MINNEAPOLIS
SCHOOL BASED NextGen EPM How-to Guide

CLINICS Scheduling: Patient Appointments

EPM

This guide will help you schedule an appointment for a patient.
I.  Viewing Appointment Book

A. In the EPM click on Appt Book
The Appointment Book will automatically open to the Daily Schedule with your tasks and
NextGen email.

Note: Make sure you updated your user preferences so that you are seeing your schedule, not someone else’s. See
NextGen Setup Guide.

1. If you are not seeing your own schedule, click on the Chance Resource icon £ and
double-click on your name. The next time you log in, you should see your schedule.
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B. Change the View
You can change the view depending on what you’re doing in the book.

Weekly List: View a list of your events (appointments) for the week.
Weekly Schedule: View your schedule/calendar for the week.

Monthly: View your monthly calendar.

A s

Multi-View: View multiple providers’ schedules for a specific date.
This is the view captured above. Please select Multi-View on your Appointment Book to
continue with this guide.

B<“

C. Change the Providers in Multi-View
Use one of the 3 view buttons to view multiple providers’ schedules on a specific date.

1. To look at the schedules of providers in a specific class (NP, RN, Mental Health, etc.). £

2. To look at the schedule of providers in a specific class at a specific location @
(i.e. Mental Health at South SBC).

3. Tolook at the schedule of all providers at a specific location.’ g

D. Categories
Colored blocks indicate the types of events (appointments) that can be booked. In this example
yellow is Clinic Time for Medical Staff.
The most important color to know is gray. This means the provider is generally unavailable
during this time.
| Hint: Don’t worry too much about categories now. They will come naturally once you are familiar with the system. |
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E. Locations
The location where the provider is at during a specific time is indicated by the skinny bar to the
right of her schedule. Location colors are as follows:

Edison South
Henry Southwest

Washburn
New Families Center MDHFS
Roosevelt

F. Change the Date
Use one of the 4 calendar buttons to change the date(s) you are viewing.
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Find a date in the future (a calendar opens up). [F

Come back to today or this week (depending on the view). [

Go back one day or week (depending on the view). 5]

P wnN e

Move ahead one day or week (depending on the view). &]
Il. Booking an Event (Appointment)

A. Opening the Schedule Book
1. Double-click in the time slot you want to book the appointment in the provider’s
schedule. The Schedule Book will open.
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B. Select a Patient
1. Click on the Norton button.

2. If you recently accessed a patient’s account, he/she will be listed under Access Previous
Patient.

3. Otherwise select Lookup... and search for the patient.

Hint: Use the EPM-1: Lookup & Registration How-to Guide to learn how to search for a patient. Always
search by a student’s ID number first.

Clear Patient;

Andress, Barh (15 min)

Berklzy, Sharron ¢15 min) City Shate Zip Lookup...

B Add Appointment M=] B3
Date Time - L First 3
psrooiz @] [630A = —— s g
Evenl/Event Chain Durslion Midde _ BithDale _ Age  Sex Access Active Patient et
A = 1 | TEr Ll acress Previous Patient__» | 1) Margaria, Rita_ CirlShiteFs |-
Resources = idiress

Bots, Kate (15 min) | = - Set Active Patient
Senvice Location County Country Contact Preference View Chart...
Heniy SBC =l = ]
Deseiption “Work/Day Phone Ext___ Comments
]

Detals Evening Phone Comments

ﬂ () -

= Race Language
™ Procedure with Resident I Confimed

™ &ppointmert Kept Religion Church

User Defined
Rendering Physician
[ Andrews CPNP. Barb

Referting Physician
[endrews CPrp, Barh
Encounter Nurber

Garaiepy | ey | AoIdeReL | BEazsa | qan

L«

e | L]

Case Description

Cancel

4. You can view and enter additional information on the patient in the tabs on the side if
you wish.
C. Select an Event

Note: If you are booking a series of events for a patient (Vitals & Acute visits, Physical Exams, etc), skip to
D: Select an Event Chain.

1. Click on the drop-down menu under Event/Event Chain and select the event you need to
schedule.

Hint: You will only see events that are schedulable under the category selected for this provider in this
time slot. If you want to see all available events, click on the Norton button and select See all Events.

(5% Add Appointment

Date Time:

042002012 E 8304 ¥

Event/Event Chain

Middle  Birth Date

Age  Sex
050251885 [17 yrs [Female »| 7 Linked
Addiess
[2434 Paricave [

Ciy State Zi
Minneapolis MH [ | [55407-

County Country Cortact Freference

HEMMEPIF = | |Cther

Comments

Dunatior
x|l =
FRes ¢ Wisit Acute-Est. =
| e visit AcuteNew

¢ Visit: Family Planning E st

¢ Visit Family Planning New =

gy Vit Healh Ed
i e it Inmiriaion
¢ Visit Lab Orly
Dest . visit: Physical Exam-NP
[Wars 2 visic Physical ExanAN/MA =

Detals """

Comments

Race Language
I™ Pracedure with Resident ™ Confimed [rmite ENGLISH
™ Appointment Kept

Religion Church

User Defined

Rendering Physician

Andrews CPNF, Barb hd
Fieferring Physician

\ancrews CPHP, Bark -

Encounter Mumber Date

Case Desciiption
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2. Verify the Resource (provider) is correct. If multiple providers will see the patient at the
same time, you can select additional resources.

