Cascades Steps — A —

IC Schedule Appointments Using Clinic Master Calendar — Multiple Appt. Types gﬁﬁ&ﬁg&ﬁ

We'll show two methods for scheduling multiple, different appointment types for the same family. Choose the method that works best for your

participants and for your clinic’s needs. Consider which services different staff provide, participant language needs, and clinic flow to help you

decide.

e In Method 1, the RD doesn’t do certifications. We schedule a Registered Dietitian appointment for Kelsy Penny who is high risk, and a
Subsequent Certification appointment for Mel Penny with a certifier.

e In Method 2, the RD does certifications in addition to RD appointments. We schedule a longer Registered Dietitian appointment. The RD sees
Johnnie Roberts for a high risk appointment and completes the Subsequent Certification appointment for Maggie Roberts.

Steps Cascades Screen
METHOD 1 me Family Services [ Scheduling )
Clinic Search |
Step 1. Get to the Master R > [
Calendar: fCIinic Master Calendar ﬂ
. N
Block Appointment Slots \
Export Appointments

1. Select Scheduling from Menu

ba r. [Home ~Family Services Scheduling Operations  Finance  Administration Help Togout 7
- fiavigation o © (o | (wex ) @M (it ) July2019 DS
< wI | e Gori Resoues Bremerton]
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Step 2. Choose appointment types
and day for your appointments:

1. If the appointments will
happen in a future month, use
the Mini Calendar to select
month and date for desired
appointments.

2. Check-mark the appointment
types in Available
Appointment Types box to
refresh calendar with these
types.

Note: Once appointment types
are selected in the Available
Appointment Types box, the
types will stay selected for
other searches.

3. Double-click the green-colored
date field of your choice in the
big calendar to get to the Daily
Schedule-view of the calendar.

You will choose the time of
appointments next.

Important
Confirm that you're into
correct clinic if your agency has
multiple clinics.

Calendars

IE Kitsap Comm Resources—Bremerton
Available Appointment Types

[ Food Benefit Issuance

[ Mutrition Education - Individual
[ Initial Certification

[ Subsequent Certification

[ PE-Complete Assessment

[ Mid Cert HA

[] AnthrofLab

[ Registered Dietitian

=

e Check-mark the appointment
types you want to include
here.

e Choices will stay selected for
future searches.

Use the Mini Calendar to quickly
move to future months.

—_— A .
Management Information System
Home Family Sgrvices Scheduling Operations Finance  Administration Help

Day | [ week | [Eir i List July 2019

July 2019 »

Sunday Monday

1 2z

No Show Rate: 0 %
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7
14

1 2 3[4 &

13
20

21 .

\; = - ;

r-Calendars

[ Kitsap Comm Resources—Bremerton

Available Appointment Types

[ Food Benefit Issuance

[ Mutrition Education - Individual

[ Initial Certification

[ Subsequent Certification

[ PE-Complete Assessment

[ Mid Cert HA

[ anthrojfLab

[ Registered Dietitian

[erec

14

H
[ Appaintments

[ Mutrition Edu. Classes
[ staffEvents

0
Availability Search
Scheduled Appointment Search
Staff Event Search
Nutrition Edu. Class Search
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Step 3. Choose a time for your
appointments:

Note the following:

= Daily Schedule is separated
into appointments already
made (white part on the left)
and appointment slots still
available (green columns on
the right.)

= Each appointment type has its
own green column, e.g. FBI, IC.

= Each 15 min slot shows the
number of staff available for
each appointment type.

1. Select the beginning time of
your appointment by clicking
your cursor into the column
and time slot you want to
choose. Repeat for all the
appointment types you need.

o Inour example, we need a
30 minute RD appointment
for Kelsy and a 30 minute SC
appointment for Mel.

2. Double-click any one of the
selected appointment slots
(blue boxes) to get to the
Manage Appointments screen.

JERI FOX

VONDA GARCIA

VONDA GARCIA - Initial Certification

GABRIELLE GARCIA - Initial Certification

QAH

115

145

luAH

115

PE-Complete

Mid Cert HA

Registered Dietitian
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Step 4. Add your participants:

1. Inthe Manage Appointments
screen, select the magnifying
glass icon or place your cursor
in the search box.

2. Select Enter on your keyboard
to display the Search Criteria
pop-up screen.

TIP!

