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Preface

This manual provides information needed to understand and use the Indian Health
Service (IHS) Clinical Scheduling for Windows (BSDX) package. The IHS Clinical
Scheduling for Windows package is based on a graphical user interface (GUI) for
scheduling appointments.

This manual contains reference information about the IHS Clinical Scheduling for
Windows package, examples of its processes, and procedures to perform the activities
supported by the package. Step-by-step procedures are provided to aid in use of the
IHS Clinical Scheduling for Windows package.

Security

The IHS Clinical Scheduling for Windows (BSDX) uses security keys to limit user’s
ability to change system set-up parameters and patient information. Therefore, not all
features are available to all users. Contact the site administrator to determine or
change security keys.

Rules of Behavior

All Resource and Patient Management System (RPMS) users are required to observe
Department of Health and Human Services and IHS Rules of Behavior regarding
patient privacy and the security of both patient information and IHS computers and
networks. This document provides both RPMS and BSDX Rules of Behavior.
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1.0

1.1

Introduction

Indian Health Service (IHS) Clinical Scheduling application for Windows (BSDX) is
the Graphical User Interface (GUI) for the Resource and Patient Management System
(RPMS) Patient Information Management System (PIMS) application It provides
appointment management functions included in PIMS Scheduling, with the added
convenience and usability of a GUI. The IHS Clinical Scheduling for Windows
(BSDX) package should be used with PIMS Scheduling.

Using This Manual

If this package was just installed at your site, it must first be set up before the
scheduling of patients can begin. Refer to Setting Up and Administering BSDX for
instructions.

If you need help understanding the screen layout or how to log on or off, refer to
Orientation, or Getting Started, for more specific instructions.

If the IHS Clinical Scheduling for Windows (BSDX) package was previously
installed at your site and it has be upgraded for this version, you can schedule patients
as described in Managing Patient Appointments, or view and print schedules as
described in Viewing and Printing.

User Guide Introduction
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2.0 Orientation

2.1 Definitions

The table below defines terms used in this document for various areas of the user
interface.

2.1.1  Screen Area Descriptions Table

Term Description

Access Block | Access Blocks are color-coded representations of the amount of time
allotted for a specific Access Type (or appointment).

Access Access Types refers to the variety of different appointment types

Types available in the RPMS system. Each type of appointment, such as
routine physical, dental, walk-in, or other specific appointment type is an
Access Type.

Access Access Groups are categories of Access Types. Assigning Access

Groups Types to Access Groups makes it easier to schedule and search for
certain types of appointments.

Resources The term “resources” refers to any person or service for which a patient

can be scheduled. Resources can be physicians, diagnostic equipment
(such as MRI, CT scan, ultrasounds, and so on), or specialty
appointment slots, such as physical therapy.

Resource Resource Groups are categories of resources that help to organize the
Groups variety of Resources available at each location.
Slot Number of appointments per defined appointment length. For example,

If SLOTS = 4 and the clinic (resource) appointment length is 30
minutes, then there are 4 available appointments for every 30 minutes.

See Setting Up and Administering BSDX for information regarding Resource and
Access variables.

2.2 Clinic Display Area

The clinic schedule area is composed of date columns and time rows. Each column
represents a day and each row represents a time interval. The time intervals can be 10,
15, 20, or 30 minutes. The time interval can be changed using the View menu. For
more information about Time Scale, see Changing the View.

User Guide Orientation
April 2011



Clinical Scheduling for Windows (BSDX) Version 3.0

2.3

Access Blocks (areas of the schedule which are available for patient appointments)
are indicated by the adjacent appointment times and dates. They may be color-coded
to user preference. Different colors represent different Access Types. Position the
cursor in the area and click on the schedule display. The type of clinic access and the
number of appointment slots available are visible in a message in the status bar at the
bottom of the scheduling window. Clinic Access Types and colors can be defined and
changed by the administrator of the scheduling package. See Setting Up and
Administering BSDX for more information.

Patient appointments are displayed on the schedule as white boxes containing a
patient name and a note (if applicable).

(=] ]
File  Appointment View Help
Laboratory Physicians
& Clinic 1 Physicians | 6/15/2010 =
- Clinic 2
--Clinics 1and? Maon, Jun 14 Tue, Jun 15 Wed, Jun 16 Thu, Jun 17 Fri, Jun 18 =
- Test Group EUY
15
08 -30 TEST KARUNA TEST,GIRL
: #23455 per jds #3458
45
. TEST,GIRL
00 #3450
-15 TEST ANGELA
09 : #1234
30
-45 TEST,B [TEST,B
: ABY #1 |ABY #1
00
. TEST, BABY
10 15 #12345 |
30
45
00
. TEST,EIGHT
1 1 15 #3857
30
45 -|

Figure 1: Desktop with patient appointments and multiple clinic schedules

Basic Screen Layout

The basic 5-day appointment window is shown below. At the far left is a menu tree
view showing the resources organized by Resource Group. In this example, the
expanded view of Cardiology group shows three resources.

The colors on the schedule display correspond to various Access Types, set up for
this resource. The resources, Resource Groups, Access Types, and colors can be
customized to the individual clinic. You can create your own Access Types, Resource
Groups using the Scheduling Management window. See Using the Scheduling
Management Window for detailed instructions.
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= USEELDEHO - THS Clinical Seheduling - Labarstosy - DEMO HOSFTTAL =] 3]
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=

Figure 2: Basic Screen layout

2.3.1.1 Screen Area Descriptions Table

Screen Item Description

Title Bar Shows user ID and facility location in the upper left corner of the
screen.

Menu Bar Appears below the Name and location of current user. The
available text menus are: File, Appointment, View, and Help.

Tab Strip Shows open schedules/windows as selectable tabs.

Resource Appears at the far left of the screen, below the menu bar. Displays

Group Pane the available resources.

Times Appears at the left side of the screen. Times are shown by hour
and then by segment. They are listed in military time (for example,
13:00 equals 1:00 p.m.).

Resource Name | Appears in the upper left side of the screen, immediately above
the Times column. Displays the name of the Resource currently
active in the client window.

Client Window Area on your screen that shows the work space for an application.

Appointment Appears in the upper right corner of the screen, below the

Date Selector Minimize, Maximize, and Exit buttons. The date selected is the
starting date of the appointments currently displayed in the client
window. The range of appointments displayed can be 1-day, 5-
day, or 7-day.

Minimize, Appears in the uppermost right corner of the screen. These

Maximize, and buttons function just as they do in the MS Windows applications.

Exit

User Guide Orientation
April 2011




Clinical Scheduling for Windows (BSDX) Version 3.0

Screen Item Description

Scroll Bars, Appears at the far right side and at the bottom of the screen.

Box, and These buttons function just as they do in MS Windows

AITOWS applications.

Colors Displays Appointments using colors found in the Client Window
area on the Schedule corresponding to the various Access Types
that can be set up for a particular provider.

2.4 Using the Resource Group Pane

The Resource Group pane on the left side of the screen lists Resources and Resource
Groups. If there is a Maximize icon (+), click it to expand the resource group to see
available resources. Click the Minimize icon (-) to collapse the group.

2.5 Dialog Boxes

Dialog boxes appear when the application requires information from the user or when
an error occurs. Most error dialog boxes ask you to click OK or Cancel to
acknowledge the error.

2.6 Viewing Long/Wide Reports

When information extends beyond the bottom of the screen, a vertical scroll bar on
the right side of the screen becomes active. Click the Up and Down Arrows on the
scroll bar to view the previously hidden portions of the report or screen. Likewise, if
the screen information extends beyond the right side of the screen, the horizontal
scroll bar on the bottom of the screen becomes active. Click the Left and Right
Arrows on the scroll bar to view the previously hidden portions of the report on the
screen.

Yiew | Help
Display Walk-Ins
Display Cancellations

1-Day Wiew

S-Diay Wiew
F-Day Yiew

Time Scale 2

Schedule Tree

Appointment Clipboard

Figure 3: View menu
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2.6.1 1-Day View
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Figure 4: 1-Day Schedule View Screen

2.6.2 5-Day View
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Figure 5: 5-Day Schedule View Screen
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2.6.3 7-Day View
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Figure 6: 7-Day Schedule View Screen

2.7 Changing the View

The schedule can be viewed in five modes:

e Patients Without Appointments (Walk-ins)

e Cancelled Appointments
e 1-Day
e 5-Day
e /-Day

The Display Cancellations shows all cancelled appointments for a clinic when
checked. The 1-Day mode provides maximum detail for a single day schedule. The 5-
Day and 7-Day modes provide a view of 5 or 7 days of the schedule from the selected

date. Use the View menu to change viewing modes.

2.8 Appointment Window

The appointment window displays the patient name, Health Record Number (HRN),
time of appointment, and notes. Figure 7: Appointment Window shows an
appointment made for the 10:00-10:15 time slots for TEST,ANGELA. When an
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appointment is made, the appointment information is stored in the RPMS scheduling

package.
= =5
| &rza20mm =
- Clinic 2
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% Test Geoup
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00 7256 Dama Aves
15
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45
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15
10 —
45
L]
15
31 ==
45 ol
1000 AM 1o 10:15 AM: No appomtmant slots availabdo,

Figure 7: Appointment Window

2.9 Resource Group View

Figure 8: Viewing a Resource Group shows an entire group of resources for one day;
the appointment window for the cardiology group displays all three resource
schedules for June 25th. An appointment can be dragged from one resource to another
or from one time slot to another.

To view a Resource Group’s schedule:

1. Right-click a Resource Group.
2. Click Open Schedule. The Resource Group schedule displays.
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Figure 8: Viewing a Resource Group
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3.0

3.1

Getting Started

This section provides instructions for accessing and exiting the Clinical Scheduling
application, as well as an overview of the menus and commands available from the
application menu bar.

Logging On to the System

To start using the Scheduling application:

1. Select IHS Clinical Scheduling using the Start menu or double-click the IHS
Clinical Scheduling desktop icon.

THS Clanbcal

Schieduling

Figure 9: Shortcut icon for scheduling

The splash screen and RPMS Login window displays.

IHS Clinical Scheduling B
=

RPMS Access Code: |

RPMS Verify Code: |

— Dascription
Uze thiz panel to enter the Acces: and Vedily codes that you ute o log in to the RFMS
SEIVEL

(] 8 Cancel

Figure 10: RPMS Login window

Note: This application requires an RPMS account. If you do not
have one, contact your supervisor or site administrator.

2. Enter your user access code in the RPMS Access Code field.

3. Enter your verify code in the RPMS Verify Code field. A window similar to the
example below opens.

User Guide Getting Started
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Figure 11: Initial view of the Clinical Scheduling application

Patient appointments may be added, changed, or canceled. Refer to the specific
sections of this manual for additional instructions.

