lc Schedule Appointments Using Clinic Master Calendar — Same Appt. Type

Cascades Steps

Follow these steps to schedule one type of appointment for one or more participants.
e Use the Clinic Master Calendar method shown here when you enter CIMS appointments instead of Quick Appointments.

e In our example, we will schedule three Initial Certifications for a family.
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Step 1. Get to the Master
Calendar:

1. Select Scheduling from Menu
bar.

Note: Calendar defaults to
current month’s view.

2. Select Clinic Master Calendar.
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Step 2. Choose appointment type
and day for your appointment(s):

If the appointment(s) will
happen in a future month, use
the Mini Calendar to select
month and date for desired
appointment(s).

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.

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
appointment(s) next.

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

Calendars

IE Kitsap Comm Resources—Bremerton
Available Appointment Types
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=

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.

Home Family Sprvices Scheduling Operations

—_— A .
Management Information System

Finance  Administration Help

Day | [ week

July 2019 »

| Fionti— N =S

July 2019

Sunday

Su Mo Tu We Th Fr Sa
7
14

1 2 3 4 [

13

0

21 7
\; » ;

Calendars

1 2z

No Show Rate: 0 %

[ 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

(i —
M Appointments
[ Mutrition Edu. Classes

[ staffEvents

0

Availability Search

Scheduled Appointment Search
Staff Event Search

Nutrition Edu. Class Search

Monday

July 2019 — Cascades Steps — Schedule Appointments using Clinic Master Calendar — Same Appt. Type

Page |2




IC Schedule Appointments Using Clinic Master Calendar — Same Appt. Type

Cascades Steps

—_— M

CASCADES

WASHINGTON WIC

Step 3. Choose a time for your
appointment(s):

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(s) by clicking
your cursor into the column
and time slot(s) you want to
choose.

o Youcandragan
appointment slot (blue box)
with your cursor to extend
appointment time or keep it
at the default timespan.

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

RACHEL GARCIA

RACHEL GARCIA - Registered Dietitiz

JOSEPH RAMOS

JOEY RAMOS - Registered Dietitian

lAM

:15

GREG ZONKERS

TRANA SU - Initial Certification
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Step 4. Add your participant(s):

1. Inthe Manage Appointments
screen, select the magnifying
glass icon or place your cursor
in the search box to display the
Search Criteria pop-up screen.

TIP!
This search field says to enter Family ID, but it’s not
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

DY

| Manage Appointments

| Quick Scheduling Results

[ FamilyID |Date |Time

Appointment

Individual

Type

|w1c Categorylstatus

|Comment|Assets“

7/16/2018

9:00 AM to 9:30 AM

Initial Certification [

a5
L

9:30 AM to 10:00 AM

Initial Certification [

J5
u

10:00 AM to 10:30 AM

Initial Certification [

Contact Method

:E] [+ Add to Communication Queue IE

a5
14

Step 5. Add your participant(s):

1. Check-mark Family and
Participant boxes.

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

3. Uncheck Active Only box.

4. Select Search button.

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

6. Press the Select button.

NOTE: Unchecking the Active Only
box is best practice and especially
important when you have an
applicant or expired participant.

Select Family e
|*Search Criteria 7] |
Search Location Search Type Family ID Last Name [ | First Name [ | M.I Telephone Number Date of Birth [ |
) State-Wide A Family . | [xero LY | | [l - | | (=]
" Participant ID Medicaid Number EBT Card Number
12 Local Agency [ online Applicant Only( ] Active Only
| I 1 I |
@) Clinic
L2101 - Kitsap Comr| 7| [ sEa.ch‘L | Clear criteria
| Search Results Total Ttems: 4 () |
. - . — Certification .
Family ID Participant ID | Last Name | First Name | M.1 | Date of Birth | Category | Medicaid Number | Status End Date Parent/Guardian 1 Name
FO5200002696 ¥ERO CARLA 12{31/1999
FO5200002696 WAOS520004437 XERO CARLA 12/31/1999 P Applicant CARLA XERO
FO5200002696  WAO520004438 XERO GABBY 12122017 [ \ Applicant CARLA XERO
FO5200002696  WAOS520004439 XERO JERROD 12{18/2018 I Applicant CARLA XERO

| Select x| | Cancel

~N
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Step 6. Book the appointment(s):

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

2. Select participants in each
Individual drop-down.

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.

Initial Certification

9:00 AM to 9:30 AM

9:30 AM to 10:00 AM |Initial Certification ‘JERROD ¥ERO \

10:00 AM to 10:30 AM|Initial Certification [ |L]

Contact Methed
[Phune

In Person
Phone
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|
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“l
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15

LR
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ERWIN YOKES - Initial Certificati
e | s

& | ETTA YOKES - mitial Cortificatior|

{

BOBBY JACKSON ' RACHEL GARCIA

JOSEPH RAMOS

GREG ZONKERS
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Leaving Sticky Notes:
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.

= REMEMBER
CARLA XERO ‘\ | e Each time a participant cancels or reschedules the appointment,
:: l CARLAXERO [ES O Siiicatios I_ any sticky notes for that appointment will be lost.
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