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PrimeSUITE: Log In to Log Out //_\

Module 1

Welcome to Module 1. This module
explains how to schedule an
appointment for a new patient in
PrimeSUITE.
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Recap What You Know

—_—
‘Managing Paymentsand
| Billing
Q (BusinessOffice)

Let's recap what you know so far:

* You know how to navigate the
PrimeSUITE desktop.

* You've met the players and the
practice.
* You have a general idea of what 1 - Scheduling an Appointment

you will learn in LILO.

Now you're ready to Schedule an
" Appointment.
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Module 1: Scheduling an Appointment

Sally the Scheduler

Scheduling
an Appointment
in PrimeSUITE

Hi, I'm Sally. I schedule appointments
at Best Practices Medical Office.

Our practice has already completed the
set up required for PimeSUITE; we
won't discuss that here.

In this module, Il show you one way to
schedule an appointment in
PrimeSUITE.

Three Ways to Schedule Appointments

Scheduling
an Appointment
in PrimeSUITE

To accommodate the way you do
business at your practice, PrimeSUITE
provides three different ways to
schedule an appointment:

« Appointment Wizard
- Schedule Dashboard
- Quick Search

In this demo, we are going to use the
Schedule Dashboard, which lets you
use a drag and drop function to
schedule an appointment.
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Module 1: Scheduling an Appointment

Templates and Settings

Scheduling
an Appointment
in PrimeSUITE

In PrimeSUITE, days and times available
for scheduling are based on the
templates and settings that have been
established in the system for your
practice. You can click the Information
button below to learn more.

Since the Best Practices office has
already done this setup, let’s continue.

Mary Ford, New Patient

Mary Ford called Dr. Interna’s office this
morning to request an appointment.

!

She is Dr. Parker’s arthritis patient. But
because she was complaining of sinus
problems, Dr. Parker suggested that she

Mary Ford, age 34
e N e = Useband Mary refers an aftl((irnuun appointment in the

overall health care. middle of the week.
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Module 1: Scheduling an Appointment

Steps in PrimeSUITE

First, let's log into PrimeSUITE and go to
Appointment Scheduling on the
Scheduling menu.

teps in PrimeSUITE
—

To schedule an appointment for a new
patient, you perform these main steps in
PrimeSUITE:

1. Search for the Patient in the
PrimeSUITE database.
2. Click Add New to add the patient.

3. Navigate to Schedule >
Appointment Scheduling.

4. Select the appropriate Appointment
Type, Location, and Resources and
click View Schedules.

5. Drag and drop the appointment type
into an available time slot.

Check for Duplicate Patient Information

Even though Mary is a new patient, we
will check to see if she is already in the
PrimeSUITE database because we want
to avoid duplicate patient information.

—
Steps in PrimeSUITE
p—

To schedule an appointment for a new
patient, you perform these main steps in
PrimeSUITE:

1. Search for the Patient in the
PrimeSUITE database.
2. Click Add New to add the patient.

3. Navigate to Schedule >
Appointment Scheduling.

4. Select the appropriate Appointment
Type, Location, and Resources and
click View Schedules.

5. Drag and drop the appointment type
into an available time slot.
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Module 1: Scheduling an Appointment

PrimeSUITE Desktop

&5 : PrimeSuite — Greenway Medical Practice - OFFICESRY : O [E=E=T
File 2]

O rReEENwAY |
.

B M E A sy
Tuesday, August 16, 2011
q Desktop v

Customize Desktop

A/R Management Chart Registration Reporting Schedule System Help

Patient List

(1) Click Search for Patient .