This search field says to enter Family ID, but it’s not \fm I
required. Instead:
e Select the magnifying glass icon or

e Place your cursor in the box and [
e Select the Enter button on your keyboard

| Manage

» Search Options

G N+
— (2]

Quick Scheduling Results

|

Family ID Date Appointment Individual

Time
Type

.7/22/2019 9:00 AM to 9:30 AM |Registered Dietitian [

[wm Categuryl Status

9@ " .
9:30 AM to 10:00 AM|Subsequent Certification I

[z
[z

J‘L

[#] Add to Communication Queue

Contact Method

L [

[Comment[ Assets‘

| Book |

Step 5. Add your participants:

1. Check-mark Family and
Participant boxes.

2. Enter afew letters or all of last
and, if need be, first name.

3. Check-mark Active Only box.

Select Search button.

5. In Search Results box, select
one of the participants you
want.

6. Press the Select button.

&

NOTE: For applicants and expired
participants we keep the Active
Only box unchecked. However,
here we know for certain that both
participants are active.

|* Search Criteria

(2]

Search Location Family ID Last Name | | First Name [ |

M.L Telephone Number

(’9 State-Wide | | [ penny W L I -
@ Date of Birth Participant ID Medicaid Number EBT Card Number
@ Local Agency | IT_ ‘ - (] online Applicant Only

i [_] Caretaker ) L J | )L )
@ ciinic :

[ Proxy [] Active Only
|L21C01 - Kitsap Comi| ¥
Search ‘ Clear Criteria|
[ Search Results Total Items: 16 () |
= _— " — Certification "

Family ID Participant ID | Last Name | First Name | M.1. | Date of Birth | Category | Medicaid Number Status End Date Parent/Guardian 1 Nam
LF125910690 PENNY PAT S 9/19/1984
LF125910690 LWA13416286 PENNY KELSY M 8/4/2015 & \ Active/Certified 9/30/2019 PAT PENNY
LF125910690 LWA13419804 PENNY Mel Y 7/26/2018 I Active/Certified 7/31/2019 PAT PENNY
LF125910279 Pen Mar C 5/3/1985
LF125910279 LWA13418498 Pen Ang J 4/14/2017 C Active/Certified 4/30/2019 Mar Pen

| Select w| | Cancel
N
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Step 6. Book the appointments:

On Manage Appointments screen:
1. Confirm dates, times, and
appointment types.

2. Select participants for each
appointment type in Individual
drop-down.

C Cascades Steps —_— A —
. . - . CASCADES
1 Schedule Appointments Using Clinic Master Calendar — Multiple Appt. Types Qe ot
<@ [ please enter Family ID : m
Quick Scheduling Result (2))
( Family ID |nam |T’lne ifﬁ i |wxc mtu_;uqistatus r,nmmenmlmw
LF125910690 |7/22/2019 |9:00 AM to 9:30 AM |Registered Dietitian [KELSY M. PENNY ‘\ B3] Chid Active/Certified R (_JUL_,]
@ 9:30 AM to 10:00 AM|Subsequent Certification PM[S. — [~ R 4]:‘ |
/ ﬁéﬁ”:ng \ L‘E (/] Add to Communication Queue
NOTE i

3. Select Contact Method drop-
down and choose answer:
In-person — participant or
caregiver in clinic
Phone — participant or
caregiver called clinic

4. Keep Add to Communication
Queue box checked if family
wants to receive a reminder
email or text.

e Uncheck box if reminder
email or text isn’t needed.

5. Select the Book button.

On the Daily Schedule screen:

= The participants who’ve you
just made appointments for
now show on the left hand side
of the Daily Schedule.

The number of staff available for
each appointment type now has
reduced by 1.

You may have noted that a
third person’s name shows in
the pull-down. We aren’t | Phone
scheduling an appointment Fn Person
for Pat, since it’s her last
month of benefits.

Contact Method

Phone

-

ml toEorrrru'imﬁonQJeue
|

|

©se 4l g
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e You can leave a note related to an appointment by double-clicking the family name at the top of the individual appointments for a family.
This will bring up the Family Appointments List.

e Select the yellow sticky note icon to write an appointment-specific note for a participant.

e Save the note by selecting the minimize icon |= | at the top right corner of the sticky note.

e View notes later in the participant’s record by selecting Quick Links, then Scheduling System, then Family Appointments.

