MINNEAPOLIS
SCHOOL BASED NextGen EPM How-to Guide

CLINICS Scheduling: Provider Events & Daily Templates

This guide will help you schedule an event for a provider and apply a daily template. With the EPM it is now
the expectation that all clinic staff will include their meetings, approved vacation/sick time and personal
appointments in the Appointment Book.

When booking events like meetings, vacation and sick time, there are three ways this can be done.

A. Weekly Templates

The regular weekly schedule that you generally hold each week. Your weekly template is
already set for you, so you don’t need to worry about it.

Daily Templates
Used as an exception to your regular weekly template. Daily templates block you out for an
entire day or days. Examples are all-day meetings/conferences, vacation/sick time.

Events
Meetings, sick time or other appointments that are less than a full day. You would book these
just as any other appointment.

Daily Templates should only be used when booking a provider out for an entire day or days. Anything
less than a day should be booked as an event. Once you get the hang of it, daily templates can save a
lot of time. Currently these are the daily templates to choose from:

Admin: BLOA

Admin: Sick

Admin: Training

Admin: Vacation

MDHFS (provider is downtown all day)

Visit: SSI Appts. Preferred (to set time aside mainly for SSI patients for a full day)

Visit: Sports Physical Appts. (to set time aside mainly for sports physicals for a full day)

On the Menu bar, click on Admin and choose Scheduling Admin
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You do not need to be in the Appointment Book to access Daily Templates.
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B. Click on the Resources tab and choose the resource you need to apply the template.
Currently anyone can apply a Daily Template to anyone’s schedule. Therefore, if someone calls in sick, you
can block them out for the day so they don’t get accidentally scheduled for patient appointments.

File Edit Tasks Reports Admin  Window Help

EENER - RN =N IR o

Lookup  Apptlist ApptBook  Cha  Account Encounter Charges MailBox Worklg  EFR ICS

*. Scheduling Administration

Ll )ﬁesnumesl Evwents I EventChamsI Cgtegoliesl wieekly Templates I Daily Templates I

EI Fiesource

Andreves, Barb Person 15 ‘Weekly Template 06/09/2012
Berkley, Sharon Person 15 Weekly Template 0/03/2012
Buots, Kate Person 15 Weekly Template 06/09/2012
Capra, Marie Persan 15 “Weekly Template 0g/09/2012
Carlson, Lon Person 15 ‘Weekly Template 06/09/2012
Chaizzan, Micaole Persan 15 Daily Template

Combs, Linette Person 15 ‘Weekly Template 06/09/2012
DiMarting, Dawn Persan 15 Weekly Template 060972012
Dromick, Lisa Person 15 ‘Weekly Template 06/09/2012
Garner, Coral Persan 15 Weekly Template 060972012
Hayden, Atasha Person 15 ‘Weekly Template 0E/D3/2012
Henry, Jackie Persan 15 Weekly Template 060972012
Huber, Mary Person 15 Weekly Template

Johnstan, Suzanne Persan 15 Weekly Template 060972012
Kralewski, Judy Person 15 ‘weekly Template 08/09/2012
Kule, Barb Persan 15 Weekly Template 060972012
Markwarth, Jennie Person 15 ‘weekly Template 08/09/2012
Martin, Kristine Person 15 ‘Weekly Template 060972012
May, Brian Thomas Person 15 ‘weekly Template 09/01/2012
I oore, Alizon Person 15 'Weekly Template 06/03/2012
O'Brien. Mally Person 15 ‘weekly Template 08/09/2012
Polan, Julie Person 15 Weekly Template 06/09/2012
Santuci, Tony Person 15 ‘weekly Template

Tkadlec-Melson. Mary Person 15 ‘Weekly Template 06/09/2012
Toledn, Maménn Person 15 Weekly Template 0/03/2012
Wang, Kathy Person 15 ‘Weekly Template 06/09/2012
‘wiang, Chiung Persan 15 ‘weekly Template 0g/09/2012