3.2 Logging Off
To log off the IHS Clinical Scheduling application:
Do one of the following:
e If you are done scheduling appointments, select Close Schedule from the File

menu.

e |f you receive a message similar to the one shown below, click OK and either
quickly complete any tasks on which you are working or simply wait for the
system to shut down Clinical Scheduling automatically.

Message hiom Scheduling Administraton

A

Figure 12: Shutdown warning message

o If you receive a message similar to the one below, click OK. All users must click
OK before the system can shutdown. All information entered into the system
prior to the shutdown is saved.

User Guide Getting Started
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IHS Chinical Scheduling Administrator - System Shut

1\

Figure 13: System Shutdown Notification dialog box

3.3 Menus and Commands
Most MS Windows-compatible software toolbar menu commands duplicate the
commands associated with the right-click menu. If a menu item is unavailable (or
dimmed), it cannot be used. When performing specific operations, you must select the
Resource, Appointment, or Patient you want before selecting a command.
3.3.1  File Menu and Commands
The example below shows the commands on the File menu and the paragraphs that
follow describe each command’s function.
File | fppointment  Wiew  Help
Open Multiple Schedules
Change RPMS Server
hange RPMS Login
Change RPMS Division
Scheduling Management
Print ¢ Clinic Schedules
@l Sehedule Reminder Letkers
Rebook Letters
Cancellation Letters
Patient Letter
Walk-In Report
Figure 14: File menu
Open Multiple Schedules
Use this command to open schedules for several or all resources.
To open multiple schedules:
User Guide Getting Started
April 2011
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1. From the File menu, click Open Multiple Schedules. The Open Multiple
Schedules window appears.

Open Multiple Schedules — O] =]

Rezource &Eroup:

< Show All Besources & Climcss ;I
Resource:
] & MED CLIMIC [] DG SOClal SERVICE
[] B MED CLIMIC [ gebremanam
[] BH WLk 1M [] GEM MED CLIMIC
[] BJB MH 1 JJ Medical
] BRUMIMG ] Lee Peter KB
] Pediatiic
1

| Cardialogy Clinic Thomas , Teny

-
[ [
[[] CHMED CLIMIC [

[ [
[] Chireau OB/GY'N [ Wanren (MD], Chailes
[ D DIABETIC CLINIC [] Women Preventive H
[] D MED CLIMIC

[ D PEDIATRIC CLIMIC

[

| D PODIATRY CLINIC

[V Open Schedules in & Single Growp Window

Group Window Mame: |

— Dezcription

Uze thiz panel to open a group of rezource schedules. You can open each schedule in a zeparate
window or open all schedules in one single group wandowe. IF pou use a group window, rou can
aszigh a name to identify the windows.

(] Cancel

Figure 15: Open Multiple Schedules window

Select the Resource Group and Resources and click OK. Figure 16: Desktop with
multiple schedules open shows multiple schedules open on a desktop.
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Figure 16: Desktop with multiple schedules open
Change RPMS Server

Use this command to change the RPMS server. If schedules are open when this
command is selected, the system prompts for confirmation to continue. Refer to
Changing the RPMS Server for more information.

Change RPMS Login ID

Use this command to change the login ID. Refer to Changing Your Login ID for more
information.

Change RPMS Division

Use this command to access another division from the Clinical Scheduling
application. Click this command to open the window below, select another division,
and click OK to access another division.

User Guide Getting Started
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ETTTES— _Ioix

Select Divizsior:

DEMO INDIAN HOSPITAL

— Dezcription
Uz thiz panel to zelect the Division,

OF Cancel

Figure 17: Select Division window
Scheduling Management

Use this command to open the Scheduling Management window. Refer to Using the
Scheduling Management Window for more information.

Print Clinic Schedules

Use this command to access the Print Clinic Schedules window. Refer to Clinic
Schedules for more information.

Print Reminder Letters

Use this command to access the Print Clinic Letters window. Refer to Reminder,
Rebook, and Cancellation Letters for more information.

Print Rebook Letters

Use this command to access the Print Clinic Letters window. Refer to Reminder,
Rebook, and Cancellation Letters for more information.

Print Cancellation Letters

Use this command to open a cancellation letter for a selected patient in the preview
window. (Refer to Reminder, Rebook, and Cancellation Letters for more
information).

Print Patient Letters

User Guide Getting Started
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Use this command to view all appointments for a selected patient in the print preview

window. Refer to Printing Patient Letters for more information.

Walk-In Report

Use this command to access and print the walk-in patients list.

Close Schedule

Use this command to exit the Clinical Scheduling for Windows package.

3.3.2  Appointment Menu and Commands

Figure 18: Appointment menu shows the commands on the Appointment menu.

Appointrment | Yiew  Help

Mew Appoinkrnent

Edit Appaintrient
Cancel Appointment

IUndo Cancel Appointment

Mark. as Mo Show
ndo Mo Shiow

Copy Appoinkment ko Clipboard
Create Walk-In Appoinkrent
Find Available Appointment
Check In Patient

Delete Patient Check In

Check Out Patient

Undo Check Cuk Patient

View Patient Appointments

Figure 18: Appointment menu

New Appointment

Use this command to create a new appointment. Refer to Making an Appointment for
more information.

Edit Appointment

Use this command to edit an existing appointment. Refer to Editing Appointment

Information for more information.

Cancel Appointment

User Guide
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Use this command to cancel an appointment. Refer to Deleting Appointments for
more information.

Undo Cancel Appointment
Use this command to undo the canceling of an appointment.
Mark as No Show

Use this command to indicate that a patient did not show up for an appointment and
did not cancel it. Refer to Marking a No-Show Appointment for more information.

Undo No Show

Use this command to unmark an appointment as a no show. Refer to Undoing a No-
Show Appointment for more information.

Copy Appointment to Clipboard

Use this command to copy an appointment to the Appointment Clipboard which
makes scheduling duplicate appointments faster. Refer to Using the Appointment
Clipboard for more information.

Create Walk-In Appointment
Use this command to add a same-day appointment for a patient.
Find Available Appointment

Use this command to search the Scheduling system for an appointment that matches
your criteria. Refer to Finding an Available Appointment for more information.

Check In Patient

Use this command to check a patient in when they arrive for an appointment. Refer to
Checking In a Patient for more information.

Delete Patient Check In

Use this command to delete a patient check in.
Check Out Patient

Use this command to check out a patient.
Undo Check Out Patient

Use this command to reverse a check-out patient.

User Guide Getting Started
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View Patient Appointments

Use this command to view the appointments for a specific patient. Refer to Patient
Appointments for more information.

3.3.3  View Menu and Commands

Figure 19: View Menu shows the commands on the View menu.

Yiew | Help
Display wWalk-Ins
Display Cancellations

1-Day Wiew

S-Day Wiew
F-Day Yiew

Time Scale 2

Schedule Tree

Appainkrent Clipboard

Figure 19: View Menu
1-Day View

Use this command to view the schedule for a single day. This provides the most detail
available. Refer to the 1-Day Schedule View Window.

5-Day View

Use this command to view the schedule for Monday through Friday. Refer to the 5-
Day Schedule View Window.

7-Day View

Use this command to view the schedule for the entire week. Refer to the 7-Day
Schedule View Window.

Time Scale

This command sets the amount of time allotted for each appointment. The
appointment interval can be customized to fit a clinic’s needs:

10 minute

15 minute

20 minute

User Guide Getting Started
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3.4

e 30 minute
Schedule Tree

This command shows or hides the Resource Group pane at the left side of the
Scheduling window.

Appointment Clipboard

This command opens the appointment clipboard. Refer to Using the Appointment
Clipboard for more information.

Changing the RPMS Server
To change the RPMS Server:

1. Select the Change RPMS Server command from the File menu.

2. Click OK in response to the prompt shown below.

Clinical Scheduling x|

! "_q,, Are you sure you want to close all schedules and connect ko a different RPMS server?

o] con |

Figure 20: RPMS server confirmation message

3. Type the appropriate RPMS Server Address, Port, and Server Namespace in
the text boxes and click OK in the dialog box shown below.

RS

RPMS Server Address: Iu:l:n.fmanadeu 01 medsphere com

Server Port: |5.251
Server Namespace: IEHHDTEST

Description
|Ise this panel to specify the internet address and port of the RPMS server. The RPMS Server

Part refers to the IP Port to which the V& RPC Broker is assigned on the RPMS Server. You
may optionally specify the namespace (LICI) in which the applicaiton will run.

0K Cancel

Figure 21: Changing the RPMS Server
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3.5 Changing Your Login ID
To change the RPMS Login ID:

4. Select the Change RPMS Login command from the File menu shown below.

File | Appointment  Wiew  Help

Open Multiple Schedules

Change RPMS Server

| Change RPM3 Login
Change RPMS Division

Scheduling Management

Prink 3

Close Schedule

Figure 22: File menu

5. Click OK in response to the prompt.

Clinical Scheduling x|

!"'_». Are you sure you want to close all schedules and login to RPMS?

o] coneel |

Figure 23: Changing the login

6. Type the appropriate RPMS Access and Verify Codes in the text boxes and click
OK.

User Guide Getting Started
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frevs oon ibix

RPMS Access Code: |

RPMS Yerify Code: |

Dezcription

Uze thiz panel to enter the Access and Venly codes that you uze to log in to the RPMS
SEIVEL,

OF Cancel

Figure 24: Changing the Login

3.6 Configuring Clinical Scheduling Roll-and-Scroll Application
This section provides step-by-step instructions to configure the Clinical Scheduling
Terminal Services program.
3.6.1  Printer Configuration
Follow the steps below to set up the default printer. Changing a default printer should
be the responsibility of a supervisor or application super user.
DEMO HOSPITAL
AL Appointment List
AM Appointment Management
CR Chart Requests
CHK List Patient Check In Status
DA Display Patient®™s Appointments
MB Multiple Appointment Booking
MC Multiple Clinic Display/Book
MD Month-at-a-glance Display
PL Print Scheduling Letters
PS View Provider®s Schedule
WL Waiting List Enter/Edit
PCP Primary Care Provider Menu ...
PMR Patient Mini Registration
SCR Reports Menu (Scheduling) ...
SCS Supervisor Menu (Scheduling) ...
You have PENDING ALERTS
Enter "VA to jump to VIEW ALERTS option
Select Scheduling Menu Option: SCS Supervisor Menu (Scheduling)
Supervisor Menu (Scheduling)
(DEMO HOSPITAL)
ACM Application Coordinator Menu ...
User Guide Getting Started
April 2011
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CPF Clinic Profile

CRA Cancel/Restore Clinic Availability
DSU Display Scheduling User

EEL Enter/Edit Letters

1wL Wait List Activate/lInactivate

LAM List Appts Made By Clinic

MON Month-at-a-glance Display

SET Set Up a Clinic

You have PENDING ALERTS
Enter "VA to jump to VIEW ALERTS option

Select Supervisor Menu (Scheduling) Option: ACM Application Coordinator
Menu

Application Coordinator Menu
(DEMO HOSPITAL)

ACR Add Cancellation Reasons

AEH Add/Edit a Holiday

AWR Add Waiting List Reasons

CHG Change Patterns to 30-60

Cvs Create Visit Status Report
ESP Edit Scheduling Parameters
IRC Inactivate/Reactivate Clinic
KEY View Scheduling Keys

OVB Users with Overbook to AlIl Clinics
PSD Purge Scheduling Data

RMC Remap Clinic

SCT Scheduling Templates

VED View Event Driver

You have PENDING ALERTS
Enter "VA to jump to VIEW ALERTS option

Select Application Coordinator Menu Option: ESP Edit Scheduling Parameters

Use this option to set up and maintain facility and system
parameters dealing with the Scheduling functions in PIMS.
There are 3 files involved. The MAS Parameter file has only
one entry and is used for system-wide items such as multi-
division yes/no and appointment search threshold. All other
parameters are based on facility and stored in either the
Medical Center Division or the IHS Scheduling Parameter file.