3. Add any other details that may be useful to the provider and click OK.

& Add Appointment =[=1E3

Date Time

042002012 i 8304 v

Event/Event Chain Duration Middle  BithDate  Age  Sex
E Wisit: Acute-Est -l s 3: 030251885 |17 yr< | Female | [¥ Linked

Resources

ﬂ ~ B b (15 min) [

Berkley, Sharron (15 min) State Zip

Biots, Kate (15 min) | [MH it ~] [s5407-
Semvice Location County Contact Preference
Herry SEBC | [RENNERS] [ =] [ether
Deseription Home Phone Comments
Margerta, Rta oo -
Details Day Phone Ext Comments

. Acute Vist- Established Clisnt il 1) 777777
= Language

™ Procedure with Resident I Confimed it [EvsLisH

™ Appaintment Kept

User Defined

Rendering Physician
[ Andrews CPNP. Barb

Bugaeyy | sion |AvidoREL | Begssul | Jan | BREMIEaY | my husneg

Reterring Physician
[andrews cPHP, Barb

Encounter Number

Case Description

D. Select an Event Chain
Event Chains can be used when booking multiple providers to see a patient on the same type of
visit. Using an event chain can save a lot of time. Currently we have the following event chains
set:
e Vitals and Acute-New Visits: When you want to book an MA or RN to do the vitals
on a new patient before he/she sees the NP.
e Vitals and Acute-Established Visits: When you want to book an MA or RN to do the
vitals on a returning patient before he/she sees the NP.
e Physical Exam Visits: When you want to book an MA or RN to do her portion of a
physical before the patient sees the NP.

1. Click on the drop-down menu under Event/Event Chain and select the Event Chain you
need to schedule.

Hint: You will only see event chains that are schedulable under the category selected for this provider in
this time slot. If you want to see all available events, click on the Norton button and select See all Events.

Fist

Date T z
e g [e%a =] o T EH
Evenb/E venl Chan Dusatn g Midde  EBsthDale St T
| [Thae: Aezetiem = o= EzEnggs, [17wm [Fente =] B Linwea 3
%o, Chan Acuefu | B
| Visk Vi ‘I [saaaraiave I
Jp Vst bouted o Stale &
0, e Acutntion = el s
Sewv 5 :: x:‘ww Courly Couriry Ceniact Pirdererce
[he 5, Chart Prycacal Evam | HENHEP ] =
Des o Visit Physicel Exam NS Comments

I
Dy Phore B Commerts
(Crrrl| f

L

Race
™ Procedue vaih Resident T Cordamed - [Pren ﬁ
™ Apociment Kept Frskgon Chuach

[ |

e Vit Pryscal Evam NP

.

Detads
[mnm for Vitals and Acute-New spponimends :I

User Defired

Plerdes sician
Archews CPHP_ By -

=

Dlate
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2. Click on the down arrow button next to Resources to see a full list.

3. You will see the first event in the chain listed. Select the provider who should be
booked for this appointment. In this example it’s Sharron.

B2 add Appointment

Resources

| [T vist vitals

Anderson, Kristie (15 min)

Andreves, Barb (15 min)
(1

Carlzon, Lori (15 min)
Chaizson, Micole (15 min)

E Hayden, Atasha (15 min)
| Appaintment Kept

1

Date Time: First
a3 [2308 = 2 ic|

Event/E vent Chain Durstion BithDate  #gs  Sex
| [Chain: fcuEst JE2 | = | 03725395 [17 yrs [Female = [@ Linked

State Zip

MM [k v] [5s407-

Bis, Kele (15 ': County Courtty Cintact Preference
He = e L T HENNEFIE = 7] [oter

l_ Capra, Marie (15 min) I _I I _I I

D=3 Home Phone Comments

) -

Religion

Det Combs, Linette (15 min) Day Phone Ext Comments
Ew Dittartino, Crawn (15 min) M CE GG
Dornick, Lisa (15 min) Fess Language
Garner, Coral (15 min) I\Nhrle |ENGLISH

Church

User Defined

Rendering Physician
Andrews CPMP, Barb

= P efening Physician
&ndreves CPMNP, Barb

Encounter Number

Bunasey | sion |aoidese) [ Beigssay | 4an | smesmaeay

Case Descriptian

Cancel

4. Next scroll down to the second event in the chain. Select the provider who should be
booked for this appointment. In this example it’s Barb Andrews.

¥ add Appointment

First
|Rita

Date Time

04,20/2012 il 2304 -

7

Event/Event Chain Duration Bith Date  Age  Sex
T [hain Acui=Es =l [naizsiaes F%? Female | 7 Linked
Resources Addiess
& Toledo, MaryAnn (15 min) | . |444“ Fark Ave I
Wang, Kathy (15 min) City State Zip

Wiz, Chiung (15 min)

h e Vist Acute-Est. - 0412072012 08:45 &
e Andersan, Kristie (15 min)

arb (15 min)

= |Minneapohs

|MN =] [55407-

Contact Preference

;I IOther

County Country
[ HENNEPIF =] |

Des

Berkley, Sharron (15 min)
Buats, Kate (15 min)
Capra, Marie (15 min)
Carlson, Lori (15 min)
Chaizgon, Micole (15 min)

e
IE_
Combz, Linette (15 min)
Ditdarting, Dawn (15 mir)

r
r Appointment Kept

o
= |2 @

User Defined

Home Phone

Comments

) -

Comments

Day Phone Ext
(612) 7777777 |

Language

[EncLizH
Church

Rendering Physician
I Andrews CPNP, Barb

=g R efening Physician
A ncirevws CPMP, Bark

Encounter Humber

g Case Description

Gupaspepy | son | Aoidopel [Beigssu [ qan | smesmsEaay

Cancel

5. Add any other details that may be useful to the provider and click OK. The respective
events will now appear on each of the provider’s schedule.

Congrats! You are done with this How-to Guide.
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