacity. The clinic is booked to capacity when all available minutes have been booked.
Note: Available minutes are established by calculating Booking End Time (11:30) minus
Session Start Time (09:00).
3 Available minutes = 150 minutes
. Used minutes = 150 minutes (five slots booked)
The band will deactivate if a booking is cancelled or rescheduled; leaving a slot available
and therefore minutes available also.
Views 5 5 <] [Mon 2 Feb 2015 v[53] i mrE
m 23 Feb 2015 at D300 Mon 12:00 Dental Dr Henshail's Dental Clinic Dental Quipatients 0 ] 0
Eﬂ 23 Feb 2015 at 03:00 Mon 12:00 ‘ORT Orthopaedics Rogerson Orthopaedic Clinic Fracture/Ortho Outpt 7 0 0
E 23 Feb 2015 at 03:00 Mon 17:30 General Medical Dr Tauvae's Glinic 13 ()] 0
E‘ﬂIJFebzalﬁaIDB:DuMnn 1415 Ear, Nose and Throat Ear, Nose and Throat ENT Outpatients 0 ] 1
@ 23 Feb 2015 ot 09:00 Mon 18:20 Ments| Health Mental Health General | OP WGTN 19 1] 0
m 23 Feb 2015 t 0200 Men 12:45 General Surgery Surgery - General General OP WGTN 17 [] 0
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4.1.2 Overbooked Clinics

(081 of

A red band will display in the Start column to indicate that a clinic is over-booked.

The clinic will be assigned the status of over-booked when the total number of minutes
booked exceeds the number of available minutes.

. Available minutes = 150 minutes

. Used minutes = 180 minutes (six slots booked)

. Additional ‘over-booking?’ slots may also have been set up in the clinic and
booked.

iows 3 9 [ w2 720 2075 ]

W 1200 Dental Dr Henshall's Dental Glinic Dental Outpatients 0 0 0
[ 23 Feb 201551 0500 Mon 1200 [ORT Orihopaedics Rogerson Orthopaedic Glinic Fracture/Ortho Guipt T [} [
55 23 Feb 20151 0500 Mon 17:30 General Medical Dr Tauvae's Clinic 13 0 0
[ 23 Feb 2015 st D900 Mon 15 Ear, Nose and Throst Ear, Nose and Throst ENT Outpatients 0 0 1
[ 23 Feb 2015 5t 02:00 Man 1820 [Mental Health [Mental Healh General OF WGTN 19 ] 0
[5F) 23 Feb 2015310900 Mon 1245 General Surgery Surgery - General General OF WGTH 17 0 0
[37) 23 Feb 2015 a1 1000 Mon 1400 General Surgery NURSELED ANGIO General OF WGTN 0 1 0

1 An ‘over-booking’ slot is set up under category CV with Indicator 2 = Z. Refer to the Outpatient Configuration Guide for further

details.
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4.2 Making Slots Unavailable
To make specific slots unavailable for bookings:
1. Open the Clinic List for the clinic you want to view.
2. Select Update Slots from the Views menu.

The following screen will display.

views te & e Tine [¢<][ren 2 P 207 im0 w[>>]
(i Type General Surgery Location General OP WGTN
gz::l'nim Keep 1st Monday Instructions Reg not present.
e — e T

10 09:00 Routine New Attend O

80/ 10:10 Routine New Attend O

100! 10:30 Routine Follow-Up BROWN, Mr Roger (05/05/1997,M, GVN1276)

110 10:40 Reutine Fellow-Up NEWBERRY, Ms Dana (05/02/1986,F, GZAT722)

120 10:50 Routine Follow-Up D

130 11:00 Routine Follow-Up \JONES, Ms Mary (14/06/1951,F, GVMS9TT)

140 11:10 Routine Fellow-Up O

150 11:20 Routine Follow-Up WALKER, Mast Ranjeet (02/05/2006. M, GYR2418)

180, 11:30 Reutine Follow-Up a

New Visit Type | Unavaitable |
[ A |[ Update || Dekete
Note: You can only make a slot unavailable if no patient is booked into the slot. You
must reschedule or cancel the patient’s booking before you can make the slot
unavailable.
3. Select the Mark fields corresponding to the slots you want to change.
4. Select the reason from the Unavailable list and enter a comment in the Comments
field if required as shown.

views Dete & e Tine [<<][von 23 P 2075 o 850 ][>>]
Clinic Type General Surgery Location General OP WGTN
(5::!::2"5:“! Keep 1st Monday Instructions Reg not present.