C. Click on the Template button
Please do not change any information on the Edit Resource screen.

+% Edit Resource x|

Fezource Type
IMa}', Brian Thomas I Parzon ;I [~ Available on Holidays
Time Interval
15 minutes -
General | External
Detailed Description d IPhysmlan Link. J Templkizs
- ' Daily Templates
User Link & Wweekly Templates
ﬂ IMay,BrianT _VI
Available Classes Member Classes
Class | Interyal |A| Class | Interval
Ma/055 15— ’ Admin 15
Mental Health Couns... 15
Mental Health Intern 15 .
NP 15 =
":E Hide Resource |
% wihohwhon Template I ok | Cancel
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D. Right-click on the date you need to apply a Daily Template and choose Exception.

=, Assign weekly templates
May, Brian Thomas 2012 =]
March April Q

January

SMTWTFS Awvallabl weskly templates
1234667 [Colar] 2 Template

8 51011121314 Admin: MOHFS
151617 1819 20 1 Andersor: School Year
2223242526 27 28 ool Year
29 30 7 Apply Templat ol Year

Clear Week 'y $’:a|

Exception... o ol rear
I'ear
Multiple Templates. .. ool Yeat
T5chiool Year
Hayden: School Year
Heniy: School Year
Johnston: S chool Tear
Fralewski School Year
Markworth: School vear
September October Martin: Schonl ‘rear

SMTWTFS SMTIWTFS SMTWTFS Moore: Schonl Year
1234656 123 ['Brien; School Year
2345678 784391011213 4567 8 310 Polan: Sechool Year
3101112131415 14151617 181320 111213141516 17 ThadiecNelson, Mary
Toledo: School Year
161718192021 22 212223 M4 252627 18192021 2223 4 Vo St Yom
2324526272829 2329303 26 26 27 28 29 20 \Wang 6 chonl ear
an
K| |

Multiple: | Clear | Apply Close

| 442642012 - Adrirn: MDHFS

E. Under Daily Template choose the template you wish to apply
For this example Admin: Sick will be chosen.

' Template Exception - May, Brian Thomas - Week of:

1 Empiane Aszociated Colar - [Draily Template Time Interval r
[[dmin: MDHFS | | =] [15minutes =] [
Categony Color <nonex = Llor
J I Admir: Sick
Sundag Monday Tuesd: Admin: Training | | Friday | | Saturday | | - |
7304 Admir: W acation 1. 7304
A5 A Dir. Chaizzon: In Clinic- Abd TA5A
8004 {&drmin Time: MDF Dir. Chaigzon: In Clinic- Pk ot 2:004
8154 {&drmin Time: MDF MOHFS B154
8304 [Admin Time: MOK 8304
.45 & [Admin Time: MOK 8454
3004 [Admin Time: MOK 3004
3154 |Admin Time: MOk 3154
3304 [Admin Time: MOK 3304
345 4 |&sdrmin Time: MDF 3454
10:00 4 [Admin Time: MOk 10:00 &
10154 |&sdrmin Time: MDF 10:15 4
10:30 4 [Admin Time: MOk 1030 4
10:45 4 |&sdrmin Time: MDF 10:45 4
11:004 [Admin Time: MOk 11:00 4
11154, \dmin Time: MDF 11:154,
11:30 4 [Admin Time: MOk 11:304
11:45 4, \Admin Time: MDF 11:45 4,
12:00P [Admin Time: MOk 1200 P
1215F \Admin Time: MDF 12:15F | =|
Mates
Far Barb, Brian and Caral anly =1
=
L 4 who\wm| Print oK. | Cancel |
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F. Left-click on 8:00 on the day you want to apply the template then right-click and choose Apply

Daily Template

® s Template Exception - May, Brian Thomas - Week of: 4/22 /2012

Template Agsociated Color  Daily Template Time Interval

[in: MOHFS I = | admin: Sick = [15minues— +]