Editing system-wide parameters:
PRIMARY FACILITY NAME: DEMO//
MULTIDIVISION MED CENTER?: NO//
APPT SEARCH THRESHOLD: 1//

Editing facility-wide parameters:

Select IHS SCHEDULING PARAMETERS DIVISION: 1 DEMO 1946
--.-0K? Yes// (Yes)

INSTITUTION FILE POINTER: DEMO HOSPITAL//
FACILITY NUMBER: 1946//

SCHEDULING PARAMETERS for DEMO Page 1 of 2

User Guide
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3.6.2

OUTPATIENT ONLY (answer only if YES):

APPT LAB TEST START TIME:
APPT EKG START TIME:
APPT X-RAY START TIME:

ADDRESS LOCATION ON LETTERS: TOP

REMOVE SALUTATION FROM LETTERS:
ASK LETTER DURING MAKE APPT?: NO
ASK LETTER FORMAT W/MAKE APPT?: NO
RESTRICT VIEW OF WHO MADE APPT:
WAITING PERIOD FOR NO-SHOWS:
PATIENT REGISTRATION EDIT?:
TERMINAL DIGIT CALCULATION:
REQUEST CHART AT CHECKIN:

Exit Save Next Page Refresh

Enter a command or "~" followed by a caption to jump to a specific Ffield.

COMMAND: Next Page Press <PF1>H for help
Insert
SCHEDULING PARAMETERS for DEMO Page 2 of 2

FILE ROOM USES TERMINAL DIGIT?: YES FILE ROOM LIST SORT: BY CLINIC NAME

ROUTING SLIP FORMAT: SHORT

PRINT EXTRA ROUTING SLIP FOR CHART?: NO

PRINT HEALTH SUMMARIES WITH ROUTING SLIPS?: NO
WAITING PERIOD FOR AlU:
CHART REQUEST PRINT TIMING:
DEFAULT FOR PRINTING A RS ON WALK INS:
DEFAULT FOR WANT CHART REQ FOR SAME DAY:
DEFAULT WALKIN PRINTER:

CHART REQUESTS FOR TODAY PRINTER: HFS
FUTURE CHART REQUESTS PRINTER:
DEFAULT HEALTH SUMMARY PRINTER:
ACTION PROFILE TERMINAL TYPE:
DEFAULT ROUTING SLIP PRINTER:

COMMAND: Press <PF1>H for help Insert

R T o o S S S S R S e S R S R R R S S S S S S e S S S S e S S S S R S e S R R S S S R S S S o e

Figure 25:; Select Main Menu > SCS > ACM > ESP >. Edit the field CHART REQUESTS FOR
TODAY PRINTER:

Overbook Configuration
Follow the steps below to set up the Overbook Authority for a clinic.

DEMO HOSPITAL

AL Appointment List
AM Appointment Management

User Guide Getting Started
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CR Chart Requests

CHK List Patient Check In Status
DA Display Patient®s Appointments
MB Multiple Appointment Booking
MC Multiple Clinic Display/Book
MD Month-at-a-glance Display

PL Print Scheduling Letters

PS View Provider®s Schedule

WL Waiting List Enter/Edit

PCP Primary Care Provider Menu ...
PMR Patient Mini Registration

SCR Reports Menu (Scheduling) ...
SCS Supervisor Menu (Scheduling) ...

You have PENDING ALERTS
Enter "VA to jump to VIEW ALERTS option

Select Scheduling Menu Option: SCS Supervisor Menu (Scheduling)

Supervisor Menu (Scheduling)
(DEMO HOSPITAL)

ACM Application Coordinator Menu ...
CPF Clinic Profile

CRA Cancel/Restore Clinic Availability
DSU Display Scheduling User

EEL Enter/Edit Letters

1wL Wait List Activate/lInactivate

LAM List Appts Made By Clinic

MON Month-at-a-glance Display

SET Set Up a Clinic

You have PENDING ALERTS
Enter "VA to jump to VIEW ALERTS option

Select Supervisor Menu (Scheduling) Option: SET Set Up a Clinic

Use this option to create clinics, modify their parameters,
and set up their appointment slots.

Select CLINIC NAME: ??

Choose from:
CHART REVIEW
CT SCAN
CT SCAN
DAY SURGERY
DIABETES
LABORATORY
PEDIATRICS
PRENATAL
TELEPHONE
TEST CLINIC
ULTRA SOUND
WLTEST

User Guide Getting Started
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X-RAY
You may enter a new HOSPITAL LOCATION, if you wish
Name given by user to any ward, clinic, fileroom, operating
room or other location within a VA facility.

Select CLINIC NAME: LABORATORY

SET UP A CLINIC Page 1 of 4
CLINIC NAME: LABORATORY ABBREVIATION: LAB
DIVISION: DEMO FACILITY: DEMO HOSPITAL

MEETS AT THIS FACILITY?: YES

NON-COUNT CLINIC? (Y OR N): NO

INCLUDE ON FILE ROOM LISTS?:

PRINCIPAL CLINIC:

PHYSICAL LOCATION: TELEPHONE:

CLINIC CODE: LABORATORY SERVICES

HOSPITAL SERVICE: MEDICAL
CLINIC OWNERS (responsible for setup)
HAGER ,MARY G

Exit Save Next Page Refresh

Enter a command or "~" followed by a caption to jump to a specific Ffield.

COMMAND: Next Page Press <PF1>H for help Insert
SET UP A CLINIC Page 2 of 4

SPECIAL INSTRUCTIONS for make appt. (3 lines max.)

PROHIBIT ACCESS TO CLINIC?: OVERBOOK USERS & LEVEL
SCHEDULE ON HOLIDAYS?: USER, DEMO R
HOUR CLINIC DISPLAY BEGINS: 8
LENGTH OF APPOINTMENT: 10
VARIABLE APPOINTMENT LENGTH: YES,
DISPLAY INCREMENTS PER HOUR: 10-MIN
OVERBOOKS/DAY MAXIMUM: 1
MAX # DAYS FOR FUTURE BOOKING: 10
START TIME FOR AUTO REBOOK:
MAX # DAYS FOR AUTO-REBOOK: 10

COMMAND: Press <PF1>H for help Insert

Figure 26: Main Menu > SCS > SET > SELECT Clinic NAME >. Select COMMAND: NEXT
PAGE >. Edit the field OVERBOOKS/DAY MAXIMUM
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4.0

4.1

4.2

Managing Patient Appointments

This section provides instructions for scheduling, viewing, editing, canceling an
appointment for a patient, as well as checking in a patient. It also provides
instructions for using the Appointment Clipboard, which is useful when scheduling
multiple appointments for the same patient.

Opening or Viewing a Schedule for a Selected Resource

This section provides instructions for opening or viewing an appointment for a
patient.

To view the schedule for a selected Resource:

1. Select a Resource Group or individual Resource from the Resource Group
pane. Expand and collapse the groups by clicking the Maximize icon (+) or
Minimize icon (-) next to a group.

2. Do one of the following:

e Double-click the resource name and select Open Schedule from the File
menu.

e Right-click the resource name and select Open Schedule from the Resource
Group pane.

3. If desired, also view the schedule of all resources in a group by selecting the
group and then double-clicking the group name.

Finding an Available Appointment

Users can search an entire Resource Group or specific resource within a group for an
available appointment using Find Available Appointment.

To find an available appointment for a Resource Group or individual Resource:

1. Click the Resource Group or individual resource within a group on the Resource
Group pane to find the available appointment.

2. Do one of the following:

e On the Appointment menu, click Find Available Appointment.

User Guide Managing Patient Appointments
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m USER,DEMOD - THS Chinical Scheduling - Multiple Selected Schedules - DEMO HOSPITAL
acted Schedules
al Aor - Dentists Lab
Copy Appointment to Chipboard
Create Walk-In Appointment
Find Available Appointment
View Patient Appointments
1 ]
| 4n |

Figure 25: Find Available Appointment from File menu

Right-click on the resource in the Resource Group pane, then click Find

Available Appointment.

File

Appointment  View  Help

Multiple Selected Schedules

& Clinic 1

st Multiple Selected Sche
- Clinic 2
= Clinics 1and 2 Dentists
- Dentists U
- Laboratory 15
™ ne
4 Test! Open Schedule :30
Edit Resource Availability 45
Find Available Appointment .
:00
13
30

Figure 26: Finding an available appointment using context menu

The Appointment Search window is displayed.
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Figure 27: Available search options

3. Select the search parameter using the options in the Search Parameters pane.

— Smanch Paamebess

Dshe Fjseec o of Dk
© AMOny  © PMOny [ Bah

Accers Group
I{EPMNA::N: Typess .ﬂ

Sun Mon Tue Wed Thu Fn Sa
0 N 1 2 @5 |
B 7 @& 8 10 1 1z | Davoithelseek
13 14 15 16 17 18 19
. R - B BT S T Mon [ Tue [ wed

L . T

B9 10 Cithe [ Fa I 5a G

T Today: BM

Figure 28: Available search options

e Figure 29: Date Range box shows the Date Range pane. Click and drag the
cursor from the beginning date to the ending date of the range. The date range
must be 14 consecutive days, or less.
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Date Ranoge: I

[ 4 | June, 2004 [ » |

Sun Mon Tue Wed Thu Fn  Sat

n 3N 1 2 I b

1.4 f 18

20 N 2 23 24 26 2
27 28 0¥ I 1 ? )
4 : : 7 B

— 3 Today: 6/4/2004

3 10

Figure 29: Date Range box

e Figure 30: Time of Day box shows the Time of Day pane. Select AM Only,
PM Only, or Both.

i~ Time of Day —
" AM Oniy " PMOnly (= Both

Figure 30: Time of Day box

e Inthe Day of the Week pane, select the days of the week to find an
appointment time.

i Day of the Week
¥ Mon W Tue [ Wed

W Thu M Fi [ Sat [ Sun

Figure 31: Day of the Week box

e InFigure 32: Access Group box, select the appropriate Access Group from
the drop-down list.