Patient Search

—— -
| &% + PrimeSuite — Greenway Medical Practice -- OFFICESRV [=/=] =

B e w

*Last Name *First Name Midelle Name Patient ID Other ID
ford | s | ] | N

== Date Of Birth Sex Home Phone Work Phone
[0a/13/1975 [ -

*Renuired ta add new 0 found

(2) acd Hew

(2) Enter the patient's Last Name, First Name, and Date of Birth. Then, click .
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Search Confirmation

ﬁp +PrimeSuite — Greenway Medical Practice — OFFICESRY =B8] 58

*Last Name “First Name Midelle Name Fatient ID Other 1D
frorc | frarr | [ | N

S5n Date Of Birth Sex Home Fhane Wk Phane
l04/13/1975 I_ -

*Reguired ta add new

Mo matches found

-}

add tew

(2) The message "No matches found" means Mary Ford is not yet in the database.
O

Click

Add New

ri’:l’nmesuim—(ireenway Medical Practice — OFFICESRY % N IBEIS

*Last Name *First Name Midelle Name Fatient ID Other 1D
frorc | fparr | [ N |

55N Date Of Birth Sex Home Phone Wark Phone
04131975 Female = [eroeszoese | [ro) s42-20es

*Required ta add new

e [ - | eodrew JF{(4psr ][ carcel |

(4) Enter the patient's Home Phone and Work Phone, then click .
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Module 1: Scheduling an Appointment

Missing SSN Warning

E}  PrimeSuite - Greenway Medical Practice — OFFICESRY — =@ =

*Last Name *First Name Midelle Name Fatient ID Other 1D
fForc | fparr | | N |

Datz Of Birth Home Phone tiark Phong

SEN Sex
l04/13/1975 Female ~| 770) 853-0254 | [c770) 9422083
*Required ta add new
el N s o ==

Itis recormmended thatyou enter SN in this record
Do you wish to continue and save SSM as Unkriown?

o2

add tew

If the SSN field is left blank, PrimeSUITE displays a warning message like the
one shown. You may click Yes to continue and then add the information later
during patient check in.

Yes

(5) Click
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Module 1: Scheduling an Appointment

Active Patient in Page Header

4% : PrimeSuite — Greenway Medical Practice - OFFICESRY ==
Fie |2)
[G REEN WAE A/R Management Chart Registration Reporting Schedule System Help ‘ W E * Sally-Sef
Tuesday, August 16, 2011
S V"SEA Desktop Ford, Mary (1658)

T DR |

Patient List

The patient name and system-assigned ID number appear in the page
header or "buffer."
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Module 1: Scheduling an Appointment

Appointment Scheduling Page Selection

&% : PrimeSuite - Greenway Medical Practice -- OFFICESRV ==

File 2]
[G R EENWAE A/R Management _Chart _Registration _Reporting  Schedule  System Helo R e M E A says

Pra— AeeointinentiSchedulnoll o G Tuesday, August 16, 2011
Ford, Mary (1658) ~

Customize Desktop
Patient List

L=

QYL prointment Scheduling |

Appointment Request and Recall Alert

Appointment Request and Recall Alert - Ford, Mary (1658) pE]

T} Mo Irsurance 6, 2011
658) v

Request Type Status Appt Type Pravider/Resource CreateDate  RequestDate Location

=

] »

[

1

= T (T

3 ® %
() Best Praciices Main (M} Patient Name: Ford, Mary (1658) Date Of Birth: 04/13/1975 (==
Q) Best Practices South (Vi) Address: Primary Plan: (I

City/State/Zip: ) Balances: P 40,00 | 140.00 | C $0.00
Home Phone: Next Appt. Date:
Cell Phone: [ 1 preferred Provider:

“From Date ; [08/16/2011 x ¥ tion. ¥ Tue. ™ wed. ¥ Thu, ® Fri. I sat [ Sun.
*To Dats : [08/23/2011 % View Schedules : [NomalHours _v| Interval: [16Minwtes ]

Srhedule Wizard Wiew Srhedules

(7) The Appointment Request and Recall Alert dialog box appears so you make an
appointment for any outstanding requests, if applicable. Since our patient is new; the box is

empty. Click Close
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Module 1: Scheduling an Appointment

Appointment Filtering Criteria

File 2]

