PROCESS DESCRIPTION - VERSION 4.0 (JUNE 2010)

| POSSIBLE ROLES: CLINIC/SYSTEM MANAGER / HEAD NURSE | PROCESS 3.1.0:

DEFINING PROVIDER APPOINTMENT SCHEDULES

# Step Observations Menu options or screen information

Preliminary steps:

Create a new clinic service provider Ut AT ATARCH

If necessary, ask your system administrator to e ca: etz

create a new service provider for you as this is Tyt e e e

an System Admin task (Administration > Users) First flame:  Or. Cola Middls Name: .

Last Name. Samad Default Facility: First Clinic IPPF ~ ~ E Adl'l'lll'l B‘tratmn

0 Note: The new provider must have the “Service :::r_ﬂmm i o - e

Provider” and the “Calendar” tick boxes e e

selected, to appear in the Appointment Taxonamy:  207000000K CalendarUl.  Defaull ~

Schedule drop-down menu: Acsem preieiic Bl

Daniel Messer [ Forirok: NPT
Jane Fisher ha
3 A ) 3 Mavios Gonzabes » 20080513 DayView - [Go] [Today

Include service provider in appointment page '_ T — )

In order to open the service provider schedule: = Vizits
1 ¢ Go to Visits Calendar w00

« Select her/his name in the drop-down menu sl

eSelect the appropriate starting date '

Enter In Office Event po o = F—

First, select the Add event button to define the Date: 20080513 o Tme 9 Lo | AM -

. Title: In Office: duration 0 i —

CSeect vist Category I Offce = | en @ @
2 «Select the appropriate Service Provider i € Tz, Dy f13) AT ==

e Select Preferred Category (main service) T . T Fisher

e¢Add a comment (will be displayed in schedule) I = hor Condler Based Violence

eEnsure the appropriate Time is selected, and : : : :

eSave the schedule data Save Find Available | | Cancel |

Set repetition pattern Hint: Locate the appropriate starting date Repeats  every ~ day -

The time frame of all events should be defined if the provider has an irregular schedule. until 2008-05-3 10
3 for the longest period possible. This will Eg. If provider will be at the clinic on workday

minimise the need to update the appointment Fridays only, go to the Friday before the

schedules often (check User’s Manual if needed) | current date and set repeats to every week.

Enter Lunch time Event ;':f"’"“ ::%:‘3 il M e e

A lunch time period should be defined for the i Prra—— i ——

service prOVider- Clinic 1D: First Clinie IPPF 0513 Day View ~
4 eSelect Visit Category: Lunch Client: Click o select << Tuesday, May 13, 2008 >

e Select the appropriate Service Provider o 2 Rl L

«Enter the duration of this event in minutes. psi ML J Fisher

~Save the schecie data. o] resen | [con o

Category: Out Of Office - All day svent
Enter Out of Office Event Dato: 20050513 e Tme 5 oo [Pm-
i i Title: Out Of Office. duration O

Ir?:secrrl:i gzlgz.uly consultation should complete ok, . Fiss — v
5 eSelect Visit Category: Out of Office ::::epmm.n :I:IJH 7/ Repeats every v|day - o TEES b S

e Select the appropriate Service Provider Status: - wil 2080531 () T

e Set repetition pattern Commsate

e Save the schedule data. [Save| [ Find Avaiable | Cancel |

- J Fishir
6 Verify the resulting schedule s
-