Access Group:
|<Shnw Al socess Typess j

Figure 32: Access Group box

e Inthe Access Type pane, select all applicable Access Types for the
appointment time.
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Access Type:

[w] Dentsl Op
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Figure 33: Access Type box

4. Click Search when finished selecting the search parameters. A list of available
appointments is displayed in the Search Result box.
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Figure 34: Searching for an Available Appointment (Results)

The order of the list can be changed by clicking any column heading in the search
results.

If there are multiple appointments available, scroll through the results list to find
the correct one. To select an appointment, double-click any place on the row
where that appointment appears. When selecting an appointment from the list, the
Scheduling window opens to that date to make the appointment. Refer to Making
an Appointment for instructions.

o If there are no appointments available for the parameters selected, a message
is displayed.
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E

No avaiabiity found.

Figure 35: No Availability dialog box

4.3 Making an Appointment

This section provides instructions for making appointments for patients.

To create a new appointment:

1. Click-and-hold the cursor over an area of the schedule that is available for

appointments as indicated by the Access Type color, and drag the cursor to cover
the entire time range needed for the appointment.

Do one of the following:

e Click New Appointment from the Appointment menu.

e Right-click on the selected area, then click Add Appointment.

The Select Patient window is displayed.

Select a patient by typing lookup information (Name, SSN, DOB, or HRN) in the
Select Patient Search window. Enter the first part of the patient’s last name, the

last 4 digits of the SSN, the entire SSN, HRN, or the DOB in the M-D-YYYY
format.

=101 *|
Search | [+
Mame HAMN S5H DoB
TESTJOHN 32102 & 333332312 10031945
] Cancel I

Figure 36: Search Patient by DOB
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4. Press Enter or click Search. If the system finds only one match, the fields are
automatically populated in the Select Patient field. If there is more than one
match, a list of available patients is displayed. To select from this list, double-
click the patient and then click OK to confirm the selection.

Note: The last patient may be recalled by pressing the spacebar
and then Enter.

sl Man, Jun 1 Jun 18 [ved, Jun 18 [T, Juum 17 o, dun 18 =]

oo Bppormmen] i Chpbosd
Creats Wiak-10 Ansor it
Frd Avislabi Ao S

Waw PaSect dopor ety

TH
10 —=
s
o0
15
11 =
T
00 =

S15 AM 0 1015 AM 1 slotavailable for Same Day. Note

Figure 37: Making an Appointment

The Patient Appointment window is displayed.
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=

Appaointment |Corrtad Information I

—Patient ID

Name: [TEST ANGELA

HRN:|1234

DOE: |9;24,r1971 SSN:

11E 212

Cumml'ity:l

—Appointment

Start Time: |6/15/2010 3:15 AM

Duration: |15 Clinic: [Laboratory

Motes:

| Start Time | End Time

Report: | Patient Letter | Print | oKk | cancel

Figure 38: Patient Appointment window

5. Use the Patient Appointment window to confirm the patient's contact

information and to enter any relevant notes. The patient’s identification
information shows in the Patient ID box, and the appointment information

appears in the Appointment box. The user can also click the Contact

Information tab to view the patient’s contact information. The Contact
Information tab is read-only; any changes made are not saved.

Managing Patient Appointments

6. Click OK to enter this appointment in the schedule.
If an appointment conflict exists for the patient, the conflicting appointment will
show in the Appointment Conflicts pane of the Patient Appointment window. If
this occurs, see Changing Appointment Times to change the appointment.
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-loix
Appointment | Contact Information |
—Patient ID
Name: [TEST ANGELA
DDBZ'B!Z#'IHTI SSN: 11121212
HRM: |1234
Currrm.liiy:l
—Appointment
Start Time: [6/15/2010 9:15 AM
Duration: |15 Clinic: [Laboratory
Notes: ﬂ
—Appointment Conflicts
Appointment cannot be made due to one or more resource conflicts dencted in red
| Resource | Patient | Start Time | End Time
Physicians TEST ANGELA 915 AM 9:30 AM
Report: |Patient Letter | Print | ok | cancel

Figure 39: Conflict Notification in Patient Appointment window

4.4 Editing Appointment Information
This section provides instructions for editing appointments information.
Note: To change a patient’s appointment time, refer to Changing
Appointment Times.
To edit appointment information:
1. Select the appointment to edit.
2. Do one of the following:
¢ Right-click the appointment and then click Edit Appointment.
o Select Edit Appointment from the Appointment menu.
User Guide Managing Patient Appointments
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The Patient Appointment window displays.

ﬂ Patient Appointment

Appointment |Cnrrtact Irformation I

=18l x|

—Patient ID

Name: [TEST ANGELA

DOB: [3/24/1971 S5N:

HRN:|1234

12212

Cl:lTITH.I'iTy’ZI

—Appointment
Start Time: |615/2010 3:15 AM

Duration: |15 Clinic: [Lsboratory

Motes:

| Start Time

| End Time

Repaort: IPatierrt Letter

LIF’rirnl OKI-::amel

Figure 40: Patient Appointment window

3. Edit the appointment information as appropriate.

4.5 Changing Appointment Times

This section provides instructions for changing the time of a patient appointment.

To change an appointment time:

1. Click-and hold the appointment box.

2. Drag and drop the appointment to a new time slot. The IHS Clinical Scheduling

dialog box displays.
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THS Clinical Scheduling |

Are you sure you want to move this appointment?

Yes Mo |

Figure 41: IHS Clinical Scheduling dialog box

3. Click Yes to confirm or No to cancel the move.

4.6 Deleting Appointments
This section provides instructions for canceling patient appointments.
To cancel an existing appointment:
1. Click the appointment that you want to cancel.
2. Click Cancel Appointment in the Appointment menu. The Cancel
Appointment dialog box displays.
~ Appointment Cancelled By = Auto Rebook
= Cancelled by Clinic ™ Auto Rebook
" Cancelled by Patient g —~ Stact ima in Days
Reason for Cancellation (Select one) I'w_ﬂ Maximum Days
APPOINTMENT MO LONGER REQUIRED
CLINIC CANCELLED Access Type for Rebooked Appointment:
CLINIC STAFFING
DEATH IN FAMILY i~ Same as Current
INPATIENT STATUS
OTHER " Any Access Type
PATIENT DEATH - . u
PATIEMT MOT ELIGIELE € Selected Access Type
SCHEDULING CONFLICT/ERROR
TRAMNSFER OFPT CARE TO OTHER VA
TRAVEL DIFFICULTY
UNABLE TO KEEP APPOINTMENT Remarks (Optional)
UINKMNOWN
WEATHER =]
=
S
Use this panel o cancel an appointment. Indicate whether the appointment was cancelled by the clinic or by the
patient. Select a reason for the cancallation. Enter remarks in the text box. To automatically rebook cancelled
appoiniments, check the Auto Rebook box. The Start Time in Days and Maximum Days values control the time
‘window for rebooked appointments.
Print Letter | ok | cancel |
Figure 42: Cancel Appointment dialog box
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3. Click the appropriate button to select whether the appointment was cancelled by
the clinic or by the patient in the Appointment Cancelled By pane.

4. Click the appropriate reason for the cancellation in the Reason for Cancellation
(Select one) list.

5. Type any comments or remarks as needed in the Remarks (Optional) pane.

6. Click OK to cancel the appointment or click Cancel to keep the appointment and
return to the schedule.

4.7 Undoing a Cancelled Appointment
This feature enables the user to undo an appointment that was cancelled by the clinic.
The user will not be able to undo an appointment cancelled by the patient.
To undo a cancelled appointment:
1. Click the patient appointment to undo cancelled appointment. Make certain that
there is a thick box around the patient name.
2. Select Undo Cancel Appointment from the Appointment menu (or right-click).
3. The selected appointment color changes from gray to white.
If you try to undo an appointment that was cancelled by the patient, the following
message will display:
Jndo Cancel Appointment uﬂ
Unable to undo sppointment cancellation. Cancelled by patient appolniment can not be uncarcelled.
Figure 43: Undo Cancel Appointment message
An appointment previously cancelled by a patient cannot be rebooked at the same
date and time. As a work around, the user can create a new appointment using the
time scale increments, such as 10 minutes later, and make a comment in the notes
section.
4.8 Marking a No-Show Appointment
This section provides instructions for marking a patient as a No Show when there was
no cancellation.
To mark a patient appointment as a no show:
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thick box around the patient name.

Appointment window displays.

Click the patient appointment to mark as a no show. Make certain that there is a

Choose Mark as No Show from the Appointment menu. The No Show

Mo Show Appointment

(O] x]

— o Rebook
[T Auto Rebook

TR

Access Type for Rebooked Appointment:

Start time in Days

Maximum Days

{* Same as Current
" Any Access Type
) Selected | Access Type

[11]

Description

control the time window for rebooked appointments.

Use this panel to mark an appointment a5 a no-show. To
automatically rebook no-show appointments, check the o
Rebook box. The Start Time in Days and Maximum Days values

oK I Cancel

Print Letter |

Figure 44: No Show Appointment window

3. Do one of the following:

e To schedule another appointment for this patient, check Auto Rebook and
change the Start time in Days and the Maximum Days as necessary using the
arrows; choose an Access Type for the Rebooked Appointment as necessary;
then click OK. The text and background colors change to show this patient as

Managing Patient Appointments

a no show.
e To dismiss this window without scheduling another appointment, click
Cancel.
4.8.1 How No-Show Works
The user is allowed to assign as many no shows to a patient as necessary. When an
appointment is made for a patient, an error message displays explaining the number
of no-shows exceeds the number of allowable no-shows, which is the preferred mode
of operation. The user can view the patient’s list of no-shows by selecting View
Patient Appointments under the Appointment main menu.
User Guide
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The number of no-shows allowed is set in PIMS Clinic Set Up and only applies to
that particular resource.

4.9 Undoing a No-Show Appointment

This section provides instructions for changing a patient appointment from a no-show
to booked.

To unmark a patient appointment as a no-show:

1. Click the patient appointment to unmark as a no-show. Make certain that there is
a thick box around the patient name.

2. Choose Undo as No Show from the Appointment menu. The No Show
Appointment window displays again. The text and background colors change to
show this patient as booked.

RT=1EY

—Auto Rebook
™ Auto Rebook

I 7 E: Start time in Days
|3D E: Maximum Days

Access Type for Rebooked Appointment:

* Same as Current
= Any Access Type
{7 Selected Access Type

ifi

automatically rebook no-show appointments, check the Auto
Rebook box. The Start Time in Days and Maximum Days values

Description
Use this panel to mark an appointment as a no-show. To
contral the time window for rebooked appointments.