Sally-Schel

A/R Management Chart Registration Reporting Schedule System  Help e W E A
Tuesday, August 16, 2011

Appointment Scheduling o Ford, Mary (1658)

Schedule Dashboard

Appointments JOE[ om Tuesday, August 16, 2011 [ Ep W
& Equipment -
Time
Laborstory
Nurse Visits
Office Visits 0B:00:00 AM =
Procedures 08:15:00 AM
Surgery 08:30:00 AM
08:45:00 AM E
09:00:00 AM
09:15:00 AM
e 0S| oos000am
Category >> | - |"os:a5:00 am
0 Nurses _ | —to:00:00 am
[ Providers 1
[ Dr. Albert Hart
[ Dr. Bryant Pain
[ Dr. Caraiyn See
[ Dr Charles Renal =
Dr. CutInterma. i H z "
B s Agpontment sunmary ) Patent Information. | Black Time B i pET e

Best Practices Main (vM] Patient Name: Ford, Mary (1658) Date Df Birth: 04f13/1975 EH =
[ Best Practices South (VM) Address: Primary Plan: I

City/State/2ip: , Balances: P $0.00 | 140.00 | € 40.00

Home Phone: (770) 853-0254 Next Appt. Date:

Cell Bhone: [ | Preferred Providen

“From Date « [B77RATT ] 2] ¢ 7 Men. ¥ Tue. R ied, ¥ Thu, R Frl. T Sat [ Sun.

*ToDate : (00242011 | | ] X View :[Nommal Hours »] Interval : [15Minwes =]

Schedule Wizl 8 ):l\/\gw Schedules I
L=

(8) On the Appointment Scheduling screen (seen here) you will select the type of Appointment
you want to schedule, the Resouces needed for the visit, and the Location of the appointment.

Then, click Wi Schedules

Schedule View

e W E A

Sally-Sche|

A/R Management Chart Registration Reporting Schedule System Help

. . 3 Tuesday, August 16, 2011
Appointment Scheduling Ford, Mary (1658)
Schedule Dashhoard
Appointments Jas o Wednesday, August 17, 2011 =
Equipment Tme | Dr. Curt Interna
Sboratony | Best Practices Main
[ Nurse Visits B Dr Interna Office
Office Visits 08:00:00 AM _|[J =
Procedures 081500 AM |3
Surgery 08:30:00 AM
08:45:00 AM =
09:00:00 AM
Resources [mwE
Category>> =
O Nurses i
O Providers 1
0 Dr Albert Hart
-0 Dr.Bryent Pain 11:00:00 AM
0 Dr. Carolyn See 11:15:00 AM
[ Dr. Charles Renal 11:30:00 AM =
-2 Dr. Curt Intema. _ | tas00am [ i b
B o=TE Appontment Summary ) Patient Information Block Time bl i g BT eB
Best Praciices Main (M) Patient Name: Ford, Mary (1658) Date Of Birth: 04/13/1975 B =
[ Best Practices South (Vi) Address: Primary Plan: N
City/State/Zip: 5 Balances: P 40.00 | 140.00 | € $0.00
Home Phone: (770) 853-0254 Next Appt. Date:
Cell Phone: R -
*From Date : [08/17/2011 E 5 Mo [V Tue, wed, M Thu, M Fri. Tsat [ sun,
*TaDate : [08/242011 | o] X View Schedules : [NormalHours  +| Interval: [16Mimies |
Schedule Wizard Yiew Schedules

(9) Click the 4 to expand the list of Office Visit types available.
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Module 1: Scheduling an Appointment

Based on the Rules and Schedule settings for the selected Appointment type,
a green R indicates an available time slot; a red R indicates a restricted time
slot.

Rule Labels, such as New Patients, for example, indicate the type of
appointments available for this slot. These settings are defined in Rules and
Schedule Administration.