Category Color Service Location Color

| Unavailable Do Mot Call =l | =l

Sunday | | Monday | | Tuesday | | “Wednesday ‘ | Thursday | ‘ Friday _ Saturday | | - |

7304 * 7304
7454 7454
5004 Advin Tie: MDH Aeply Category 5004
8154 _ Apply Location 8154
B304 Admin Time: MDF : B30 &
Y _ Apply Both Category/Location GG A

.00 4 _ Apply Daily Template .00 &
154 \Adriin Tirne: MDE 3154
5304 \Admin Time: MDE Clear Selection T30
G454 sclmin Time: DK Cloar Week 45 &
10:00 4 \Adrin Tine: MDE 10:004
10154 _ Decrease Overbooking 10154,
10:30 4 drmin Time: MDF ) 10530 4
1045 A& [Adrnin Time: MDF Increase Cverbooking 10:45 4
11:00 4 (Adriin Tirne: MOF 11:004
1115 4 \Admin Time: MDE 11:154
11304 [&xmin Time: MDF 11304
11:45 4 lmin Time: MDF 11:45 4
1200P (Adriin Tirne: MOF 12.00P
1215 \Admin Time: MDE 12:15F | =|
Notes

For Barb, Brian and Coral only ;I
k4 ﬂho\wrml Print oK. | Cancsl |

G. The template, category and location have now been applied.
Repeat Step F if you need to apply the template to another date in this week.

= ; Template Exception - May, Brian Thomas - Week of: 4/22/2012
Template Associsted Color  Daily Template Time |nterwal B
[&dmin: MDHFS I | [ dmin: Sick | [TSminues =] c
Category Color Service Localiun Caolor
I Unavailable-Do Mot Cal _VI I I ;I I
Sunday || Monday || Tuesday || ‘Wednesday || Thursday ||  Frday || Satuday || =]
7304 7304
75 A FAS A
8:00 4 |Adrin Time: MOF Unavailshle-Do b SEmREEIR0| 2004
8154 |Admin Time: MOk Unavailable-Do b | TERMNMEIMDE| G154
B304 |Adin Time: MDF Unavailable-Do b | EiiENREIRDE 2304
B:d5 4 (Adriin Tirme: MOk Unavailsble-Do b | SiiENmEmON 8454
9004 Adrin Time: MOk Unavailshle-Do b & iREHmero 004
9154 |Admin Time: MOk Unavailable-Do {min Time: MDF G154
04 |Adin Time: MDF Unavailable-Do b | IiERNREIR0 3304
945 4 (Adriin Tirme: MOk Unavailsble-Do b [ [iENmeamo 454
10004 Adrin Time: MOk Unavailshle-Do b | [iEEHmearo 10:00 A
10:154 |Admin Time: MOk Unavailable-Do b [ SEINHEIMDE| 10154
10:30 4 |Adin Time: MDF Unavailable-Dio Imin Time: MDF 10:30 A
10:45 4 (Adriin Tirme: MOk Unavailable-Do b [ SirmNmeamo 10454
11:004 Adrin Time: MOk Unavailshle-Do b | SRinEHmEaro 11:004
11:154 |Admin Time: MOk Unavailable-Do b | [EENHEIMDE| 11154
11:30 4 |Adin Time: MDF Unavailable-Do b | SEREENREARDE 11:30 &
11:454 (Adriin Tirme: MOk N UnavailableDo & | (SEREINGEIMDE 11:454
1200F i Time: DK [Edmin Time: MDF 1200P
12:15P i Time: MDF Hadmin Time: MDF 1215F | =|
Motes
Foor Barb, Brian and Coral anly ;I
4
% whotwhen) Print oK | Cancel
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H. Click OK and select Yes on the pop-up warning.