145 /

gAM PAT S. PENNY &

‘KELSY M. PENNY - Registered D-I!‘
130

45 ||| Mel Y. PENNY - Subsequent Certi

REMEMBER
e Each time a participant cancels or reschedules the appointment,
any sticky notes for that appointment will be lost.
e Use Family Alerts for any notes that aren’t specifically
appointment-related.

| Family Appointments List Q
- . - . Comments Reschedule Cancel
@ KELSY M. PENNY 7/22/2019 Participant ID: LWA13416286 Status: Active/Certified
g S\ Chid . (9:00 AM to 930 AM) Date of Birth: §/4/2015 Certfication Period: 10/16/2018 - 9/30/2019 ;
L21C01 - Kitsap Comm Resources—Brerr Registered Dietitian Age: 3 years and 11 months Next Food Issuance Date: 11/17/2018 E E
@  MelY. PENNY 7/22/2019 Participant ID: LWA13419804 Status: Active/Certfied SEITEE Lsiitile Lamd
L B, ) (9:30 AM to 10:00 AM) Date of Birth: 7/26/2018 Certification Period: 7/30/2018 - 7/31/2019 n
L21C01 - Kitsap Comm Resources—Bren Subsequent Certification Age: 11 months Next Food Issuance Date: 11/17/2018 B E E
Appointment Comments @@ |
| Family Nutrition Education Class List ~ (7]
o ixbeard New 7/18/2019 11:46 PM
OO BIU An e BERERE -
| Mom needs Sat_appointmenl:s after this Monday's appointment,
because she begins a new job in Augus
|» Appointment History C’)
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e |n Method 2 we schedule a longer Registered Dietitian appointment. The RD sees Johnnie Roberts for a high risk appointment and completes
the Subsequent Certification appointment for Maggie Roberts.
e Consider this method if the RD does certifications in addition to RD appointments.

e Choose the method that works best for your participants and for your clinic’s needs. Consider which services different staff provide, participant
language needs, and clinic flow to help you decide.

Steps Cascades Screen

METHOD 2 me Family Services [ Scheduling |
Clinic Search |

Step 1. Get to the Master [T"”“”'a‘es ;\1
Clinic Master Calendar

Calendar: {
Block Appointment Slots N

. Export Appointments
1. Select Scheduling from Menu
bar. [Home _Family Services ng O Finance Help TR
- flavigatio B () () [ pay | [ week |([@ITiiwe( ust | 3July2019 DS

< July 2019 >

2. Select Clil‘liC Master calendar. Y. Wy W = unday Monday Tuesday Wednesday Thursday Friday Saturday

1 2 3085 30 1 |2 3 4 ’ 5 6
B o S 10 Ll 123 No Show Rate: 0 % No Show Rate: 0 %

14 15 16 17 20
2 E 27
28

Note: Calendar defaults to
current month’s view.

No Show Rate: 0 %

|16 17
No Show Rate: 0 % Appointments: 2 (100%)

Avaiable Appointment Types
(7] Food Benefit Issuance
[+7] Nutrition Education - Individual

scheduled
staff Event Search
Nutrition Edu. Class Search
reate Staff Event
Reschedule Appointment(s)
ancel Appointment
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Step 2. Choose appointment type
and day for your appointments:

1. If the appointments will
happen in a future month, use
the Mini Calendar to select
month and date for desired
appointments.

2. Check-mark the appointment
types in Available
Appointment Types box to
refresh calendar with these
types.

Note: Once appointment types

are selected in the Available
Appointment Types box, the
types will stay selected for
other searches.

3. Double-click the green-colored
date field of your choice in the
big calendar to get to the Daily
Schedule-view of the calendar.
You will choose the time of
appointments next.

Important
Confirm that you're into
correct clinic if your agency has
multiple clinics.

Calendars

IE Kitsap Comm Resources—Bremerton
Available Appointment Types

[ Food Benefit Issuance

[ Mutrition Education - Individual
[ Initial Certification

[ Subsequent Certification

[ PE-Complete Assessment

[ Mid Cert HA

[] AnthrofLab

[ Registered Dietitian

=

e Check-mark the appointment
types you want to include
here.

e Choices will stay selected for
future searches.

Use the Mini Calendar to quickly
move to future months.

—_— A .
Management Information System
Home Family Sprvices Scheduling Operations

Day | [ Wesk llllm][ st |

Finance  Administration Help

July 2019

July 2019 »

Sunday Monday

1 2z

No Show Rate: 0 %

Su Mo Tu We Th Fr Sa
7
14

1 2 3[4 &

13
20

21 .