Appointment Type Selection

File |2

e M E A s
Tuesday, August 16, 2011

Appointment Scheduling o Ford, Mary (1658)

A/R Management Chart Registration Reporting Schedule System Help

Schedule Dashboard

appointments OS] om Wednesday, August 17,2011 = [ B w
Laboratory 5 Time [ Dr. Curt Interna
Nurse Visits

Best Practices Main

Office Visits

I

B _DrInterna Office

ErAnnual 08:00:00 AM -
Consult 08:15:00 AM
Established Patient 08:30:00 AM

08:45:00 AM
09:00:00 AM
09:15:00 AM
09:30:00 AM

I

E] Followup Visit

Category >> 09:45:00 AM
O Nurses _ |_10:00:00 Am
0 Providers = | 101500 am

10:30:00 AM

[ Dr. Albert Hart
0 Dr. Bryant Pain
QI Dr. Caralyn See

10:45:00 AM
11:00:00 AM
11:15:00 AM

| 5| =| =] 3| 5| =| 2| | 5| 2| =| = =| =W

[ Dr. Charles Renal 11:30:00 AM |13 =
Dr. Curt Interna. | Atas:00Am | ¢ " L
B o=TE Appontment Summary ) Patient Information Block Time bl i g BT eB
Best Practices Main (vh) Patient Name: Ford, Mary (1653) Date Of Birth: 04/13/1975 B =
[ Best Praciices South (Vi) Address: Primary Plan; NiA
City/State/2ip: ) Balances: P $0.00 | 140,00 | € $0.00
Home Phone: Next Appt. Date:
Cell Phone: Preferred Provider:

*From Date : [08/17/2011 E 5 Mo [V Tue, wed, M Thu, M Fri. Tsat [ sun,
*TaDate : [08/242011 | o] X View Schedules : [NormalHours +| Interval: [16Mimies |

Schedule Wizard View Schedules

(10) Click &l for New Patient.
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Module 1: Scheduling an Appointment

Drag and Drop Appointment Scheduling

A/R Management Chart Registration Reporting Schedule System  Help B M E A saiysec

} ; S Tuesday, August 16, 2011
Appointment Scheduling Ford, Mary (1658)
Schedule Dashboard
Appointments —aE o Wednesday, August 17,2011 =
Labaratory 1] Time | Dr. Curt Interna
Nurse Visits | Best Practices Main
Office Visits b B DrInterna Office
By Annual LA B
Consult M

Established Patient
Follouwup Visit

New Patient
O Nurses
[ Providers
[ Dr. Albert Hart
[ Dr. Bryant Pain
0 Dr. Caratyn See

=] =] =] =] =]

E

Resources

BEEEEEEEE

[ Dr. Charles Renal R
2 Dr. CurtIntema, i :45: q o I+
B =0 Agpontment sunmary ) Patent Information. | lock. Time 0 i b EST en
Best Practices Main (VM) Patient Name: Ford, Mary (1658) Date Of Birth: 04/13/1975 ==
[ Best Practices South (VM) Address: Primary Plan: NA
City/State/Zip: , Balances: P 40,00 | 140.00 | € $0.00
Home Phone: (770) g5z 0254 Next Appt. Date:
Cell Phone: I

“From Date < [Gari 70T ][] % © Men ¥ Tue, R ed W Thu, ¥ Fri. I at [ Sun.
*TaDate : [08/242011 | [ -] X Wiew Schedules : [NormalHows  ~|  Interval: [16Mimtes |

Schedule Wizard Yiew Schedules

(11) Drag and Drop appointment type into the 9:00 am time slot.
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Module 1: Scheduling an Appointment

Schedule Confirmation

File |2

A/R Management Chart Registration Reporting Schedule System Help B M BE A caiy-sche

. . S Tuesday, August 16, 2011
Appointment Scheduling Ford, Mary (1658)
Schedule Dashhoard F——
B
Lab ‘Appmmmgms m=E om I” Show Confirmation Patient 1D: 1658 & il 5§ »
aboratory - -
T
Nurse Visits = Ford, Mary]
Office Visits =
Annual Category : [Office Visits =
[ Consult Appointment :  [New Patient

Established Pafient
Followup Visit

__EiNewPatient
Resources

Location : | BestPractices Main

LellLed

Resource ; |Dr. Curt Intema (Praviders)
Start Date : Wednesday, August 17, 2011
start Time : |03 +|  [00 +| [am ~]

Duration : |Detault  ~| 0] min

Authorization

0 Nurses
Q Providers

0 Dr. Albert Hart
0 Dr. BryantPain
0 Dr.Caralyn See

Comments:

Chief Complaint: also followed by Dr.