L L. S S
10 03:00

Routine New Attend
&0 10:10 Routine New Attend

100 10:30 Routine Fellow-Up BROWN, Mr Roger (05/05/1997 M, GVN1276)

110 10:40 Reutine Follow-Up NEWBERRY, Ms Dana (05/02/1986,F, GZATT22)

120 10:50 Routine Follow-Up O

130 11:00 Reutine Follow-Up |JONES, Ms Mary (14/06/1951 F, GVMS5977)

140, 11:10 Reutine Follow-Up a

150 11:20 Routine Follow-Up WALKER, Mast Ranjeet (02/05/2006 M, GYR2418)

160 11:30 Reutine Follow-Up |:|

New Visit Type, ~] Unavailable [Mesting ‘ Unavailable Comments [Staff Meeting - Room 3M2 x

[ msd  |[ Updste || Dekete

5. Click Update. The screen refreshes with the unavailable slots with a red
background.
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Clinic for Surgery - General

\iews Update Slots v Date & Start Time Mon 23 Feb 2015 at 03:00
Clinic Type General Surgery Location General OP WGTN

Session Status

Cemments Keep 1st Monday Instructions. Reg not present

100 1020 Routine Follow-Up BROWN, Mr Roger (D5/05/1887 M, GVN1276)
110 10:40 Routine Follow-Up NEWBERRY, Ms Dana (05/02/1386 F, GZAT722)
120 10:50 Routine Follow-Up |:|
130 11:00 Routine Follow-Up JONES, Ms Mary (14/06/1951,F, GYMSETT)
140 11:10 Routine Follow-Up |:|
150 1120 Routine Follow-Up WALKER, Mast Ranjeet (12/05/2008, M, GYR2415)
160 11:30 Routine Follow-Up D
New Visit Type | Unavailable [
[ Add || Upsate || Delee

6. Select Booking Details from the Views menu if the changes are complete;
otherwise go to the next step.

The slots appear in the Clinic List as Unavailable showing the Reason and Comments

(] ‘Climic for Surgery - General
~
Views. Bookings Details v Dste & Start Time Mon 23 Feb 2015 at 09:00 v
Ciinic: Type General Surgery Location General OP WGTN
Session Status Doctor Standing in
(Comments Keep 1st Monday light Instrutions Reg not present
Dr does Ward round at 8am
Phil Jones standing in
Clinic List for 9:00 am 23 Feb 2015

= 0500 Staff Meeting - Room 3M2
= 1000 MTG Staff Meeting - Room 3M2
=010 MTG Staff Meeting - Room 3M2
1020 MTG [taffMeeting - Room 32
= 1030 RF GUN1ZT6 (] BROWN, Mr Roger 1030 1605 ] O O

(05/05/1957 M, GVN12T6)
= 1040 RF GzATT22 ) NEWBERRY. s Dana [E 1013 s D O

(05/021986,F, GZATT22)
- 10:50 ’EF
=m0 RF GVMEETT 2 JONES, us Mary 1050 O oz oA

(1410611851 F, GYMSS77)
=os RF AAA4DA2 () AATTERSON-JENNERSONS, 1030 1030 o1t A @] A

Mr Hayden Reece (24/07/1886.M,
10 [sF
1120 RF GYR2418 (7] WALKER. Mast Renjest 1030 [10:30 s 0 O

M, GYR2418)
. 11:30 RF
v
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4.2.1 Reversing Unavailable Slots (Making Slots Available Again)
To make unavailable slots available for bookings again:
1. Open the Clinic List for the relevant clinic.
2. Select Update Slots from the Views menu.

The Slot update screen displays:

= RS ST
Clinic: Type General Surgery Location General OP WGTN

|Session Status

Comments Keep 1st Monday Instructions Reg not present

100 1030 Routine Follow-Up BROWN, Mr Roger (05/05(1957 M, GVN1276)
110 1040 Routine Follow-Up NEWBERRY, Ms Dana (0S/02/1986 F, GZATT22)
120 10:50 Routine Follow-Up m}
130 1100 Routine Follow-Up JONES, Ms Mary (14/06/1951,F, GWMSIT7)
140 11:10 Routine Follow-Up. a
150 11:20 Routine Follow-Up \WALKER, Mast Ranjeet (02/05/2008,M, GYR2418)
160 11:30 Routine Foliow-Up |:|
New Visit Type [ Unavailable |
| Add || Updste |[ Deete

3. Select check boxes in the Mark column to select the slots you want to make
available.

4. Select the required Visit Type for the Slots in the New Visit Type field.

Views [Update Siots | Date & Start Time Mon 23 Feb 20152t 09:00 w|[2>| ™
Ciinic: Type General Surgery Location General OP WGTN
Session Status Doctor Standing in
(Comments Keep 1st Monday light Instructions Reg not present
Dr does Ward round at 8am
Phil Jones standing in
1000 | RoutineFolowlp | Up D
80 10:10 Routine Follow-Up. m}
90 10:20 Routine Follow-Up a
100 10:30 Routine Follow-Up BROWN, Mr Roger (05/05/1537 M, GVN1276)
1o 10:40 Routine Follow-Up NEWBERRY, Ms Dana (DS/02/1888 F, GZATT22)
120 10:50 Special Follow-up O
130 11:00 Routine Follow-Up JONES, Ms Mary (14/06/1951,F, GVMSSTT)
35| 1105 | Routine Follow-Up /AATTERSON-JENNERSONS, Mr Hayden Reece (24/07/1896 M, AAA4042)
140 11:10 Special Follow-up m}
150 11:20 Routing Follow-Up 'WALKER, Mast Ranjeet (02/05/2006, M, GYR2418)
160 11:30 Routine Follow-Up a
New Visit Type | Unavailable |
[ Add ][ Updste ][ Delete

