	Appointment Module FAQs

	Can’t transfer appt to provider
	· A patient can be transferred to another provider within the same clinic, or to a provider that is mapped in CHCS II to the clinic the patient was first seen.

· If the provider is not visible in the selection box when performing the transfer, the provider is not mapped in CHCS II to the specific clinic.  (Trouble ticket must be submitted to map clinic to provider)



	An appointment was assigned to a nurse in CHCSII but now needs to be transferred to a provider who doesn't have a CHCSII username and is not trained?
	· Appointments may only be transferred to other providers in the same clinic that have CHCS II accounts.

· This encounter should be completed in an administrative fashion and closed out by the nurse with an entry in the S/O portion stating this encounter is being transferred to Dr ____.  

· The encounter is closed as a No-count.

	Canceling a Checked-In Patient
	· Once a patient is checked-In, there is no method to undo a checked-in patient. 

· Facility Cancel the appt in CHCS II by highlighting the patient and selecting Cancel on the Action Bar.

·  No show will not be an option when canceling the checked-in status.

· When performing End-Of-Day process in CHCS I, change the Kept or Cancelled status to “No Show”

	I am on the providers side of the appointment selections window. Do I have a doctor's role?
	· Being listed on the providers side of the Change selections window does not mean you have provider privileges.   

	Double Booked Appts. For the same patient
	· If a patient was double booked and has two appts in CHCS II, select one of the appts and document the visit.  Ignore the second appt.  In CHCS I for End-of-processing

Do not perform a facility cancel in CHCS II for the second appt.

	How do I see different views of appointments?
	· The appointment module can be changed to better suit the users needs.  Columns can be moved to the left or right by clicking on column headers and dragging to the needed position.  After the columns are set in the needed order, click on (Change Selections then Set column order as default to save the adjustments.

· Appointments can be sorted alphabetically by clicking on the column header.

· Appointments can be  filtered by clinic, provider and day to display only appointments for a certain providers.  Use the “Set Selections as Default” button within the change selection box to keep the filter settings.

	How do I get back my lost CHCSII appointments?
	· Make sure your change selections parameters are to include the date/time of the appointment as well as the correct clinic and provider.  If the lost appointment is still not displaying, contact the helpdesk.

· Displaying of future appointments is a site definable parameters and future appointments may not eb pulled.

· 

	Why aren't the provider's appointments showing up for tomorrow?
	· Future appointments are booked in CHCS I.  these appointments are then brought over to CHCS II on a site by site basis.  How far in the future appointments are brought over is a site definable setting.

· If your site brings over future days appointments, they are viewable in the appointment module.

· Within the appointment module, click on Change selections and set the date, clinic and provider(s) you wish to see.  Then Click OK.

	Why are the statuses for some appointments "Checked into CHCS I"?
	· The status Checked into CHCS I means the patient has been checked into CHCS I and the encounter has not been opened up.  Users may use this appointment and start an encounter.

	Why don't my action icons appear on the appointment module?
	· Action icons / buttons should automatically appear when you are in the appointment module.  If they do no appear, please log a trouble tickets with your help desk.

	What is the difference between the "Complete", "Updating" and "Updated" appointment statuses?
	· A “Completed” encounter is an encounter that has been signed

· An “Updated” encounter is an completed encounter that has been amended by the signing provider

· An “Updating” encounter is an completed encounter in the process of being updated.

	How do I clear a patient from the system?
	· Click on Go -> Patient -> clear patient.

	How can I sign consults for Teledermatology Clinic?
	· In order for a user to sign encounters users must 

· --be a provider in the provider file and have signing rights   

· --be listed in the clinic profiles

· --be mapped to the clinic with the appointment

· --have appointments mapped to then and the clinic

	How do take care of test appointment created by a provider in my clinic
	· When an appointment is created by a provider an appointment is sent to CHCS I.  

· During End of Day processing  for this appointment, change the appointment  to ADMIN

	Why is there no SSN for this walk-in patient appointment?
	· Each patient should have a patient SSN and a Sponsors SSN.  If they do not, please contact the help desk to log a ticket to this patient can be researched and corrected.