\; = - ;

r-Calendars

[ Kitsap Comm Resources—Bremerton

Available Appointment Types

[ Food Benefit Issuance

[ Mutrition Education - Individual

[ Initial Certification

[ Subsequent Certification

[ PE-Complete Assessment

[ Mid Cert HA

[ anthrojfLab

[ Registered Dietitian

[erec

14

21

- —

M Appointments
[ Mutrition Edu. Classes
[ staffEvents

0
Availability Search
Scheduled Appointment Search
Staff Event Search
Nutrition Edu. Class Search
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Step 3. Choose a time for your i - — J. =
appointments: © | ] e ) [t Citontoy sty 2,201 Bsé Hl

Note the following:

= Daily Schedule is separated
into appointments already o~
made (white part on the left)
and appointment slots still
available (green columns on
the right.)

= Each appointment type has its
own green column, e.g. FBI, IC.

= Each 15 min slot shows the
number of staff available for
each appointment type.

VONDA GARCIA

VONDA GARCIA - Initial Certification

1. Select the beginning time of
your appointment by clicking
your cursor into the column
and time slot you want to
choose.

2. Dragthe appointment slot
(blue box) with your cursor to
extend appointment time.

3. Double-click any one of the
selected appointment slots
(blue boxes) to get to the
Manage Appointments screen.
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Step 4. Add your participants:

TIP!
This search field says to enter Family ID, but it’s not \fm
1. Inthe Manage Appointments . y y I
. required. Instead:
screen, select the magnifying . .
. e Select the magnifying glass icon or

glass icon or place your cursor )

i e Place your cursor in the box and

in the search box.

e Select the Enter button on your keyboard

2. Select Enter on your keyboard || uasage appoinments

Results

| Quick Scheduli

to display the Search Criteria

|' Family ID Date

]T‘lme lAppointment

Ilndividual
Type

pop-up screen.

lwm Categoryl Status Assets|

ICummenI.

@

‘7/22/2019 ‘10:30 AM to 11:30 AM‘Reg'&tered Dietitian

=) ‘ ‘

==
L )

Contact Method

I - [/] Add to Communication Queue |

Book |‘

Step 5. Add your participants:

[~ Search Criteria

(2)

1. Check-mark Family and Search Location Search Type Family ID Last Name [ |  FirstName [[| M.I.  Telephone Number Date of Birth [_|
Participant boxes. @ state-wide (] Famiy L | [roperts w_ || [ leo——— 1 | [=]
2. Enter a few letters or all of last e e [ parucpang/  particpant 10 Medlicid Number - EBT Card Number DDnﬁneAppﬁcantDn
and, if need be, first name. @ Ginic L] Caretaker L - - :
3. Uncheck Active Only box. ‘ (21001 -Kisp ComlS) [ proxy [ seori] (Gearciters
4. Select Search button. >
5. In Search Results box, select
one of the participants you [ Search Results Totalltems: 3 () |
want schedule. Family ID | Particpant ID | Last Name‘ First Name| M.[.‘ Date of Birth | Category | Medicaid Number Status Eﬁgtﬁaﬁz‘m parent/Guardian 1 Name
6. Press the Select button. LF125910453 ROBERTS  MAGGIE L 2/25/1986
LF125910453 LWA125919726 ROBERTS MAGGIE L  2/25/1986 N \ Cerhﬁcahon Expired 3/31/2018 MAGGIE ROBERTS
LF125910453 LWA13418938 ROBERTS JOHNNIE T 9/15/2017 C ActivefCertified 9/30/2019 MAGGIE ROBERTS
NOTE: Unchecking the Active Only
box is best practice and especially
important when you have an .
applicant or expired participant. In Select \l | Cancel l
our example, Maggie is “expired.” N
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Step 6. Book the appointments: T—

On Manage Appointments screen; || S options a,
. . uicl uline ul
1. Confirm dates, times, and E— : = o
. [ Family ID lnate lnme l#ppolntment IIndmduaI lWIC (‘alegurylstatus Icommentlkssem‘
appointment type. T
® ‘LF125910453 ‘7/22/2019 ‘IOJEDAMto 11:30 AM‘Registered Dietitian i = ‘ ‘ R :3;
2. Always select the high risk e e
e ~ O ) (B conmuncton quee ook |
participant that actually needs

the RD appointment in
Individual drop-down. Contact Method &

3. Select Contact Method drop- |Phane [~ dd to Communication Queue ‘
|

down and choose answer: In Person
In-person — participant or NG

caregiver in clinic
Phone — participant or l
caregiver called clinic gA"