5. Click Update.
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Slots are available once again in the Clinic List.

m Climic for Surgery - General A
o san e
General Surgery Location. General OP WGTN
Doctor Standing in
(Comments Keep 15t Monday light Instructions Reg not present
Dr does Ward round at 8am

Phil Jones standing in
Clinic List for 9:00 am 23 Feb 2015

020 RF
1030 RF GVN127E (] BROWN, Mr Roger 1030 1605 O [} (]
(05/05/1987 M, GVN1276)
1040 RF (GZATT22 [°] NEWBERRY. s Dana 013 13, 1115 A O
(05/02/1986 F, GZATT22)
= 1050 |sF
E 11:00 RF GVMSS77 () JONES. Ms Mary []10:50 []11:02 1127 3 (m]
(14/08/1951 F, GWMS877)
E 11:05 RF AAALDA2 (2 AATTERSON-JENNERSONS, []10:30 []10:30 1115 A (] A
Mr Hayden Reete (24/07/1996.M,
11:10 ’?F
1120 ’iF GYR2413 [0 WALKER Mast Ranjeet [710:30 [10:30 11:15 =] (]
GYR2418)
1130 ’ﬁF
Vv
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4.3 Entering Additional Slots

Additional slots can be added to a clinic.

Note: If the additional slot/s is to be added for the purpose of overbooking a clinic, it is
recommended that overbooking slots be used. (These visit types [Category CV] have
Indicator 2 = Z) Refer to Overbooking a Clinic on page 92 for further details.

To create additional slots for a clinic:
1. Open the Clinic List for the clinic you want to view.
2. Select Update Slots from the Views menu.

The following screen will display.

views FaC ST .
Clinic Type General Surgery Location General OP WGTN

Session Status Doctor Standing in

Comments Keep 1st Monday light Instructions Reg not present

Dr does Ward round at 8am

Phil Jones standing in

I e
70

10:00 Routine Follow-Up.

80 10:40 Routine Follow-Up.

oo

%0/ 1020 Routine Follow-Up.

100 1030 | Routine Follow-Up BROWN, Mr Roger (05/05/1897 M, GYN1276)

10, 10:40 Routine Follow-Up NEWBERRY, Ms Dana (05/02/1935,F, GZAT722)

120 10:50 Special Follow-up O

130 11:00 Routine Follow-Up [JONES, Ms Mary (14/06/1951 F, GVMSSTT)

135 1105 Routine Follow-Up. |AATTERSON-JENNERSONS, Mr Hayden Reece (24/07/1996,M, AAAdDAZ)

140 11:10 Special Follow-up O

150 11:20 Routine Follow-Up WALKER. Mast Ranjest (02105/2006.M. GYR2418)

160 11:30 Routine Follow-Up. O

New Visit Type | Unavailable |
[ Add  |[ Update ||  Dekete

3. Click Add.

The Add New Time Slot screen will display.

Add New Time Slo BEMEE
Slot Time | (0]

Visit Type [

UR | |

Referral No. I

| Ok | | Cancel |

4. Enter the additional appointment time and select a Visit Type from the list.
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5. If there is a patient to fill the time, enter the NHI number and press .

de - B85
Slot Time [11:0500 ¢
Vigit Type | Reutine Follow-Up
UR | 4844042 |[Mr Hayden Reece AATTERSON-
Referral No. I
| Ok || Cancel

Note: If the new Appointment is to be linked to a Referral enter the Referral Number, use

=
the Referral Search icon to select from the Patient Referrals.
6. Click Ok.

The Make a New Appointment screen will display for the patient.

(i SAD Mr Face /\ [1 NHINo GYR4925
Date of Birth 03 Feb 1967(Age 49 yrs) Sex Male
el e e
Clinic |Juliet - Encounters [EBR=
Date [Thu 18 Aug 2016 11:00
Visit Type
Presenting Complaint |
Mode of Delivery Face To Face - 1 Patent - 1 Clinician v|
Diagnosis T @
L1 =)
L1 @
L1 &Y
L (=]
Procedure I Q) &
L (=
I (B
L (=
I B
Problem |
I =]
[ =]
Transport v Priority v
Claim Code . Unit v
Source of Referral Reports Required v
Special Arrangements :| Referiing GP
Preforred Contact Method [ ¥ Inform GP Yes v
Referral Date ] Conract I
A
Comments

7. Enter the details.
8. Click Ok.
The appointment details for the patient display.

Note: If you don’t enter a NHI Number, the screen refreshes with the additional
appointment displayed.
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- - e —
Views Update Shots ~ Date & Start Time Mon 23 Feb 2015t 09:00 ™
Clinic Type General Surgery Location General OP WGTN

Session Status

(Comments Keep 1st Monday Instructions Reg not present

100[  10:30 | Routine Follow-Up BROWN, Mr Roger (05/05/1957, M, GVN1276)
110 1040 | Routine Follow-Up NEWEERRY. his Dana (DS/0211956.F, GZAT722)
120 10:50 Special Follow-up m}
130| 1100 | Routine Follow-Up JONES, Ms Mary (14/08/1951 F, GVIM5S77)
135| 1105 | Routine Follow-Up AATTERSON-JENNERSONS, Mr Hayden Reece (24/07/1996,M, AAA4042)
140 110 | Special Follow-up ]
180[ 1420 | Routine Follow-Up WALKER, Mast Renjeet (021052006 M. GYR2418)
160 11:30 Routine Follow-Up m}

New Visit Type | Unavailable [

[ Add || Upsate || Delee

Note: If you Add a Slot at a time after the Clinic Booking End Time the following warning
will display. Press OK to continue adding the Slot. Press Cancel to return without
adding the Slot.