Print Letter | Ok I Cancel

Figure 45: No Show Appointment window

4.10 Using the Appointment Clipboard

This section provides instructions for using the Appointment Clipboard to set
multiple appointments for a patient. This is an excellent tool when making several
follow-up appointments at one time.

To use the Appointment Clipboard:
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4.10.1

4.10.2

1. Click Appointment Clipboard on the View menu after making an appointment.
Refer to Making an Appointment for more information.

The Appointment Clipboard pane is displayed on the right side of the screen as
shown below.

il USFR,DEMO - THS Clinkcal Scheduling - Physicians - DEMO HOSPTTAL P [=] |
Fie  Appontment View  Help
Laboratory Physicians
= Clinic 1 Physicians B/15/2010 v|
Fhysicians - 1 Appaintment Clipboard
- Clinic 2 Mon, Jun 14 ue, Jun 15 Wad, Jun 16 [Thu, Jun 17 [Fri. Jun 16 [TEST KARUMNA
- Clinics 1 and 2 oo TEST.GIRL
- Test Group 15
08 30 TEST KARLINA TEST CRL
E 223455 per jds =3450
45
. TEST.GIRL
00 53469
09 —° GESTANOELA
30
. TEST. |TEST,
45 I_E;-B-r |Bnar |
00
= TEET.BAEY
10 =2 ]
30
45
00
- TEST FIGHT
11 15 =87 "
30
45
-0n |
915 AM 1o 830 AM. Mo appomtment slots avanlable

Figure 46: Using the Appointment Clipboard
Click-and-drag the patient name to the Appointment Clipboard pane.
Release the patient name inside the Appointment Clipboard pane.

Click the patient name in the Appointment Clipboard pane.

o &~ w DN

Drag the patient name to a new appointment. You can create as many
appointments (in as many clinics) for this patient as necessary using this method.

Removing a Patient Name

The section provides instructions for removing a patient name from the Appointment
Clipboard.

To remove a patient displayed in the Appointment Clipboard:

1. Select patient name to remove from the Appointment Clipboard.

2. Right-click and select Remove Item. The selected name is removed from the
Appointment Clipboard.

Clearing the Appointment Clipboard

The section provides instructions for removing all patient names from the
Appointment Clipboard.
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To remove all patients displayed on the Appointment Clipboard:

1. Move the cursor to the Appointment Clipboard pane.

2. Right-click and select Clear All.

4.11 Checking In a Patient
A PCC Visit is created in RPMS for the patient if this option is selected through
PIMS. The text in the patient appointment box on the schedule appears green in color
after the patient check in.
To check in a patient:
1. Click the appointment to check in.
2. Do one of the following:
e Click Check In Patient on the Appointment menu. The Appointment
Check In window displays.
=101 ]
Patient Name: |TEST.HARLUNA
CheckinTime: [ june 152010 15:02 —=
Visit Provider: [None> ~] I" Print Routing Slip
™ Print PCC Health Summary
™ Print Wellness Handout
- PCC Plus
PCC+ Chinic ] ;I I~ Brirt
PCC+ Form ] ;]
— Description
Use this panel to check in an appointment. A PCC visit wall automatically be created for this patient at
the check in date and time if the clinic is set up to create a visit at checkin. A patient may only be
checked-in once.
ok | cancel |
Figure 47: Appointment Check In window
e Right-click the patient appointment, and click Check In Patient. The
Appointment Check In window displays.
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The current time and date are displayed in the Check In Time box. To adjust
the check-in information, select the component of the time field to change
(month, day, year, hour, or minute). Next click the up or down arrows to
adjust the value or manually type a new value.

3. Click OK to check the patient in, or Cancel to cancel the check-in process.

4.12 Delete Check In
This feature allows the user to reverse the status of a patient mistakenly checked in.
The color of the time slot selected changes from green to white. A white appointment
indicates a patient’s appointment waiting to be checked in.
To delete a check in:
1. Highlight a colored time slot that is green. A green time slot indicates a checked
in patient.
2. Right-click the selected time slot and select Delete Check In.
Edit Appon bmeenit
Wit Appontment
Cancel Appomniment
Chedk In Pabent
Chedk Out Patent
Mark az Mo Show
LUinda HoShow
Figure 48: Delete Check In option
3. Click OK. The selected appointments color changes from green to white.
4.13 Check Out Patient
This feature allows the user to check out a patient. A patient’s check out status is
displayed with an orange appointment time slot. A patient may not be checked out in
the future.
To check out:
1. Highlight an appointment time slot that is colored green.
2. Right-click and select the menu option Check Out Patient. The Appointment
Check Out window opens.
User Guide Managing Patient Appointments
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ol

Fatierd Nome: | TEST ANGELA

CheckOuW [ wwy 102010 835 =

Visat Provider [N GAGIEE

Description
Use this panel io check cul an appoinkment. The default \isil Providen is what the user selecied when
haisha checked in the patisnt You could specty & different provider when you check oul.

oK Carcel |

Figure 49: Appointment Check Out window

3. With the correct Visit Provider shown, click OK. The Appointment Check Out
window closes and the selected appointment color changes from green to orange.

4.14 Undo Check Out Patient

This feature enables the user to undo check out patient. A patient’s check out status is
displayed with an orange appointment time slot. Patients cannot be checked out prior
to the current date.

To undo a check out:

1. Select a patient appointment that is colored orange.

2. Right-click and select the menu option Undo Check Out Patient.
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Figure 50: Undo Check Out Patient
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5.0 Viewing and Printing

This section provides instructions for viewing and printing clinic schedules, patient
letters, and patient appointments.

51 Print Preview

Select a print function, the Print Preview window opens after making your
selections. Any button that is not available for selection is dimmed.

B Chiréo Sthedules

.'"H==_‘E':_J'l

- [ el

Cordideriial Paiient Infematos Covered by Privacy Act

Appointments for WHITT an Thursiday, 51320

930 am

DEMOMALE
FIE3ER-35

WIRk: 122 DB 1 wsE

Apgiantaicel fiads by WEBSTER DN o 502004 1 2:00.004M

A% am DEMOMALE HRMN: 1220 DB 1L2sH A 1
5153550035

1 pigds by WEBSTER. DN o 50200 120000040

T g DEMCMALE HER: 112288 DOB 1215 A 30
FiRGE50035

Appenimcel made by WEBSTER, DAN m SO0 12000040

1015 s DEMOMALE HEMN: 112288 DB 12wss A 0
5355550035

Apponimect made by WEBSTER, DA oo S002004 12 00000A M

105 aii DEMEMALE HER: 112288 DOB 11215 Ape 0
Fi555-0038

Appoentmeet made by WEBSTER, DAY oo SI002HH 12000040

1045 ai DEMEMALE HEM: 12288 COE 12w A0
§35.555.003%

Appremmect made by WEBSTER, DAN m SIS0 1200000 M

Figure 51: Previewing a report

The table below describes various items and portions of the print preview window
shown in Figure 51: Previewing a report

5.1.1.1 Screen Item Descriptions Table

Screen Item Description

Title Bar Shows the name of the current window. Appears in the upper left
corner of the screen. In the Check Out Patient window figure above,
Clinic Schedules is the current view.

Toolbar Appears across the top of the screen, below the Title bar. Shows
buttons that perform various tasks available from the Print Preview
window.

User Guide Viewing and Printing
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Screen Item

Description

Resource Group
Pane

Appears in the left pane of the screen below the tool bar. Allows you
to view Resource Groups. Use the plus and minus signs to expand
or collapse the lists of Resources.

Main Report Tab

Appears at the top of the right page just below the print icon. Shows
a printable view of a schedule or letter.

Current Page
No.

Appears at the bottom-left of the screen. Shows the page number
that is currently displayed. In the Check Out Patient window figure
above, it is page 6.

Total Page No.

Appears at the bottom of the screen. Displays the total pages for the
particular report. In the Check Out Patient window figure above, it is
7.

Zoom Factor

Found at the bottom-right of the screen. Displays the current zoom
factor of the current display. In the Check Out Patient window figure
above, it is 100%.

5.2 Toolbar Buttons
The Toolbar Buttons table shows the Toolbar icon and its function.
5.2.1.1 Toolbar Buttons Table
DB Button Name Function
Icon

F Go to First Page This button takes the user to the first
page of a multi-page report.

4 Go to Previous Page This button takes the user to the
previous page of a multipage report.

3 Go to Next Page This button takes the user to the next
page of a multipage report.

| Go to Last Page This button takes the user to the last
page of a multipage report.

Go to Page This button takes the user to a specific

I page. When clicking this button, the Go
to Page dialog box opens. To go to the
desired page, enter that page number.

¥ Close Current View This button closes the current view.
Print This button prints the report. Use the
Print dialog box to select the printer to
use to print the report.

Refresh This button enables the user to update
the selected report with the latest
information.

% | Export Report This button enables the user to send the
current report to another application or
use another format such as Word (.doc),
Excel (.xlIs), Adobe Acrobat (.pdf), or
Rich Text (.rtf) formats.
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Teelse Button Name Function
Icon
"= Toggle Tree View This button enables the user to show or
conceal the Resource Groups pane.
3- Zoom Use the Zoom button to zoom in

(enlarge), or out (shrink) the view of the
report by clicking the arrow and
selecting from the menu.

i Search Text Use this button to find a word or phrase
in the text displayed. When clicking the
Search Text button, the Search Text
dialog box is displayed. Enter the word
or phrase in the Find What field, and
then click Find Next.

5.3 Printing

This section provides instructions for printing clinic schedules, patient letters, and
patient appointments.

5.3.1 Clinic Schedules

The Print Clinic Schedules command enables the user to print a clinic schedule, an
entire Resource Group, or individual resources within a given Resource Group.

To print a clinic schedule:

1. Click Print Clinic Schedules from the File menu. The Print Clinic Schedules
window, shown in Figure 52: Print Clinic Schedules , is displayed.
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E® Print Clinic Schedules

=101 x|
Resource Group: I

|GENERAL =

Resource:

[] BH "WALE 1M

[] BJB MH

[ BRUMING

[ Cardiclogy Clinic

[w] Chireau OB/GYM

[w] DG SOCIAL SERVICE
] L) M edecal

[ Select &l Resources

Date Aange for Appointment List:

Beginning D ate: Ending Date:
| Monday .September17,2007 x| | Monday .September17,2007 =)

Dezcription

Jze thiz panel to select resources and to specify the time penod for appoiniment Bstz. Check each
resoutce [clinic] for which to print Bsts. Lists wall be printed for apponitments between the beginning
and ending dates, inclusive.

0k | Cancel

Figure 52: Print Clinic Schedules window

2. Select a Resource Group from the Resource Group drop-down list.

3. Double-click to select each individual resource or check the Select All Resources

box to print resource schedules.