[ Dr. Charles Renal sinus + |Parker. -
Dr. Curt Intema. J - - u
-y
B e Wizard Save 12 2ET 9%
Best Pracices Main (vi) Patient Name: Ford, Mary (1658) Date Of Birth: 04/13/1975 H =
Q) Best Practices South (Vi) Address: Primary Plan: (I
City/State,/ Zip: , Balances: P 40,00 | 140.00 | C $0.00
Home Phone: Next Appt. Date:
Cell Phone: [ 1 preferred Provider:

*From Date ; [08/17/2011 E x ¥ mon, ¥ Tue, ™ wed ¥ Thu, M Fri. I Sat [ Sun,
*ToDats 1 [08/24/2011 | [ =] % View Schedules : [NormalHours ~| Interval : [15Mimtes  ~|

Srhedule Wizard Wiew Srhedules

The Schedule window shows the details of the appointment.

Complete the Chief Complaint and Comments per your office protocol.

For this demo, enter Sinus as the Chief Complaint and also followed by
Dr. Parker as a Comment.

(12) Click | Save |
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Module 1: Scheduling an Ap

pointment

Patient Instructions

A/R Management Chart Registrati

on  Reporting Schedule System  Help e W E A

Tuesday, August 16, 2011

Sally-Schel

Appointment Scheduling o Ford, Mary (1658)

Schedule Dashboard

Appointments JOE[ om Wednesday, August 17,2011 = 1l B @
Laboratory b [ Dr. Curt Interha
Nurse Visits Best Practices Main
Office Visits B Drinterna Office

[EyAnnual

I

Followup Visit

Mew Patiert
Resources

VBScript: Patient Instructions ==

Category >>

O Nurses

( Providers

[ Dr. Albert Hart
[ Dr. Bryant Pain
0 Dr. Caratyn See

Ow Instruct patient to have old records sent to office prior ta visit

0K I 13

[ Dr. Charles Renal -
Dr. CurtInterma, E T ]+
B =0 Agpontment summary | Patint Infornation | lock. Time B i b EST en
Best Practices Main (VM) Patient Name:  Ford, Mary Date: \Wednesday, August 17, 2011 H x
[ Best Practices South (Vi) Appt. Type: Hew Patient Start Time: 09:00:00 AM  End Time: 03:30:00 AM
Authorization #: Location:  Best Practices Main
Chief Complaint: Comments:
sinus -

also followed by Dr. Parker -

*From Date ¢ [08/17/2011

x IV ton, ¥ Tue, ™ Wed. ¥ Thu, M Fri. I Sat [ Sun,

*“TaDate : [08/242011 | [ o] X wiew Schedules : [NormalHows  ~|  Interval: [16Mimtes =]

Schedule Wizard Yiew Schedules
| =

(13) Read the Patient Instructions stored in the database for the Appointment Type.

Ok

Then, click .