Message from webpage

Mew slot tirne 13:00:00 is after booking finish tire 12:30

[ ok || Cconcel
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4.3.1 Slot Colours
When the Clinic List is set to the Update Slots view, appointment slots will display in
different colours depending on the type of slot that has been added to the clinic.
Views Date & Start Time [2<][Men 23 Feb 2016 at08:00 |[>5] ™
Clinic Type General Surgery Location General OP WGTN
Session Status Doctor Standing in
Comments Keep 1st Monday light Instructions Reg not present
Dr does Ward round at 8am
Phil Jones standing in
h“m__ﬂ_
. e | ]| 5 |
70 10:00 Routine Follow-Up O
80 10:10 Routine Follow-Up O
a0 10:20 Routine Follow-Up O
100 10:30 Routine Follow-Up BROWN, Mr Reger (05/05/1997 M, GVN1276)
110 10:40 Routine Follow-Up NEWBERRY Ms Dana (05/02/1986 F, GZATT22)
T L
130 11:.00 Routine Follow-Up |JONES, Ms Mary (14/06/1951,F, GVM3877)
135 11:05 Routine Follow-Up AATTERSON-JENNERSONS, Mr Hayden Reece (24/07/1996 M, AAA4042)
140 11:10 Special Follow-up O
150 11:20 Routine Follow-Up 'WALKER, Mast Ranjeet (02/05/2006 M, GYR2418)
e
NewistType | ¥] Unavailabie
| [ Add ][ Updsle ][ Deele | |
e Green = Series Booking Slot (This slot has been booked by a Patient that has a
Series booking)
e Red = Specific slot has been made Unavailable due to a meeting or other reason.
(Category CV-Specific Visit type has Indicator 6 = U)
e Pink = Specific slot has been created/added as an Overbooked slot (Category CV-
Specific Visit type has Indicator 2 = Z).
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4.4 Overbooking a Clinic
Overbookings are created the same as additional slots but display differently.
1. Open the required Clinic List.
2. Select Update Slots from the Views drop down arrow.
3. Click Add.

The Add New time slot pop-up box will display.

Slot Time [1zoo00 ¢
Visit Type IFludine Mew Cverbook

UR | |
i
Referral No. I

| Ok | | Cancel

4. Populate the Slot Time and Visit Type fields.
5. Click OK.

The slot will display at the bottom of the Clinic List (regardless of the slot time) with a
purple band over it.

\iews [UpdateSiots | Dste & Start Time Mon 23 Feb 2015 3t 09:00 ’\
Clinic Type General Surgery Location General OP WGTN
Session Status Doctor Standing in
Comments Keep 1st Monday light Instructions Reg not present
Dr does Ward round at 8am
Phil Jones standing in
o o e
70 10:00 Routine Follow-Up m}
80 10:10 Routine Follow-Up m}
o0 10:20 Routine Follow-Up a
100 10:30 Routine Follow-Up BROWN, Mr Roger (05/05/1997M, GYN1276)
110 10:40 Routine Follow-Up NEWBERRY, Ms Dana (050211856, F, GZAT722)
130 11:00 Routine Follow-Up JONES, Ms Mary (14/06/1951F, GVMSS7T)
135 11:05 Routine Follow-Up /AATTERSON-JENNERSONS, Mr Hayden Reece (24/07/1996 M, AAA4042)
140 11:10 Spetial Follow-up m}
150 11:20 Routine Follow-Up WALKER. Mast Ranjeet (020052006 M, GYR2418)
New Visit Type V] Unavailable I~
| [ Add ][ Updele ][ Deele | |

6. Change the view back to Booking Details and the overbooked slot will be sorted
chronologically.
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B m Clinic for Surgery - General
~
Views [Bookings Detwil: % Date & Start Time: Mon 23 Feb 2015 3t 09:00 v
Clnic Type General Surgery Location General OP WGTN
Session Status Doctor Standing in
Comments Keep 1st Monday light Instructions Reg not present.
Dr does Ward round at 8am
Phil Jones standing in
Clinic List for 9:00 am 23 Feb 2015
Time Departure Followup/ Confirmed
Seen Outcome

™ 02:00 MTG ‘Staff Meeting - Room 302 -7 T I T T T 1
s ~
= 10:00 RF
1010 RF
= 10:20 RF
=103 RF G176 (] BROWN, Mr Roger 71030 11605 ] ] o

(05/0541997 M, GVN1276)
E 10:40 RF GZATT22 (") NEWBERRY. Ms Dana 1013 []10:13 115 A (m}

(05/02/1986 F, GZATT22)
050 |sF GZFeT22 () NEWMAN, Ms Debbie [} (m] O O (m] O

(30/03/1986,F, GZFS722)
= 100 RF GvMseTT [ JONES, Ms May 050 o2 Oz oA o O

(14/06/1951,F, G\WMS5877)
= os RF ARA4DA2 (1) AATTERSON-JENNERSONS, 71030 1020 15 oA ] A= O

Mr Hayden Resce (24/07/1996.M,
=10 3
=120 RF GYR2418 () WALKER. Mast Renjest 71030 1030 oit1s ] ]

M. GYR2418)

1130 RNO
4200 RNO Vv

7. Follow steps 2 to 5 to add more slots.

Note: If the booking that is made in an over-booked slot is cancelled or rescheduled, the
slot will automatically be removed as the over-booking is no longer required.
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4.5

Deleting Slots

To delete slots from a clinic:

1. Open the Clinic List for the clinic you want to update.
2. Select Update Slots from the Views menu.

The Slot update screen will display.