4. Choose the Beginning Date and the Ending Date dates using the drop-down list.

5. Click OK and the Print Preview window opens showing the clinic schedule.
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Figure 53: Clinic Schedule example

6. Use the Toolbar buttons to export, print, and view pages of the schedule. See
Toolbar Buttons for more information.

53.2 Reminder, Rebook, and Cancellation Letters

The Print Clinic Letters command allows the user to print various patient letters. The
text of the letter can be modified using the dialog boxes shown in Add New
Scheduling Resource Dialog Box and Edit Scheduling Resource Dialog Box.

To print reminder, rebook, and cancellation letters:

1. Select Print Reminder Letters, Print Rebook Letters, or Print Cancellation
Letters from the File menu. A window similar to the one below displays.

Note: The Print Rebook Letters and Print Cancellation Letters
windows contain the same choices. Only the window
names are different.
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[ Print Reminder Letters i =101 =]
Resouce Group: I
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[ ate range for appointment lelters:
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each resource [chrac) for which bo prink letters. Letters will be prnted for appontments bebween the
beginning and ending dates, inchsive.

(o] oo |

Figure 54: Print Reminder Letter window

2.
3.

Choose a Resource Group from the list under Resource Group.

Double-click to select each individual resource or check the Select All Resources
box to print the selected letter.

Choose the Beginning Date and the Ending Date dates using the drop-down list.

Click OK and the Print Preview window opens showing the selected letter.
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Figure 55: Reminder Letter example

6. Use the Toolbar buttons to export, print, and view pages of the reminder rebook,
and cancellation letters. See Toolbar Buttons for more information.

53.3 Patient Letters

The Print Patient Letters command enables the user to view or print all appointments
in all clinics for the selected patient.

To print patient letters:

1. Click Print Patient Letters on the File menu. The Select Patient window opens.

User Guide Viewing and Printing
April 2011

51



Clinical Scheduling for Windows (BSDX)

Version 3.0

| ¥ select Patient -

=10 x|

Search |

ok

I Carncel

Figure 56: Select Patient window

2. Enter the name of the patient in the Select Patient field and click Search.

3. Select the patient, and then click OK. The Print Preview window opens.

4. Use the Resource Group pane to view the list of the clinics in which the patient

has appointments.
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Figure 57: Patient Letter window showing all appointments in all clinics for the selected

patient
5.3.4  Patient Appointments
The View Patient Appointments command enables the user to view or print, or view
and print all appointments (future or past) for a single patient.
To view a patient’s appointments:
1. Click View Patient Appointment from the Appointment menu The Select
Patient window displays.
2. Select a patient by entering the name, SSN, DOB, or HRN in the Select Patient
Search field. The user may enter the first part of the patient's last name, the last 4
digits of the patient SSN, the entire SSN, or the patient's DOB in the form
MM/DD/YYYY.
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5.3.5

3. Click Search. If the system finds one or more matches, the fields in the Select
Patient window are automatically populated with the appropriate data for each

patient found. To select a patient from this list, double-click the patient name, and

then click OK to confirm your choice.

Note: The user can recall the last patient by pressing the Spacebar
and then the Enter key.

Viewing the Waiting List Report

To view a patient’s Waiting List Report:

1. Select a patient appointment.

2. Click Scheduling Management from the File menu The Scheduling
Management window displays.

EE Scheduling Management ;Iglll

Resources and U sers | Resource Groups | Arcess Types | Aocess Groups | Copy Appointments | ‘WwiorkStations |

Resource Mame

E3]

Chart Review

(3

Dentists
Laboratony

E3]

-
[E3|

E3]

Test Resource
HRAY

E3]

r— Description

|lze the resources panel to define the set of clinical entities available for scheduling at this faciity. Resources map include care providers
[for example, dentistz and physicians] or other kinds of scheduled services, facilities or equipment.  Click the small + zign nest to the
resource hame to manage the ugers who can schedule this resource.

bdd... Change...

Version 3.0

Close

Figure 58: Scheduling Management window

3. Select the patient’s resource and click the Change button. The Edit Scheduling

Resource window opens.
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Edit Scheduling Resource - O] x|

Resource Link | Reminder Letter | Rebook Letter | Cancelation Lettes |

Resource MName: Im

Inactive: [ Time Scale: [15 w| minutes
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Cieate Vist at Checkdn? |
Wisit Sevice Category: |
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Cinic Code: | LABORATORY SERVICES

Inactivate Date: |
Reactivate Date: |
Dwerbook Limit: |3

may = R;gﬂ:ﬂ ta aﬂ Fil?ﬁm' To define the parameters h’i’ﬁ ¥F‘H5
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Interval field contiols the increment of time mmmmmrmm
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Figure 59: Edit Scheduling Resource window

4. Select the Inactive check box and click OK. A screen similar to the resource
window shown below displays.
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Figure 60: Resource window

5. Click Print Waiting List. The Waiting List Report opens.

Confdenmal Fanems Diza Covesed by Pvacy A3

Waiting List Report
Primed 5102010
BATIENT NALE BARY BOY

12435

AOEHYE0 1 00 D0AM
WARD FLLL
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o Page 31 1 Tnom Facur 120

Figure 61: Waiting List window
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6.0 Setting Up and Administering BSDX

This section includes instructions for the following tasks:

e Using the Edit Availability window to set up schedules using Access Blocks,
Access Types, and templates. Refer to Using the Edit Availability Window.

e Using the Scheduling Management window to set up Users and User Roles,
Resources, Resource Groups, Access Types, and Access Groups.

e Using the Scheduling Management window for importing schedules from other
RPMS applications and performing administrative tasks such as viewing,
communicating, and shutting down workstations. Refer to Using the Scheduling
Management Window.

6.1 Using the Edit Availability Window

This section includes setting up new schedules for resources. To create a new
schedule, the user must first define Access Blocks using the Edit Availability
window as described in the following section.

6.1.1  Accessing the Edit Availability Window

Before appointments can be scheduled, the layout for a schedule must first be
designed. This section provides instructions for creating schedules for a Resource
using the Edit Availability window.

Note: To use the Edit Availability window, the (IHS Clinical
Scheduling) Resource user profile must include the Modify
Clinic Availability setting. See your supervisor or IHS
Clinical Scheduling administrator to change your profile.

To access the Edit Availability window:

1. Select a resource from the Resource Group pane that contains the resource whose
availability is to change.

2. Right-click the resource.
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Figure 62: Setting up resource availability

3. Click Edit Resource Availability. The Laboratory Availability window opens.
This window is similar to the regular scheduling window, except it has a blue

background.
USRS - [ES B ] S bervbuliegg - Daboradory Avaikabilify - DF M0 HOSPTTAL .-I.H.EI
Laboratory | Physicians Laboratory Availabslity |
Laboratory Availability 152010 -
Jun W ue, Jun 15 Jon 16 Jun 17 Jun 18 |

Ifngd BEnutes

10

11

us' 3 Sevd Day- 1 5o 110 Scraduled: 1 Sl HO
L3

Figure 63: Edit resource availability
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6.1.2 Menus and Commands
If an option is unavailable (or dimmed), it cannot be used. When performing specific
operations, the user must select an Access Block before selecting an option.
6.1.2.1 File Menu and Commands
Figure 64: File Menu shows the commands on the File menu.
l File AccessBlocks Wiew He
apply Template
Save Template
Scheduling r-m_e_gement
Close
Figure 64: File Menu
Apply Template
Use this option to apply a saved template to create a schedule for a new resource.
Refer to Applying a Scheduling Template Check for more information.
Save Template
Use this option to save a template so it can be used to create a new schedule with the
same layout. Refer to Creating a Scheduling Template for more information.
Scheduling Management
Use this option to open the Scheduling Management window. Refer to Using the
Scheduling Management Window for more information.
Close
Use this option to exit the Edit Availability window.
6.1.2.2 Access Blocks Menu and Commands
Figure 65: Access Blocks Menu shows the commands on the Access Blocks menu.
I Access Blocks  View I
Add New EBlock
Figure 65: Access Blocks Menu
Add New Block
Use this option to add a new Access Block that can be used to schedule appointments.
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Remove Block

Use this option to remove an Access Block.

Edit Block

Use this option to change the appearance of an Access Block.
Prevent Access

Use this option to prevent access to an Access Block.

[access sk =T
Start Teme: (572010 315 AM End Teme:|57/2010 1100 AM

Cliric: [Physicians

Sos |1

Hote

pecess Groue [T L S |

Beoeas Type

Wakn

Figure 66: Prevent Access block

6.1.2.3 View Menu and Commands
Figure 67: View menu shows the commands on the View menu.

Wigi | Help

Display \Walk-Ins

1-Day View

S-Day View
F-Day View

Time Scale 3

Schedule Tree

Appointment Clipboard

Figure 67: View menu
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6.1.3

6.1.3.1

1-Day View

Use this option to create Access Blocks and a schedule for a single day. This provides
the most detail available. Refer to the 1-Day Schedule View Window.

5-Day View

Use this option to create Access Blocks and a schedule for Monday through Friday.
Refer to the 5-Day Schedule View Window.

7-Day View

Use this option to create Access Blocks and a schedule for the entire week. Refer to
the 7-Day Schedule View Window.

Time Scale

This option sets the amount of time allotted for each appointment. You can customize
the appointment time slot to fit the clinic’s needs:

e 10 minute

e 15 minute

e 20 minute

e 30 minute

Access Block Clipboard

This option opens the Access Block Clipboard. Refer to Using the Access Block

Clipboard for more information. Use the Access Block Clipboard to create multiple
copies of Access Blocks with the same hours and appointment time slots.

Setting up Clinic Availability

This section explains how to set up Access Blocks. Resource availability is set up
using Access Blocks. Each Access Block covers a given time range and contains a
defined number of time slots. Each block is reserved for a particular type of Access
Group and Access Type. These options are only available using the Edit Availability
window.

Adding an Access Block
To add an Access Block:

1. Open the Edit Availability window by right-clicking a resource and selecting
Edit Resource Availability, as shown in the figure Setting Up Resource

Availability.
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Select the date of the schedule using the drop-down calendar at the top right
corner of the window.

Click the preferred view (1-day, 5-day, or 7-day) from the View menu.
Click Time Scale, and select a 10, 15, 20, or 30 minute interval.

Click-and-drag the pointer to outline the time range of the Access Block. The time
range is displayed in the status bar at the bottom of the schedule.

Do one of the following:

e Click Add New Block on the Access Blocks menu.
e Right-click on the selected block, then click Add New Access Block.

Figure 68: Adding an Access Block displays the Access Block option.

ks WEES TERLDUN Sile PR TEGE EHETEST

Figure 68: Adding an Access Block

7.