*, Template Exception - May, Brian Thomas - Week of: 4/22/2012

Template Associated Color_ Dl Template Tirne Iterval B
§ [min WDHFS I =] [ amin sick =] [(Emmtes 7] [ ]
| Categoy Color Service Location Color

=) | =
Sunday [T Monday [T Tuesday || ‘Wednesday || Thursda Fiids; [T Saturday -]
7304 :
7454 ]
B00A Admin Time: MDF Unavaiable-Do . [EHIGEMO
E154 A Times MO Unavaiasble-Do - EiGEMAD
B30 A Adnin Time: MO Unavaiable-Do . EHTEIMD

| Bd5A Admin Time: MDF Unavailzble-Do . HRIGENMDE

| 3004 Admin Time: MO Unavailsble-Do N HRMGENMDE

| @154 Admin Time: MDF Unavaiable-Do . EfRNEIADE

[ 2304 Admin Time: MDF Unavailsble-Do N ESHRMGENMDN

[ad5a | A Times MO Unevai

[1000s adnin Te: WD v | |

10154 | Admin Time: MDF Unavai

[10:304 | {Admin Time: MDF Unavai  z=e. This change needs to be applied to the appointment search

10454 Admin Time: MDF Unavsi Qg engi

[11:004 Admin Time: MO Uravai

1164 \&dmin Time: MDF U] Doing this now may take several minutes and addtionally may

11308 i Time: MDF Uirane] impact users that are currently scheduling appointments,

|11:454 Adtin Time: MOF H”‘”"" If you decids not to update the appointment search engine now,

[1z00P | Admin Time: MO navai it wil b updated konight automatically. However, any searches

[1215P |Admin Time: MDK Unavai made against this change will not be taken inta account until

tomarrow
Hotes
For Barky, Brian and Coral orly Do you want to update the appointmert search engine now?
9 wshotiten| Piint = e
T

I. Continue to click either OK or Close until you leave Scheduling Admin.

If you are visiting a different clinic than normal is a common reason why you would need to change
your template. If you are uncomfortable with this, feel free to contact Brian to do it for you.

A. Follow Steps A — D above in Applying Daily Template
B. Make sure the Daily Template field is left blank

C. Under Category choose the appropriate Category to display in the schedule. This will most
likely be Clinic Time: Medical, Clinic Time: Behavioral Health, etc.

%, Template Exception - May, Brian Thomas - Week of: 4/22/2012

Template Associated Color Daily Template Time Interval B
| [Beinin BHFS I = [ Acin: Sick = [15minates— ~] ]
Category E Color Service Location Color
"
cimie Time AD 2T Ty 1T Wedvesday 11 Thusdsy | Fidy | Samday ] |
Holiday: City .
Lunch 7454 |
Fielease Day: MPS Fewa |
SBE Team Meeting Fa15a |
SS1 Appts. Preferred (@304 |
Unavailable-Can Call 8454 |
Cal [s004 |
| 9154 |
| 9304 |
54
|10:004 |
|10:154 |
|10:304 |
(10454
[11.004
[11:154A
(11304
[11:454
[1200F
215F ||
Notes
Fﬁavh, Brian and Coral only =
=
& whotwhen Piint I3 Cancel
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D. Choose a Service Location

¥4 Template Exception - May, Brian Thomas - Week
Template Associated Color — Daily Template e |nterval B

[Bmin: MDHFS N = [ Admin Sick | [15minues ] [

Categary Color Service Location l Color

| Unavailable-Da Mot Call ;I | | 4 ;I |

Sunda M andar Tuesd: <n.una> = il Friday [ Saturday | |

WA Edizon SBC 4 704
745 4 Herry SBC 45 4
5004 Admin Time: MDH Longfellow SEC 002
G154 Adrin Time: MDE MOHFS G154
230 A |xdmin Time: MOF Mew Families Center &304
245 A iy Time: MDF Roosevelk SEC 454
004 Ao Time: MOk South SBC 004
3154 {Admin Time: MO 3154
3304 {&xdiin Time: MDF 2304
G454 dmin Time: WDk 3454
10:00 4 &dmin Time: MDE 10004
10:154 idmin Time: MDF 1015 4
10:304 Achin Time: MDF 10304
1045 A i Tirme: MO 1045 4
11:00A i Tirme: MO 11004
11:15 4 dmin Tiime: WD 11154
11:304 min Time: MDF | 11:30 4 |
11:454 Achin Time: MDE 11454
1200P i Time: MDE 1200p
12:15P lmin Time: MDE 1215P | 7|