[UpcateSiots 1 Dste & Start Tuns [<<][von 23 Feb 2015 210500 ][>
Clinie Type General Sumely Locstion General OP WGTN
|Session Status Doctor Standing in
Comments Keep 1st Monday light Instructions Reg not present

Dr does Ward round at 8am

Phil Jones standing in

70 10:00 Routine Follow-Up m}
80 10:10 Routine Follow-Up m}
o0 10:20 Routine Follow-Up a
100 10:30 Routine Follow-Up BROWN, Mr Roger (05/05/1997 M, GVN1276)
110 10:40 Routine Follow-Up NEWBERRY. Ms Dana (05/0211886 F, GZATT22)
N e T A
130 11:00 Routine Follow-Up JONES, Ms Mary (14/06/1951F, GVMSS77)
135 11:05 Routine Follow-Up /AATTERSON-JENNERSONS, Mr Hayden Reece (24/07/1996 M, AAA4D42)
140 11:10 Spetial Follow-up m}
150 11:20 Routine Follow-Up WALKER. Mast Ranjest (02/05/2008 M. GYR2418)

New Visit Type ] Unavailable >

| [ Add |[ Updele ][ Deele |

3. Select check boxes in the Mark column to select the slots you want to delete.
4. Click Delete.

Selected slots are deleted from the Clinic List.

Views [UpdaicSios 3 Date & Start Time Mon 23 Feb 2015 2t 0900 ][] ™

(Clinic Type General Surgery Location General OP WGTN
Session Status Doctor Standing in
(Comments Keep 1st Monday light Instructions Reg not present

Dr does Ward round at 8am
Phil Jones standing in

70 10:00 Routine Follow-Up O
100 10:30 Routine Follow-Up BROWN, hr Roger (D5/05/1987,M, GYN1275)
110 10:40 Routine Follow-Up NEWBERRY, Ms Dana (0510211986, F, GZAT722)
I I e T e A
130 11:00 Routine Follow-Up JJONES, Ms Mary (14/06/1851 F, GUMSS77)
135 11:05 Routine Follow-Up AATTERSON-JENNERSONS, Mr Hayden Reece (24/07/1996 M, AAA4042)
140 11:10 Special Follow-up O
150 11:20 Routine Follow-Up WALKER, Mast Ranjeet (02/05/2006 M, GYR2418)

New Visit Type ] Unavailable I

[ [ e | oo |
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5

Printing Labels, Forms and Reports

This chapter describes how to:

o Print labels
. Print forms
. Request reports
5.1 Printing Labels
To print labels:
1. Search for the patient, and display details in the Patient Demographics screen (as
described in the webPAS PMI and NHI User Guide).
2. Select Appointments from the appropriate patient level drop down menu.
The Appointment Details screen for the patient will display.
1 JONES Ms Mary [} Unit General Surgery NHI No GVM5977 A
Date of Sirth 14 Jun 1951(Age 63 yrs) Sex Female Claim Code EX Clinician Dr cox Perry “Visit Dates Attended 23/02/2015 at 10:50 visit No 2150880
[l omeion — ] —Furciors — [ — Lol o —
New Bookings Ms Mary JONES
t 12 Mar 2015 st 10:30 Surgery - General General Surgery Routine Follow-Up
t 23 Feb 2015 at 11:00 Mon Surgery - General General Surgery Routine Follow-Up ‘Aftended Attended
. . w . . . - .
3. Click the Appointment - icon corresponding with the booking that is to be
rescheduled.
4. The Appointment Details screen displays.
(4 SAD MrFace /i [ NHINo GYR4925
Date of Birth 03 Feb 1967 (Age 49 yrs) SexMale Claim Code EX Visit Dates Attended 15/01/2014 at 10:05 Wisit No. 2150207
27 N -— Information -— | —— Functions ——- w || — Labels & Forms - v
Clinic Medical Clinic Wanganui Appointment Wed 15 Jan 2014 at 10:10
Clinic Location Main OP Department Interpreter
Special Arrangements Priority
Referral Source Emergency Department Unit
Transport Reports Required
Claim Code Exemption Referral Date
Referring GP Mode of Delivery
Booked By J R Henshall Date 15 Jan 2014 at 13:39:00
Presenting Complaint Contract
Diagnosis Procedures
Purchaser Problems
Ouicome Advised & Discharged
Commenis
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5. Select Labels from the Labels and Forms menu.