Select the number of appointments that can be made per defined appointment
length in the Access Block from the Slot list, the Access Group from the Access
Group list, and the Access Type from the Access Type list. For example, if
SLOTS =4 and the resource has a defined appointment length of 15 minutes, then
there are four (4) available appointments for each 15 minute appointment time.
Type any notes pertaining to this particular Access Block in the Note field.

Click OK to save the new Access Block, or click Cancel to discard your
selections and return to the Edit Availability window

Continue adding Access Blocks, or exit and close this window
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6.1.3.2

6.1.3.3

Editing an Access Block

The following procedure provides instructions for editing an Access Block.

To edit an Access Block:

1.

Open the Edit Availability window by right-clicking a resource and selecting
Edit Resource Availability, as shown in the figure Edit Resource Availability.

Click an Access Block.
Do one of the following:

e Click Edit Block on the Access Blocks menu.
e Right-click on an Access Block, and then click Edit Access Block.
Edit the following items as necessary:

e Change the number of appointments per hour in the Access Block using the
Slot list.

e Change the Access Group using the Access Group list.

e Change the Access Type using the Access Type list.

Edit the notes pertaining to this particular Access Block in the Note field, as
necessary.

Click OK to save the changes to the Access Block, or click Cancel to discard the
changes and return to the Edit Availability window.

Continue editing or adding Access Blocks, or exit and close this window.

Deleting an Access Block

To delete an Access Block:

1.

Open the Edit Availability window by right-clicking a Resource and choosing
Edit Resource Availability, as shown in the Setting Up Resource Availability.

Click an Access Block.
Do one of the following:

e Click Remove Block on the Access Blocks menu.
e Right-click on an Access Block and then click Delete Access Block.
The IHS Clinical Scheduling dialog box displays.
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=

Are you sure you want to delete this access block?

Yes Mo |

Figure 69: IHS Clinical Scheduling dialog box

4.

Click Yes to confirm deletion of the Access Block, or click No to cancel the
deletion. The Edit Availability window is redisplayed and the selected Access
Block is removed.

Continue adding, editing, and deleting Access Blocks, or exit and close this
window.

6.1.4  Using the Access Block Clipboard

The Access Block Clipboard allows a user to duplicate Access Block by copying and
pasting Access Blocks temporarily stored on the Access Block Clipboard. This
feature is useful if adding several identical Access Blocks. An unlimited number of
Access Blocks in the clipboard can be stored. However, the Access Block Clipboard
is cleared when exiting the Edit Availability window.

To use the Access Block Clipboard:

1.

Open the Edit Availability window by right-clicking a resource and choosing
Edit Resource Availability, as shown in the figure Setting Up Resource

Availability.

Click Access Block Clipboard on the View menu. Figure 70: Using the Access
Block Clipboard shows the Access Block Clipboard.

Add a new Access Block as described in Adding an Access Block or click an
existing Access Block.

Drag the Access Block to the Access Block Clipboard. This does not move the
Access Block; instead it copies the Access Block information to the clipboard.

A new Access Block can be created on any area of the schedule by clicking and
dragging the information to the new day and time. There is no limit to how many
times a user can copy the Access Block to the schedule.
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Figure 70: Using the Access Block Clipboard

6.1.5 Using Templates to Set Up Resources

Access Block templates are an excellent way to help set up a resource appointment
schedule. Templates can be for one, five, or seven days. Once created, templates may
be applied to the schedule repeatedly. Schedule Template files have a .bsdxa file
extension. For example: pedstemplate.bsdxa for a pediatric clinic schedule or
15mintemplate.bsdxa for Resources that use a 15-minute appointment slot.

6.1.5.1 Creating a Scheduling Template
This section provides instructions for creating a Scheduling Template.

Note: A 1-, 5-, or 7-day template can only be applied for the same
time interval, (for example, apply a 1-day template to a 1-
day schedule).

To create a template:

1. Open the Edit Availability window by right-clicking a resource and selecting
Edit Resource Availability, as shown in the figure Setting Up Resource

Availability.

2. Create a full 1-, 5-, or 7-day schedule for a particular resource using Access
Blocks as described in Setting up Clinic Availability.

3. Click Save Template on the File menu. The Save As window displays.
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saveas 20

Save in: IE}NEW Folder j L] ¥ ER-

File name: INewTemplate.bsdxa j Save I
Saveastype:  [Schedule Template Files (" bsdha) =l Cancel |

%

Figure 71: Save As window

4.

Type file name of the template in the File Name field. Use a descriptive template
name to allow for multiple templates that are easy to identify by name, such as
pedtemplate.bsdxa or 15mintemplate.bsdxa.

Select a location for templates using the Save In drop-down list. A user may want
to create a separate folder to store templates, such as BSDX Templates.

Click Save to save a template.

6.1.5.2 Applying a Scheduling Template Check

This section provides instructions for setting up a schedule for a resource using a
Scheduling Template.

To apply a scheduling template:

1.

Open the Edit Availability window by right-clicking a resource and choosing
Edit Resource Availability.

Select a 1- Day View, 5- Day View, or 7-Day View from the View menu.
Click Apply Template on the File menu.
The Apply Access Template window displays.
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App!-l',r Access Template B = IEIIﬂ

— Dezeription

Saect.&tcesﬂenﬂatel ‘

Starting Week [Mondayl | Thwsday . September 20, 2007 ~ |

Mumber of Weeks lo Apply: |-| 3:

LUz thiz panel to define an access pattem lor fuluie clinic availability,

Ok Cancel

Figure 72: Apply Access Template window

4.
S.

Click Select Access Template. The Open dialog box is displayed.

Locate the folder that contains templates and choose a template.

Note: A template has a .bsdxa file extension.

Click Open to apply the template or Cancel to cancel your action.

Choose the desired week to create a schedule by selecting a week from the
Starting Week (Monday) list.

Choose the number of weeks to create schedules from the Number of Weeks to
Apply list.

Click OK to apply this template to the schedule or Cancel to return to the Edit
Availability window without creating a new schedule.

Note: A user cannot load a template if there are Access Blocks
defined for that particular week.

Individual Access Blocks can be edited using the Edit Access Block feature.
Refer to Editing an Access Block for more information.
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6.2 Using the Scheduling Management Window

This section provides instructions for setup and administration tasks using the
Scheduling Management window. Using this window, the Clinical Scheduling
administrator can set up users and their privileges as well as schedules for the
availability of doctors, procedures, clinics and the layout and appearance of the
overall schedule. A resource has to be linked to an RPMS scheduling clinic so that
when a patient has an appointment at that clinic and checks in, a PCC visit will be
created for that clinic.

The procedures described in this section require the manager key. See your site
administrator to determine or change your security keys. The Scheduling
Management window displays the options:

With the exception of the Copy Appointments tab, each tab contains a table. You
can expand the first column of the table by clicking the Maximize icon (+). These
rows are called group list rows.

[T

R ezources and Lses | Resounce Ercq:us] .ﬁmaT}lpasl Bocess qu:-il Enpyﬂppirﬁrmb&l WurkEbaHurnI

Rezource Mame

B B MED CLNIC
| B BHWALKIN

H BJE MH

B BRUMING

B C MED CUNIC
_E Cardicdogy Clinic

E Chiresu DB AGYN
| B D DIABETIC CLIMIC

B 0 MED CLINIC

B D PEDIATRIC CLIMIC

B O FODIATEY CLIMIC
B 0G SOCIAL SERVICES

Uze the resounces panel bo define the 22t of clinical entéies avadable for scheduling at thes Factily. Resources may include
care providers [foe example, denfistz and pl'l_l,ssiciuw'!lu otk kinds of scheduled services, faclibes or equipment.  Click the
small + zign next o the rezource name to manage the users who can schedule this resounce.

Add. T |

Figure 73: Scheduling Management window
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By clicking the Maximize icon (+), the sublist is displayed in blue. Click the sublist to
view the options for that list. When selecting a sublist, a user can return to the group
list by clicking the left-arrow button located in the top right side of the table view.
You can also click the Show/Hide button for the current set of sub lists.

@I:.I

Figure 74: Show/Hide button

6.2.1  Defining Resources and Users
The Resources and Users tab enables the user to define the set of resources available
for scheduling at your facility. Resources can include providers (such as Dentists and
Physicians) or other kinds of scheduled services, facilities, or equipment. The
Resource User list, shown below, enables you to manage the users who can schedule
the resource. To define the parameters of an RPMS Resource, you must log on to
RPMS and use the PIMS Scheduling Supervisor’s menus.
8 Scheduling Manasgement =10 x|
Rinsowces and Users | Resource Groups | Access Types | Access Groups | Copy Appoiniments | wiorkStations |
B B MED CLINIC
E. BH Wil IN
E BJE MH
B BRUNIMG
IBI CMED CLINIC
B Cardislogy Cinic
M| Crireau DBAGYN
E. D DIABETIC CLINIC
B [ MED CLIMIC
[ FEDIATRAIC CLIMIC
| @ D FODIATRY CLINIC
B OG SOCIAL SERVICES
B aeteemaram
—Drescaiption
Usge the resournces panel to define b set of clinical entkies available for scheduling at this faciity,  RBesources may include
cane providers [for example. deskists and physicians] or othes kinds of schedded seivices, faciilies or equipment.  Click the
zmal + zign next to the resource name b manage the wuses who can schedule this resource,
Add.. Chamge...
Figure 75: Resources and Users tab in Scheduling Management window
6.2.1.1 Adding a Resource
To add a new Resource:
1. Select Scheduling Management from the File menu.
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2. Click the Resources and Users tab in the Scheduling Management window.

3. Click Add. The Add New Scheduling Resource window appears.

Add New Scheduling Resource =10] x|

Resource Link | Flemindes Letter | Rebook Letter | Canceliation ette |
Resource Name: I
Inactve: [ Time Scale: [15 | minutes,
—RPMS Clinic Link
RPMS Cinic: [<None> =l
Creale Visit at Checkdn? |
Visit Sevice Category: |
Provider |
Clinic Code: |
Inactivate Date: |
FReactrvate Date: |
- Description
Resources may optionally be nked to an APMS Clinic.  To define the parameters for an RPMS
chrec, pou must log into RPMS and use the RPMS 5 Superdzor's menus. The Time
Irimvalﬁeldwﬂmhﬂwmmoflmemedmlhe desplay. The Letber Teut tab
contains the body text of reminder letters for thes chinic.
| 0K I Cancel

Figure 76: Add New Scheduling Resource window

4. Type the name of the resource in the Resource Name field.

5. Select the default time scale for appointments from the Time Scale drop-down
list. This time interval controls the time interval between appointments.

6. Select the clinic, as needed, that you want this resource linked to from the RPMS

Clinic drop-down list in the RPMS Clinic field.

7. Select Reminder Letter, Rebook Letter, or Cancellation Letter and modify the

text as necessary. The figure below provides an example of letter text.