Notes

For Barb, Brian and Coral only

=
=
%ﬂho\\p\ﬂ\eﬂl Pt ok | Cancel |

E. Click and drag over both the time slots and location column you want to change

¥4 Template Exception - May, Brian Thomas - Week of:

Template Associated Color — Daily Template Time Interval B
[ MDHFS L El =] [(5minues =] e
Categomy Color Service Location Color
| Cliric: Tirne: Medical | | | Longfellow SBC = |
Sunday || ondaw [ Tuesday || ‘Wednesday || Thusday || Friday [ Saturday ] <]
7304 7304
454 A5 A
8:00 4 8:00 4
4154 154
8304 8304
8454 8454
S:00A S:00 4
9154 9154
9304 9304
5454 5454
10:004 10:004
10154 10154
10:30 4 10:30 4
10454 10454
11:004 11:004
11154 11154
11:30A 11:30 A
11454 11454
12:00P 12:00P
1216F 1216F | =
Notes
Far Barb, Brian and Coral only =1
=1

% Wwihowhen Fririt 0K Cancel |
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F. Right-click and select Apply Both Category and Location

‘emplate Exception - May, Brian Thomas - Week ol

Template Associated Color  Daily Template Time Interval B
[&sdmin: MDHFS L E =] [15minutes =] [ ]
Categary Calor Service Location Calor
I Clinic: Time: Medical ;I I I Longtellavs SEC _VI I
Sunday || Monday || Tuesday || Wednesday || Thusday || Frday || Sabuday || A
304 T304
7454 T4 4
8004 004
le1sa 8154
A0 | 8304
Bidu | G454
3.004 - 2004
9154 - 9154
4304 - 9304
3454 : 9454
10:00 4 Apply Categary 10004
10154 10154
10.30 4 Apply Location 10304
10:45 4 Apply Both Category/Location 1045 4
Uiy Apply Daily Template T
11154 11154
1.30A Clear Selection 1204
11:454 11454
1200P Clear week 1200P
1215P 1215F | =]
Decrease Overbooking
Motes

For Barb, Brian and Coral only | iIEC RO AN

L4} ﬂho\\:\p’l’\ml Frirt oK Cancel

i}

G. The category and location should now be changed.

¥4 Template Exception - May, Brian Thomas - Week of:
Template Associated Color Dl Template Time Interval r
[Aduir: MDHFS = | =l [15minutes =] [ ]
Categary Color Service Location Color
I Clinic Time: Medical | I I Longfellow SEC | I
Sunday || Monday ||  Tuesday || ‘Wednesday || Thusdap || Friday I Satuday [ N\
7304 7304
745 4 7454
8004 Adiin Time: MDF 8004
8154 Clinic: Time: Medi SERTMNNENMEE 2154
8304 Clinic Time: Medi EHRENNmEMMDE 2304
8454 Clinic Time: Medi | EHRTMNMEMAMDE 8454
S:00 4 Clinic Time: Medi SHRRMNMEMAMEE 004
154 Clinic Time: Medi EHRRMNMEMMDE 2154
3304 Clinic: Time: Medi ESRRMNHEMREE 3304
545 4 Clinic: Time: Medi [ SEREMNHEMREE 9454
10:00 4 Clinic Time: Medi ESRnMNREMMDE 10:00 4
10154 Clinic: Time: Medi ESREMNHEMREE 10154
10:30 4 Clinic: Time: Medi | SERRMNHENREE 10:30 4
| 12454 Clinic: Time: Medi SHRRMNHEIMBE 10454
11:004 Clinic: Time: Medi ESREMNHEMMEE 11004
11154 Clinic: Time: Medi | EEREMNHEMREE 11154
11:304 Clinic Time: \Admin Time: MDF 11:304
11:454 Clinic: Time: \Admin Time: MDF 11454
1200 F Admin Time: MOH 1200F
12:15P |Admin Time: MDE 1215F | »|
Maotes
|Fnr Baib, Brian and Coral orly =
=l
@ whovwien|  Fint | oK Cancel
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EPM