The Print Patient Labels screen displays:

Print Outpatient Labels 2= fx
Printer Spool Report A
Type of Label | OUT Outpatient Label b |

Mumber of Labels

Comment | |

| Print | | Cancel |

6. Select the relevant Printer (or use the default printer displayed).
7. Selectthe Type of Label.

8. Select the Number of Labels.

9. Click Print.

The label is printed on the selected printer.
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5.2 Printing Forms

To print forms:

1. Search for the patient, and display details in the Patient Demographics screen (as
described in the webPAS PMI and NHI User Guide).

2. Select Appointments from the appropriate patient level drop down menu.

The Appointment Details screen for the patient will display.

1 JONES Ms Mary [}

12 Mar 2015 at 10:30 Thu  [Surgery - General

Claim Code EX

Date of Birth 14 Jun 1951(Age 63 yrs) Sex Female Clinician Dr cox Perry
E e o] e o[ e
[New Appoinimen|

New Bookings Ms Mary JONES

Selected : 2
ﬁﬁﬁh Visit Type
Routine Follow-Up Booked

General Surgery

Unit General Surgery NHI No GVM5977 A
Visit Dates Attended 23/02/2015 at 10:50 Wisit Mo 2150880

E—

! 23 Feb 2015 at 11:00 Mon [Surgery - General

General Surgery

Routine Follow-Up Attended Attended

3. Click the Appointment - icon corresponding with the booking that is to be

rescheduled.

4. The Appointment Details screen displays.

(4 SAD MrFace /\ [ NHI No GYR4925
Date of Birth 03 Feb 1967(Age 49 yrs) SexMale Claim Code EX Visit Dates Attended 15/01/2014 at 10:05 Visit No 2150207
%c @l — Information -— | — Functions — W || — Labels & Forms - v

Clinic Medical Clinic Wanganui Appointment ‘Wed 15 Jan 2014 at 10:10

Clinic Location Main OP Department Interpreter

Special Arrangements Priority

Referral Source Emergency Department Unit

Transport Reports Required

Glaim Gode Exemption Referral Date

Refering GP Mode of Delivery

Booked By «J R Henshall Date 15 Jan 2014 at 13:39:00

Presenting Complaint Contract

Diagnosis Procedures

Purchaser Problems

Outcome Advised & Discharged

Comments

5. Select Forms from the Labels and Forms menu.
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Print Outpatient Forms
Stationery Code - |
Printer |Spm| Report ' |
Mumber of Copies

| Print | | Cancel |

6. Select the Stationery Code.

~

Select the relevant Printer (or use the default printer displayed).
8. Select the Number of Copies to be printed.
9. Click Print.

The Form is printed on the selected printer.
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5.3

Printing Labels and Forms

To print labels, forms and letters:

1. Search for the patient, and display details in the Patient Demographics screen (as
described in the webPAS PMI and NHI User Guide).

2. Select Appointments from the appropriate patient level drop down menu.

The Appointment Details screen for the patient will display.

1 JONES Ms Mary [} Unit General Surgery NHI No GVMS977

Date of Sirth 14 Jun 1951(Age 63 yrs) Sex Female Claim Code EX Clinician Dr cox Perry Visit Dates Attended 23/02/2015 at 10:50 visit Mo 2150880

M e ] o R
[New Appointmenl|

New Bookings Ms Mary JONES E— =

Selected : 2
ﬁﬁﬁh Visit Type
Thu  [Surgery - Genersl Genersl Surgery Routine Follow-Up Booked

1 12 Mar 2015 at 10:30

Attended

4 23 Feb 2015 at 11:00 Mon |Surgery - General General Surgery Routine: Follow-Up [Attended

3. Click the Appointment = icon corresponding with the booking that is to be
rescheduled.

4. The Appointment Details screen displays.

NHINo GYR4925

(4 SAD MrFace /\ [
Visit Dates Attended 15/01/2014 at 10:05 Visit No 2150207

Date of Birth 03 Feb 1967(Age 49 yrs) SexMale Claim Code EX

-— Information -— || —— Functions — W || — Labels & Forms - v
Clinic Medical Clinic Wanganui Appaintment Wed 15 Jan 2014 at 10:10
Clinic Location Main OP Department Interpreter
Special Arrangements Priority
Referral Source Emergency Department Unit
Transport Reports Required
Glaim Gode Exemption Referral Dale
Refering GP Mode of Delivery
Booked By «J R Henshall Date 15 Jan 2014 at 13:39:00
Presenting Complaint Contract
Diagnosis Procedures
Purchaser Problems
Outcome Advised & Discharged

Commenis
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5. Select Labels and Forms from the Actions menu.