Appointment Summary

A/R Management Chart Registration Reporting Schedule  System  Help e

W B A

Tuesday, August 16, 2011

Sally-Schel

Appointment Scheduling o Ford, Mary (1658)

Schedule Dashboard

Appointments JOE[ om Wednesday, August 17, 2011 il B ®
Laboratory 12 e I Dr. Curt Interna
Nurse Visits | Best Practices Main
Office Visits = B Drinterna Office
[EyAnnual L4

[HEWS Ford, Mary e

Followup Visit

Mew Patiert

Resources

Category >>

O Nurses

{0 Providers

[ Dr. Albert Hart

[ Dr. Bryant Pain

[ Dr. Carolyn See

12:30:00 PM

[ Dr. Charles Renal -
Dr. CuttInterna | 1zas00em L [ ]

B =0 Pepantmen sunmary §_ Pavert ifornatonJ={ 14 FeckTire 0 i b EST RN
Best Practices Main (VM) Patient Name:  Ford, Mary Date: WWednesday, August 17, 2011 H x
() Best Practices South (Viv) Appt. Type: Hew Patient Start Time: 09:00:00 AM  End Time: 03:30:00 AM

Authorization #: Location:  Best Practices Main
Chief Complaint: [
sinus - also followed by Dr. Parker -

“From Date : [B7RATT ] [2] ¢ 7 Men ¥ Tue. 7 ied, ¥ Thu, R Frl. T Sat [ Sun.

Schedule Wizard Yiew Schedules

*TaDate : [08/242011 | [ -] X Wiew Schedules : [NormalHows  ~|  Interval: [16Mimtes =]

(14) C|iCkr- Patient Information W

Greenway Confident
© 2012 Greenway Medical Technologies, Inc. All Rights Reserved.
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Module 1: Scheduling an Appointment

The new appointment now appears in the chosen time slot. Details appear on
the Appointment Summary tab.

Patient Information

e b = A
. . G Tuesday, August 16, 2011
Appointment Scheduling Ford, Mary (1658)

Sally-Sche)

A/R Management Chart Registration Reporting Schedule System Help

Schedule Dashboard

Appointments OS] gm wednesday, August 17, 2011 1l B (&
Laboratary S Tme | Dr. Curt Inferna
Nurse Visits | Best Practices Main
Oificepicrs 3 Dr Interna Office
BErAnnual | "os:00:00 am -
Consult 09:15:00 AM
Established Patient 09:30:00 AM M
Fallowup Visit N3 AN
i _|non:00am
i Swiasien 10:15:00 AW 3
El Resources LOEN 103000 am
Category >> | 10:45:00 AM 4
O Nurses _[ar:0000 am
0 Providers i :1;333 :x
Q) Dr. Albert Hart 1:45:00 AM
0 Dr. Bryant Pain 12:00:00 PM
0 Dr. Carolyn See 12:15:00 PM
0 Dr. Charles Renal 12:30:00 PM &
Dr. Curt Interna, 1245:00Pm_] < | & ]+
B Tocatons Appointment Summary Y Patient Information | Block Time: B & %I =] |"7 s %
Best Practices Main (VM) Patient Name: Ford, Mary (1658) Date Of Birth: 04/13/1975 H =
Q) Best Practices South (Vi) Address: Primary Plan: (I
City/State,/ Zip: , Balances: P 40,00 | 140.00 | C $0.00
Home Phone: (770) 853 0254 Next Appt. Date:
Gell Phone: [ | ereferred providen:
*From Date ; [08/17/2011 3 Mmon [V Tue. ¥ wed, W Thu, P Fri. TSat T sun.
*To Dats : [08/24/2011 X View Schedules : [Normal Hours _+|  Interval : [15 Minutes ]
Sthedule wiizard  Wiew Schedules

The Patient Information tab contains all demographic information gathered
up to this point.

If you need to add more information, you can use the Registration
Information icon to access the patient Information page.
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Module 1: Scheduling an Appointment

Open Registration Menu

4% : PrimeSuite — Greenway Medical Practice - OFFICESRV ==

File [2)

Registration Reporting  Schedule

System  Help

Tuesday, August 16, 2011
Ford, Mary (1658)

Schedule Dashboard

Appointments —aE [&Im] Wednesday, August 17, 2011
Laboratory I Time | Dr. Curt Interna
Nurse Visits | Best Practices Main
Office Visits E

