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Creating Appointments in Scheduler

Accessing Scheduler

To access Scheduler, click on Scheduler at the top of your screen in Connect.
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Scheduler will display.
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Creating Appointments
There are two ways to create appointments in the Connect Scheduler.
Method 1: Double Clicking
· Double click in the calendar of the therapist for which you want to create an appointment for, at a specific time.
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Method 2: Drag and Drop
· Click on Appointment in the Scheduler Menu.
· Select the desired radio button for This Facility, All Facilities or Wait List.
· Type in name of desired patient (minimum 3 characters of name required).
· Click Search or press ENTER.
· Drag and drop the patient’s name from the results into the schedule of the desired therapist and date and time.
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Entering Appointment Information

The appointment window will launch (see screenshot on next page).

1. Patient: If you double-clicked a time slot, find a patient by typing a patient’s name into the patient field and press enter to search (minimum 3 characters of name is necessary).
a. If you dragged and dropped, the patient’s name that you used will already be populated.
2. Therapist: The therapist whose schedule you double-clicked on or dragged the patient’s name onto will auto populate. You can select a different therapist from the dropdown if desired.
3. Assistant: Select an assistant from the dropdown (if applicable).
4. Resource: This will allow you to block time off on the resource calendar that a specific resource will be used during the appointment (i.e. equipment, or room) (if applicable).
5. Episode/Discipline: select the appropriate patient episode/discipline.
6. Visit: Depending on your workflow –  
a. Select today’s visit from the dropdown if a visit folder has already been created, or
b. Click Add and complete the fields in the Visit window to create a visit folder, or
c. Leave this field blank if your system setting will automatically create a visit folder upon arrival.
7. Start and End Time (dates and times): Select the start and end date and time from the dropdown. 
8. Add Directly to Waiting List: (if applicable) Select this option if you would like to place the patient on the waiting list. The patient appointment will then be available if the user has selected Show Hidden Appts on the View Options menu.
9. Reminder: (if applicable) Select this checkbox to schedule a reminder to be sent to the therapist, then use the dropdown box to select the amount of lead time, with a range from 5 minutes to 2 weeks. For the therapist to receive a reminder, the scheduler must be open on their screen.
10. Block Type: (if applicable) select the appropriate appointment type from your organizations standardized list which will update the appointment End Time as well as update the color of the appointment on the main scheduler screen. 
11. Reason: (if applicable) Depending on your workflow:
a. Select the Reason from the standardized list, or
b. Free type the reason in this field, or
c. If your Scheduler Settings are set up to do so, select the label first which will populate the reason automatically.
12. Label: (if applicable) Select the label from your organizations standardized list.
a. To add another label to the standardized list, click on the Customize… button next to the Label and click Add New Item. Assign the label a name and color which will update the color of the appointment on the main scheduler screen.
i. Note: If a label is assigned to the appointment, the label color will override the block type color.
13. Recurrence: (if applicable) If the patient will be coming for treatment on a regular basis, update the recurrence fields at the bottom of the Appointment window.
14. Save: Click Save to save the appointment.
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Editing/Updating Appointments

There are several options for editing and updating appointments. 


Method 1: Double Clicking
· If you click on an existing appointment in the schedule, the Appointment screen will open, and you can edit any field desired. 
· If the appointment has recurrences, you have the option of updating the Single Appointment you clicked on, Single and All Future Appointments or the Entire Recurrence. 
· Click Save to save the updates to the appointment/recurrence.
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Method 2: Drag and Drop
· Left click and hold down the mouse button to select an appointment on the schedule.
· Drag and drop to another time/date and/or another therapist.
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Appointment Right Click Menu

· Right click on an appointment on the schedule. 
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· A menu will open that gives you the options to:
· Arrive Patient: Marks the appointment as “Arrived” and triggers the system to perform associated actions, such as notifying the therapist that the patient has arrived or creating the related visit folder. Cancel arriving patient by right clicking on the appointment again.
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· Arrive Patient and Open Chart: Performs the same functionality as Arrive Patient and then opens the patient’s chart.
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· Open Patient Chart: Opens the patient chart. The appointment status remains unchanged.
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· View All Patient’s Appointments: Displays the patient’s scheduled appointments in a new Connect window. To display past appointments, select the Show All box in the top right corner of the window.
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· Generate Patient’s Schedule of Appointments (Excel): Allows you to select a date range and then produces an Excel spreadsheet with the patient’s list of appointments during the specified date range.
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· Generate Patient’s Schedule of Appointments (Word): Allows you to select a date range and then produces a Word document with the patient’s list of appointments during the specified date range.
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· Add Patient to ‘No Show’ list: Marks the appointment as a no show and removes it from view. To view no show appointments in the calendar, click View Options and select the Show Hidden Appointments checkbox.
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· Add Patient to ‘Patient Cancel’ list: Marks the appointment as canceled and opens a window where the user can select the reason the patient canceled the appointment.
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· Add Patient to ‘Patient Cancel’ list and open chart: This performs the same functionality as Add Patient to ‘Patient Cancel’ list and then opens the patient’s chart.
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· Add Patient to ‘Clinic Cancel’ list: Marks the appointment as canceled and opens a window where the user can select the reason the clinic canceled the appointment.
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· Add Patient to ‘Waiting’ list: Puts the patient on the waiting list and removes the appointment from the Scheduler view. To view waitlist appointments in the calendar, click View Options and select the Show Hidden Appointments checkbox.
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· Copy appointment: Allows you to duplicate all the appointment information and paste it to another day, time and/or clinician. Right click on the new appointment time slot and select Paste Appointment to paste the cut/copied appointment to the new spot on the calendar.
· Cut appointment: Allows you to move the existing appointment information, without duplicating it, to another day, time and/or clinician. Right click on the new appointment time slot and select Paste Appointment to paste the cut/copied appointment to the new spot on the calendar.
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· Delete this appointment: Deletes the selected appointment. If the selected appointment is a recurring appointment, users will be prompted to select exactly which appointment(s) you want to delete.
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· Delete this appointment and all future appointments: Deletes the selected appointment and all future appointments for that patient.
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· Audit This Appointment: Will generate an Excel spreadsheet with the entire audit history of the appointment including when it was created, if it was moved or rescheduled and more.
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