The Print Patient Labels screen displays:

Booking |:|J Mo of Labels Printer | w |
Appointment [] Mo of Labels Printer | w |
Mailing [] Mo of Labals Printer | OF Label Printer 1 b |
GP Labels [] Mo of Labels Printer | printer 1WEL e |
Print Card O Printer | v|
Print Booking Letter O Printer | v |
Other Letter ] Leuefl o | Printer | e |
| Ok || Cancel |

6. Select the required Labels, Forms or Letters to be printed.

7. Select the Number of Labels.

8. Select the relevant Printer (or use the default printer displayed).
9. Select the Card/Form to be printed.

10. Select the relevant Printer (or use the default printer displayed).
11. Select the Letter to be printed.

12. Select the relevant Printer (or use the default printer displayed).

Booking [] Mo of Labels Printer | N |
Appointment Mo of Labels Printer |CIF Label Printer 1
Mailing No of Labels Printer | OP Label Printer 1
P Labels [] Mo of Labels Printer | N |
Print Card Printer | Reception Pir Port
Print Booking Letter O Printer | v |
Cther Letter Letter | General Appaintment Leti v | Printer | Reception Pir Port
| Ok || Cancel |
13. Click Print.
The label, forms and letters are printed on the selected printers.
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54 Requesting a Report

To access Reports

1. Click the reports icon in the hospital menu bar.

CSC  Login 25/02 at 12:00 J.R Henshall Wellington Hospital | Wellington ED| Gen OP | Mental Health webPAS Outpatients System

REEABEM- 0RB

Alternative menus are displayed in the Hospital menu bar. These menus provide access
to all available reports.

C€SC  Login 25/02 at 12:00 J. R Henshall Wellington Hospital Outpatient Reporting

Slalalel=]iJo)>]

2. Select the required report from either the Standard or Statistical menus, depending
on the type of report.

A Report screen is displayed, enabling you to specify options on how the report is to be
produced. Report screens differ, depending on the report selected. The example screen
below is for the Daily Booking Schedule 2 report.

Report Name [Daly Booking Schedule 2 ]

Schedule Date H e[z OO

erinter [SpodiRepart ]

MNumber of Copies

Re-schedule Type

Re-sthedule Until Date | o ]

G (SUR )Dr cox Perry | Display Active Clinics Only
Start Date [23Fen a0 U 2

Print Empty Siots

3. Complete details as required.
4. Click OK.
The report is printed on the selected printer.

The Report Scheduler showing the Status of the Report will display:

‘Lgsmm Al ~ [<<|[Wwed 25 Fen 2015 v|[>>] EE@A

Click the reports icon to return to the Processing screens.
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6 Outpatient Reports

The Outpatients module has an extensive range of utilization and statistical reports to
assist in Clinic and Session Management.

The outpatient reports are divided into two categories: Standard and Statistical.

6.1 Standard Reports Menu

The following table is a list of the main reports available from the Standard menu and a
description of those reports.

Report Name Description

Pulling List This report lists patients attending a clinic on a specified date
and is used for retrieving patient case notes in time for the
clinic.

The report can run be run by:
e Site code

e  Clinic code

e Hospital ID

The details on the report can be restricted to new additions to
the list or all patients.

The reports includes:

e Medical Record Bay
e Patient UR and Name
e Appointment Time

e Case Notes Location
e Previous Visits.

A & E Referral Source This report lists Booked Outpatients on the specific date with
Report an A&E Referral Source code.

The Outpatients module reads the Clinic Session booking file
extracting Clinics with a matching Site code, a Clinic date
equal to the key in date and a Slot Status of Booked. The
outpatient booking details are read and only patients with an
A&E Referral Source are extracted. Additional details read
from the Patient Master Index and A&E Details file.

Use the System Parameter (IBAOUT98) User Screen 1 “A &
E Attendance Source Code” to define the appropriate Source
of Referral code (Category S) for the system.

Current Bookings by Clinic These reports list all clinic sessions for a range of clinics and
Type or Clinic ID dates with the number of Booked patients as New, Follow-Up
or Special and number of vacant New, Follow-Up or Special.

This reports can be selected by:
Clinic Type Sequence
Clinic Id Sequence

Or all for both reports.

This report is used on an outpatient reception desk for
confirming the patients’ address and attendance.
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Report Name Description
Daily Booking Schedule This report lists all clinics and bookings for the specified date
range.

The selection criteria include the Hospital ID.

The system parameter (IBAOUT98) IBA Screen 2 “Clinic List
Format for OUT49/0UT66” defines the report layout.

Daily Booking Schedule 2 This report lists all clinics and bookings for the specified date
range, however the report selection is by Clinic ID not
Hospital ID.

Clinic Appointment Listing This report lists all appointments for a Clinic on a specific
date or date range.

Cancelled Clinic Report This report displays a list of all cancelled clinics with
cancellation reasons on screen with a (P)rint option, if
required.

The report has the following two options:
All Clinics for a date range
Single clinic for a date range

This report is used statistically and maybe used to manage
staffing levels.

Waiting Time Analysis This report lists clinics with an analysis of Waiting Times for

Report early and late arrivals. This uses the time of Check-In and
Time Actually Seen entered in the Outcomes program
(IBAOUT18).

This is for a range of Session Ids and a date range.

Transport Listing This report lists patients who require transport for a specific
hospital and date, including a list of patients’ details such as
Patient Name, Address, Clinic, Time, Doctor and type of
transport required.

The Transport department would use this listing to organise
their transport arrangements.

Clinic Appointments This report lists in details patients for each clinic for a range
Summary of Hospitals, Clinics and dates. Information displayed in this
report includes U/R, Patient Name, Slot Number, Slot Time,
Visit Type, Weeks waited and Priority.

This report may be used in clinics that prefer the layout to
any of the other standard reports.