B Dr Interna Office

By Annual
ansult
stablished Patient
ollowup Visit

New Patient
ol Resources
Category >>
0 Nurses
Q Providers
[ Dr. Albernt Hart
0 Dr Bryant Pain
0 Or Caroiyn See
0 Dr Charles Renal
Dr. Cutt Interna 12:45:00 PM i i

B =0 Agpontment summary | Patint Infornation | lock. Time B i b ESF RN

Best Practices Main (vM] Patient Name: Ford, Mary (1658) Date Df Birth: 04f13/1975 EH =
[ Best Practices South (VM) Address: Primary Plan: A
City/State/2ip: ) Balances: P $0.00 | 140.00 | € 40.00
Home Phane: [i770) 853-0254 Next Appt. Date:  WED 08/17/11 03:00 AM Main
Cell Phone: [ ] Ppreferred Provider:
“From Date 7T ][] % 1 Men ¥ Tue ¥ wed W Thu, P, St s,
—_— =

(15) Now you want to note the patient's referring provider. Click Registration]

Referral Management Page Selection

&5 : PrimeSuite - Greenway Medical Practice - OFFICESRY =
File [2]

GREENWAY | _A/RManagement Chart Registration Reporting Schedule System  Help

Information

R i Tuesday, August 16, 2011
S PSE Appointment SRR Ford, Mary (1658)

Delivery Infe.
Schedule Dashboard Flag Management

Appointments: Patient list... FR
Referral Management

sday, August 17, 2011

Labaratory

Dr_Curt Interna
Best Practices Main
B _DrInterna Office

Nurse Visits
Office Visits
[EjAnnual

onsult
stablished Patient
ollowup Visit

New Pafient

=

Resources
Category>>
O Nurses
0 Providers
[ Dr. Albert Hart
0 Dr. Bryant Pain
QI Dr. Caralyn See
0 Dr. Cherles Renal
Dr. Curt Interna.

B Tocatons Appontment Summary ) Patient Information [ Block Time Bl i g ESF eB

| =] 7| =] =] =| ] =] =] =] =]

B

m ]+

3
Best Praciices Main (M) Patient Name: Ford, Mary (1658) Date Of Birth: 04/13/1975 = =
[ Best Pracices South (Vi) Address: Primary Plan: NiA

City/State/Zip: 5 Balances: P 40.00 | 140.00 | € $0.00
Home Phone: (770) e53.0254 Next Appt.Date:  WED 08/17/11 09:00 AM Main
cell Phone: L | Preferred Provider:

5 Mmon Y Tue, wed M Thu, b Fri Tsat T sun,

*From Date : [08/17/2011 [

(16) Click (or use the Alt+R keyboard shortcut.)
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Module 1: Scheduling an Appointment

Referral Management (ALT+R)

43 Referral Management (ALT+R) = [ ‘
Patient ID: | Other ID: | 2. maryFord (1658) & 4%
Refsna\/:«uthm@ Providers N Elighbilty B 1

| 3
R = — 4
(17) When the Referral Management page displays, click the { oS Wtab.
Referring Provider
4% Referral Management (ALT+R) - @m ]
Patient 10: | Gther 1o: | 2. MaryFord (1658) E K
Referraauthorization Providers e Eigbilty B 3
=
18 J|eferring Provider x 1
IComments: = | e
Primary Care Physician 7 1
IComments: = | |
Type [Name Set Removed | Comments
|
{1 E
| 3
R T e ™ e ]

(18) Click Referring Provider
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Module 1: Scheduling an Appointment

Referring Provider Search

40 Referral Management (ALT+R)
] Patient ID: | Other ID: | a Mary Ford (1658)
] Referral/Authorization Providers e Eligiility B
@E Referring Provider X | | Scarch - Webpage Dialog
o § Referring
[oarker |[ searen |
Specialty [Al |
L WEEEEHOOOED0M™
LM A®EOOMMMEEE]
E@EM WG
B3GR 0)]C)] ] e]ea)c
( space
Add a* in front of the name I your search doss nat return the expected match,
|| Name
O ez
I <« < 10f1 > >
X
=]
Ei
B Mo

When the provider Search box opens, type in the partial name or whole
name, such as Parker, and click Search.