IV. Booking an Event (meeting, appointment, etc.)

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.

B. Change the View
You can change the view depending on what you’re doing in the book.

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

3. Monthly: View your monthly calendar.
4

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 e ——— == —
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C. Change the Providers in Multi-View
Use one of the 3 view buttons to view multiple providers’ schedules on a specific date. This can
be helpful when trying to book a meeting or appointment with multiple providers.

1. To look at the schedules of providers in a specific class (NP, RN, Mental Health, etc.). 45

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

3. Tolook at the schedule of all providers at a specific location.” §#f

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.
Don’t worry too much about categories now. They will come naturally once you are familiar with the system.

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

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.

| Powtien - City Of Mpls tiealth And Fansly Sapport (Il
I'Ie Edt Tesks Faports Admin  Window Help

5 B mh 2 e Q i af =
lighe 22 ‘Ld _"J &n‘ ﬁ s R 1&‘] : }n. ey EDI i Ragin \ik‘ n’»&-

‘BEJ'!E"GMKI +&8X 0 Q2 S8 Y L HD A R i |
| ” [ ﬂn‘w wvw l\llluw- iﬂ—dYﬂ- M‘W 5$|u=|‘(a- Rotx: Wﬁﬁ\'\w E-ll QMY.. E.l‘lﬂ! SMYOH B
THA | NEETH
TASA TASA

04 RO04 |
[ALTY 154 |
EX0A | 104 |
RASA | R4S |
2004 | 2004 |
T154 F154

234 | 3304 |
ELT 2454

1. Find a date in the future (a calendar opens up). [F
2. Come back to today or this week (depending on the view).
3. Go back one day or week (depending on the view). &=

4. Move ahead one day or week (depending on the view). [&]
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EPM

G. 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.

pl |l il W

23 — s T T T F =3

PRerAL

H. Select an Event
‘ Note: Since this is not a patient appointment, you will not be linking this event with a patient. ‘

1. Click on the drop-down menu under Event/Event Chain and select the event you need to
schedule. You will be looking for events that start with Admin: or Meeting:
To schedule a visit, see How-To Guide 2: Scheduling: Patient Appointments.

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.

P add Appaintment 9 =] 3

Date Time: Last First

042872m 2 i 200P ¥
Event/Event Chain Dwration
=l s 3:

I H
Midde  BithDate  Age  Sex
=| T Linked

Address

Resources

= =] [
=i Cit State Zip
OBrien, Molly (15 min) =l [ [ =
Service Locatian County Country Contact Preference
MDHFS = = =
Description work/Day Phore Et Comments
Detais Evening Phore Comments
ﬂ () -
= Race Language
™ Procedure with Resident I Confirmed

™ Appaintment Kept Religion Church

User Defined

Fiendering Physician

Bupe py | SIon | A0ldrEeEL | BRIg/sa] | Jan) | EREAvIEae Y | sy huened

Fieferring Physician

Encounter Mumber

Case Description
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2. Verify the Resource (provider) is correct. If you are including multiple providers
for this event (meeting, training, etc), you can select additional resources.

3. Enter the name of the meeting or appointment.

4. Add any other details that may be useful to the provider(s) and click OK.
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Congrats! You are done with this How-to Guide.
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