Clinic Lists This report lists patients booked into clinic for a specific date
and range of hospitals. Information displayed in this report
includes Slot Number, Slot Time, Visit Type, Patient Name,
U/R, Date of Birth and Comments.

The report has the following two options:

All clinics

Single clinic
This report is used on the outpatient reception desk and in
clinic for more than one consultant to see patients and can

also be used in other departments such as x-ray to enable
staff to retrieve x-ray details in time for the clinic.
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Report Name Description

Outpatient Attendances by This report displays a list of Specialties and Consultants with
Hospital details on Sessions held, cancelled, New appointments
(Seen & D.N.A), Follow-Up appointments (Seen & DNA),
%DNAs and % Walk-Ins for a specified date range and
hospitals.

This report is used for information purposes.

Bookings and Vacancies by | This report lists clinics with details regarding number of New
Clinic Type Bookings, Star, Review, Overbooks and vacancies for a
range of Clinic types, Sessions, Clinic Ids and date range.

This report is used in the outpatient clinic for Consultants to
see their future bookings.

Arrival Time Analysis This report is similar to the Waiting Time Analysis report,
Report except that it is an analysis of arrival times for early and late
arrivals.

This report is used for information purposes for Patients
Charter requirements.

Occasions of Service Report | Run the Monthly Statistical Update program for the required
period prior to running this program.

The Outpatients module reads the Occasions of Service file
and extracts all entries for the site through which the report is
being run and the specified report period.

This report provides the Number of Services for each Group
Code (Category GC) and Clinic Type. The MBS details are
based on the primary procedure. The report is in surgeon
code then ascending order for each MBS Item Number. The
report calculates totals for each surgeon as well as a grand
total.

The number of A&E Attendances is obtained from the A&E
Statistics File (aaestaaf). If there is no data in this file then it
ignores this part of the report. If there is data in this file then
it writes to a Site dependant temporary file after validating the
date it increments by one the appropriate period field.
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6.2 Statistical Reports
The Statistical menu reports include;

Statistics Report 2
Lists the number of visits with waiting times analysis for each clinic and doctor.
Outpatient Clinic Statistics Report
A booking and utilization report for the period specified and lists information by
Clinic Type.
Attendee Statistics Report
Lists the numbers of attendees by doctor and Clinic type, with totals for the Clinic
group.
Average Waiting Time Report
Lists the waiting times for each clinic by visit type with averages for the clinic
group.
Attendance by Locality Report
Lists the attendance figures for each clinic type and group within a locality, which
is defined by Category code CH — Catchment code. If you want to use this report
you will also need to set up the appropriate LGA and Catchment codes in the IT
Management module.
Attendance by Referral Type Report
Lists patient numbers for clinic groups by referral source, for example: GP,
Casualty.
Monthly Statistical Update
Must be run each month to update the statistics reports.
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v

Glossary

Appointment

An appointment is a block of time reserved or booked for a patient with a particular
health care provider.

Clinic

An outpatient practice is referred to as a clinic. For example, a Physiotherapy practice is
referred to as a clinic.

Clinic Master
The clinic master acts as a template for the maintenance of clinic schedules. It holds all

of the scheduling information for a clinic and its health care providers, including slot
definitions, dates and hours of operation, leave dates, and public holidays.

New Slot

A new slot is a block of time reserved on the clinic schedule for a health care provider to
meet with a new patient.

Re-appointment
A follow-up appointment for a patient in treatment is referred to as a re-appointment.
Reschedule

A patient appointment whose date and/or time has changed is referred to as a
rescheduled appointment.

Review Slot

A review slot is a block of time reserved on the clinic schedule for a health care provider
to provide follow-up treatment to a returning patient.

Session

A session refers to the hours during which the outpatient clinic is available to patients for
appointments with its health care providers.
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Session Template

The parameters of the session, including operating hours and days, health care
providers, the standard length of patient appointments is defined in the session template.

Slot

A slot is a block of open time on the clinic schedule, available for booking by a patient.
There are three types of slots, or patient appointments; new, review and special.

Special Slot

A special slot is a block of time reserved on the clinic schedule for a health care provider
to meet with a patient who may require attention outside the parameters of a new or

review slot.
Unit
A unit represents a pre-defined number of minutes a health care provider will spend with
his/her patients.
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8 Revision History
Date Version Description Author
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27 November 2008 Added Clinic Availability at a Glance Kara Thompson

Modified Additional Slots
Added Overbooking a Clinic

2 February 2009 9.10 Removed Outpatient Referrals Kara Thompson

16 February 2009 9.10 Added Care Teams Kara Thompson
Added Adding a Care Team
Added Removing a Care Team
Added Single HCP Series Booking — via a Care Team
Added Multi HCP Bookings — via a Care Team

11 June 2009 9.11 Updated template. Kara Thompson

15 September 2010 9.12 Updated template and general formatting. Kara Thompson

2 February 2011 10 Updated template. Kara Thompson

23 February 2011 10 Added Slot Colours Kara Thompson

7 August 2014 10 Updated to CSC template. Kara Jaffe

23 February 2015 10 Updated for NZ market Jonathan Henshall

05 September 2016 10 Updated screen shots Juliet Iremonger

10 March 2017 10.09 Updated Multi Therapist View process and screen shots Alison Davies
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