NOTE: Only providers saved via the Care Provider page or entered and
marked as Referring (as shown in this demonstration) will appear in the
provider search results.

(19) Click Roy &. Parker MD
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Module 1: Scheduling an Appointment

Enter Comments Field

4% Referal Management (ALT+R) E‘EI_'@_M
[a]

Patient ID: | Other 0: | L. maryFord (1658) 5

Providers h Eligihility B

Referralfauthorization

Referring Provider X

Roy A, Parker MD
121 Clinic Avenue

Set. Remover d Comments

You can store information about this provider as it relates to the patient in
the Comments field. Here, we enter monitors Arthritis.

(20) Click Ssave n

(21) Click Close eS8
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Module 1: Scheduling an Appointment

Appointment Scheduled

A/R Management Chart Registration Reporting Schedule System  Help B M E A saiysece
Tuesday, August 16, 2011

Appointment Scheduling o Ford, Mary (1658)

Schedule Dashboard

Appointments O gm Wednesday, August 17,2011 = i B )
& Equipment Tme | Dr. Curt interna
Leer=TETy Best Practices Main
Nurse Visits S Dr interna Office
Office Visits 0E0000AM_ [ g
Procedures 08:15:00AM |3 ml
Surgery 08:30:00 AM
08:45:00 AM =
09:00:00 AM
09:15:00AM_|[;
Resources OIS "osz0:00am | P
Category >> -+ [Tosas00am [
0 hurses _ | to:00:00 am
0 Providers = [C1o1s:00am
[ Dr Albert Hart | fu30:00 A
[ Dr. Bryant Pain
[ Dr. Caraiyn See
[0 Dr. Chatles Renal -
Dr. CurtInterma, i il . I+
B =0 Agpontment sunmary ) Patent Information. | lock. Time 0 i b EST RN
Best Practices Main (vM) Patient Name: Ford, Mary (1658) Date Of Birth: 04f13/1975 (==
[ Best Practices South (VM) Address: Primary Plan: NA
City/State/ Zip: , Balances: P §0.00 | 140.00 | € $0.00
Home Phone: 770) Es0254 Next Appt.Date:  WED 08/17/11 09:00 AM Man
Work Phone: P
Cell Phone: [ ] NextAppt.Resource: Dr. Curt Intema

IV ton, ¥ Tue, ™ Wed. ¥ Thu, M Fri. I Sat [ Sun,

*From Date : [16717/2011
*To Date : [08/24/2011 X View Schedules : [Normal Hours _~|  Interval : [15Minutes ]

Schedule Wizard Yiew Schedules

This completes the demonstration of how to use the Schedule Dashboard to
schedule a patient appointment.

Module 1 Key Points

Scheduling an Appointment: Key Points

® There are three different ways to schedule an appointment in
PrimeSUITE: Appointment Wizard, Schedule Dashboard, and
Quick Search

® Availability of appointment times is based on templates and
settings established for your practice in PrimeSUITE.

@ In this module, you learned how to follow these steps to schedule
an appointment for a new patient using the Schedule Dashboard:

Search for the Patient in the PrimeSUITE database.

Click Add New to add the patient.

Navigate to Schedule > Appointment Scheduling.

B W N

Select the appropriate Appointment Type, Location, and
Resources and click View Schedules.

5. Drag and drop the appointment type into an available
time slot.
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Module 1: Scheduling an Appointment

End of Module 1

PrimeSUITE: Log In to Log Out

| 1 - Scheduling an Appointment |

emo Click here to view the demonstration again.

Click here to check your knowledge of
this module.

Click here to view or print a job aid for
the module.

Click here to go to the How To menu for

This is the end of Module 1,
this module.

Scheduling an Appointment.

Click here to go to the LILO Main Menu.

Module 2
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