PAT S. PENNY JERI FOX

4. Keep Add to Communication T
Queue box checked if family
wants to receive a reminder

KELSY M. PENNY - Registered Dietitiai ) KELLY FOX - Initial Certification

130 \

s ||| Mel Y. PENNY - Subsequent Certiﬁcati] JERI FOX - Registered Dietitian

email or text. _
e Uncheck box if reminder 104" VONDA GARCIA
email or text isn’t needed. e [ e A
5. Select the Book button. = (_MAGGIE L. ROBERTS )

45 JUAN GARCIA - Initial Certification

q

On the Daily Schedule screen:

Y ||| J0HmmIE T. ROBERTS - Registered Diet
= Find the appointment you just - ||| cABRIELLE GARCIA - mitial Certificati
made.
= Right-click on the name at the
top of the family. TIP!
= Select Open Family. Add a sticky note that the RD will do both appointment types. Follow steps on page 6.
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Step 7' Set a Famlly Alert to Home | Family Services | Scheduling Operations Finance Administratiol 5
remind staff that RD will do a RD New Family —]
and a SC appointment: P S ERTS Familvi a e
Certification » | Family Demographics — e A A L
’ . . Income Screening Calculator Participant Demographics
YOU “ Iand n the Famlly Care Plan » | Income Information
Demographlcs screen. Issue Benefits » | Health Information
1 From Menu bar SeleCt Family Breastfeeding Support » | Anthro/Lab
' ’ Transfer » | Family Assessment
Services, then Certification, Journal of Transactions Dietary & Health
i Family Services Analysis Eco-Social Assessment :
then Family Alerts. G ) e
Clinic Family Workflow Dashboard Assigned Risk Factors
. Reporting » | CertificationSignature
2' On the Alert Informatlon Delayed Signatures for Fl Issuance Certification Summary
screen, select the Add button Reporting Death In Family Issue EBT Card / <
at the bottom rlght of the Subsequent Certification [Fami\vAIerts x ] Add \| | Cancel |
TS T Ma| Document Assessment : :
screen to add a new alert. Certfication Summany [ *= -
Step 8. Enter Alert information: _ .
1. Inthe Maintain Alerts pop-up, < Maintain Alert5> (2]
enter information for the alert: Free-Form or State Defined State Defined Alerts
e Free-Form or State Defined: | FEERD
keep at Free-form (© State Defined
. Alert T
e Alert Type: keep Family Alert S ‘r’yp:e Status ]
. @) Fami rt : - .
e Status: keep at Active (Actwe X [ psmss
e Alert Title: add a brief title ® Individual Alert
Alert Title Start Dat End Dat
e Start Date: keep today’s date . € . na bate .
e End Date: Enter the date when | RD completes both RD and Sub Cert appt | |7/18/2019 | || [7/23/2019 | ||
the alert isn't needed 'IJ[.JI* ‘ AJ[.JI* ‘ AJI‘JI* l AJI*J"‘ " AJ“J“ l‘ AJ“J" l‘ ‘J‘lJl“ " ‘J‘l} I" ‘J’_f* ." ‘J'*_f* ." ‘J'*Jll ." ‘Jﬁ.lll II‘ ‘Jﬁ‘l’l II‘ ‘Jﬁlll I" ‘J’P I" ‘J’_f* ." ‘J‘_f* " ‘J‘Jl.
anymore. E.g. a day after the Alert Text
appointment date RD needs to see Johnnie for RD appointment and also do Maggie's subsequent certification to pregnant.
e Alert Text: add brief note of
what needs to happen (see
sample text in our example.) save w| [ concel |
\' '
2. Select Save. }
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Alert Information

2]

Once you've saved your Family
Filter Alerts

@ Show Active Alerts
(@ Show Inactive Alerts

Alert, you can find it in the Alerts {D% .\
List section.

([ Alerts List D

Totalftems: 1 () |

T [ Status| Alert Title Alert Text
Note:

o7 X Actve RD completes both RD and Sub Cert appt  RD needs to see Johnnie for RD appointment and also do Maggie's subsequent certification to pregnant.
e Use the pencil icon to edit an

alert. \

e To delete an alert, select the
red X icon.

7%

Participant Name | Start Date | End Date | Created By ‘ Created Dal
7/18/2019  7/23/2019 1 7/18/2019

This institution is an equal opportunity provider.
Washington State WIC Nutrition Program does not discriminate.

For persons with disabilities, this document is available on request in other formats.

To submit a request, please call 1-800-525-0127 (TDD/TTY call 711)
DOH 961-1171 July 2019

, Washinglon Stale Department of
/Iﬁ Health

PUBLIC HEALTH

ALWAYS WORKING FOR A SAFER AND

HEALTHIER WASHINGTON
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