Important: Do not press Enter at the end of a line. Doing so
closes this window, sends an error message, and returns
you to the previous window.
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Add New Scheduling Resource =10] x|

Resource Lik Peminder Leiter | Febook Letter | Cancellation Letier |

Enter the text which will appear on reminder lelters sent ko patients vith
appointments in this cinéc. Use CTRL+Enter to stat a new line.

T hiz iz to remand pou that you have an appoiniment at the date and time shoven below.
Pleaze call our office lo cancel o reschedule if you are unable to keep this
appointrment.
lI hank youl
— Description
Resources may optionally be linked to an RPMS Cinic. To define the parameters for an RPMS
chinéc, vou must bag into RPMS and use the RPMS 5 Supervizor's menus. The Time
Irtmvdl'u’dwtrdstl'ne inciement of ime usad on the display. The Letter Text tab

contans the body text of reminder ketters for this clinic.

DKI Cancel |

Figure 77: Add New Scheduling Resource window

8. Click OK to save a letter or Cancel to dismiss the window without saving entries.

6.2.1.2 Editing a Resource
Using the instructions in this section, you can complete the following:
e Edit a resource name.
e Inactivate or reactivate a resource.
e Change the time scale of a resource.
e Revise RPMS clinic link information.
o Edit patient letters using the Reminder, Reboot, and Cancellation Letter tabs.
To edit a Resource:
1. Select Scheduling Management from the File menu.
2. Click the Resources and Users tab in the Edit Scheduling Resource window
shown below.
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Figure 78: Edit Scheduling Resource window

3. Select the resource to edit.

4. Click Change. The Edit Scheduling Resource window appears.

| Edit Scheduling Resource

Resource Link | Reminder Leiter | Febook Letter | Cancellation Letter |

=101 x|

Rescurce Name:  [A MED CLINIC

contains the body text of remindss batters for this chinic.

Inactive: - Time Scale: [0 vl mirubes. I
5
0
— APMS Chnic Lk Eg
RAPMS Chinic: r<NvDr-e.‘> 30 -ﬁ
Create Visit at Check-in?
Vigh Sewice Categon: |
Provider: |
Cliréc Code: |
Inactrvate Date: |
Reactvate Date: |
—D '_'_ |
Resous may optionally be Inked o an RPMS Cinic.  To define the pacameters lor an RPMS
miwmﬂbnmqmsqu&unms Sww:m The Time:
Irterval field controls the mcrement of bme used on the . The Letter Text Lab

[ox 1

Cancel |

Figure 79. Edit Scheduling Resource Window

5. Make the following changes as necessary:

Change the name of the resource in the Resource Name field.
Select or deselect the Inactive box to inactive or reactive this resource.

¢ Reset the minutes by selecting another number from the Time Scale list.

User Guide
April 2011

72

Setting Up and Administering BSDX



Clinical Scheduling for Windows (BSDX)

6.2.1.3

[co scheduting Resource "~ =T

e Edit the fields in the RPMS Clinic Link tab. To define the parameters for an
RPMS clinic, log on to RPMS and use the RPMS Scheduling Supervisor’s

menu.

e Select Reminder Letter, Rebook Letter, or Cancellation Letter and edit the

text as necessary. The following is an example of letter text.

ResowceLink Remindes Letter | Rebook Letter | Cancellation Lette |

Enter the text which vall appear on reminder latbers sent bo pabients vath
appointments in this ciec. Use CTRL+Enter to stat a new ine.

Thas iz to remind you that you have an appordment at the date and time shown below,
|Plaase call can cifice to cancel oo reschedule if you are unable to keep this
appoiriment
Thark, poul
r— Descoption
Resources may optionaly be inked to an RPMS Clinic.  To define the parameters for an RPMS

be
chnic, you must log into RFMS and uze the RPMS Scheduling Supervisor's menus. The Time
Interval held controls the increment of ime weed on the Calendar display. The Lettes Tesd Lab

contans the body text of remarsder betbess for this clinic.
0K I Cancel

Figure 80: Reminder Letter tab

Version 3.0

Note: Do not press Enter at the end of a line. Doing so closes this
window, sends an error message, and returns you to the
previous window.

6. Click OK to save changes, or Cancel to dismiss the window without saving

entries.

Maintaining Resource Users

Use these steps to add, change, or remove users who can create appointments and
establish availability for this resource. Users must first be given basic access to the
RPMS Scheduling component, using standard RPMS menu and key allocation before
they can be selected and assigned as a resource user.

To add, change, or remove Resource users.
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1. Select Scheduling Management from the File menu.
2. Click the Resources and Users tab in the Scheduling Management window.

3. Expand the resource by clicking the Maximize icon (+) next to it.

==

¥ scheduling Management

(=] & MED CLIMIC
B MED CLIMIC
BH WwALE 1M
[Fursourcelionr |
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[ FODIATAY CLIMIC
N SNl SFAVCFS
— Deseription
Lz thee recsouicess panel b defing the gt of chnical enliies avallable lor schaduling &t this facity. Resouices may nchads

case providers (lor example. dertists and phpscians] of other kinds of scheduled services. Faciites o equipmant.  Click e
small + agn nest lo lhe issouce name o manage the users who can schedule this reaece.

:amm|mmmm|mmm ,-m|m

Figure 81: Defining Resource Users

4. Click ResourceUser. The current list of Resource Users is displayed.
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Figure 82: New Resource User added

5. Do one of the following:

e Click Add User to add a new user. The Add New Resource User window
displays. Type the name of the new user and check the boxes as necessary. To
allow a user to be able to overbook appointments, select the Overbook check
box. To allow a user to modify the schedule, select the Modify Clinic
Availability check box. Click OK to add this user or Cancel to dismiss the

window without saving entries.

Note: At least one user at a site must be able to perform each of
the tasks listed. It is also recommended that a limited
number of users at each site have Modify Clinic
Availability privileges.

e Selecta user and click Change User to edit an existing user. The Edit
Scheduling Resource window displays. Select the attributes for the selected
user as necessary. To allow a user to overbook appointments, click the
Overbook drop-down menu and select the applicable authority level (None,
Regular, or Master. Click OK to save changes, or Cancel to discard the

changes.

Note: Only users who have the BSDXZMENU key in RPMS
appear in the selection list. When editing an existing user,
name changes are not permitted.
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Figure 83: Edit Scheduling Resource window

e Select a user and click Remove User. Figure 84: Scheduling Management
window with Resources and Users tab selected shows the updated window
after a user was deleted from this resource. There is no confirmation message
before the user is deleted so be careful to select the correct user. Click OK to

save changes or Cancel to discard the window and keep this user.

T £cheduling Management

v EEITE

[ esoapiion

E;whm?;mga'ls cieste sppointments and mmhuﬁﬁlm Umﬁhl:;mm
AnoETT Schaduing APES meanu managament
sefeoied beie and mmnmm%mmhwmdhmmpmmh

Figure 84: Scheduling Management window with Resources and Users tab selected

6.2.2 Resource Groups
Use this window to organize resources into useful groups. Resource Groups may
include departments, clinics, or any other collection of resources. Resource Groups
are visible to all scheduling users.
To display the Scheduling Management window, select Scheduling Management
from the File menu.
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¥ scheduling Management '.lﬂ_lll

|GEMERAL
CARDIOLOGY

Description
Use thiz panel to crganee Resowsces into uselul groups. Resowce Groups may include departments, clinics
or any other colection of resources.  Resource groups wil be visible to all scheduling uzers.

fidd Giroup [ Change Group I Bemove Group I

Figure 85: Scheduling Management window with Resource Groups tab

Adding a Resource Group

This section provides instructions for adding a resource group. In the example below,
there are two resource groups displayed. After adding a resource group, a user can
add resources to the resource groups that have been created. Refer to Adding
Resources to Resource Groups for instructions.

To add a Resource Group:

1. Select Scheduling Management from the File menu.
2. Click the Resource Groups tab in the Scheduling Management window.

3. Click Add Group to add a new Resource Group. The Add New Resource Group
window is displayed.

4. Type the name of the new Resource Group in the Resource Group Name field as
shown below.
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Figure 86: Adding a Resource Group

5. Click OK to add the new Resource Group to the list of Resource Groups as
shown in Figure 87: Adding a Resource Group, or Cancel to dismiss the window
without adding the entry.

I seheduling Management : ;J.D.lﬂ

Resources and Uses:  Flesouce Groups | Access Typer | Access Group: | Copy Appointments |

GroupdD) | Group
GEHERAL
CARDIOLODGY
INTERMAL MEDICINE

Disscrioh
Use this panel to organes Resowces into uteful groups.  Resource Groups may nclude depaitments, chrecs
of ary other coliaction of resources. Resource groups will be visible to al schedubng uzsss

| o Group I Change Group Bamane Gioup [

Claze J

Figure 87: Adding a Resource Group

If desired, add resources to the resource groups you created. Refer to Adding
Resources to Resource Groups for instructions. Otherwise, select another tab or click
Close to exit the Scheduling Management window.

6.2.2.2 Adding Resources to Resource Groups

This section provides instructions for adding resources such as diagnostics, clinics,
procedures, and so on to a resource.
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To add a resource to a resource group:
1. Select Scheduling Management from the File menu.
2.

3.
shown below.

Click Resource Groups tab in the Scheduling Management window.

Resources and Ussrs  Resouice Groups .ﬂmmﬁpulﬁmﬂrmi Cuﬁlﬂmml

=10l x|

CARDIOLOGY
INTERMAL MEDICINE

Pep——
Uze Ikiz parel to ceganize Resowces nlo useful groups.  Resource Groups may inchide depaitments, chrics
of ary olher colleckon of resouces. Fletouce groups will be visible 1o all scheduling weers

Add Gioup [ Change Gioup I ey (S I

Figure 88: Adding resources to groups

Click the Maximize icon (+) next to the Resource Group to add a resource as

4. Click GroupResource. A list of available resources is displayed as shown below.

Add Resouies t:II FEmmere B esnues I

Figure 89: Adding resources to groups
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Select the resource to add from the Select Resource drop-down list in the Add New
Resource to Group window and click OK. Otherwise, select another tab or click

Close to exit the Scheduling Management window.

The Resource is now listed in the Resource Group as shown below.

™ scheduling Management .Ll.nlﬂ
Resources and Users  Resource Groups |An:m Types | Access Groups | Copy Appomiments |

RezourceGiomr GrouplD: 3 | Gioupe INTERMAL MEDICINE
| Resourc | Resouce Name
¥ TREADMILLY

~ Disscription
Diefine: the Besource whech will be a pait of this group.  Click: the lsft-ponting airow nea the upper night of the
wancow bo o back to the st of Resowce Gioups.

I Add Resource I Remove Resouice [

_Ooe |

Figure 90: Scheduling Management window with new resource group

To remove a resource, refer to Removing a Resource from Resource Groups.

Removing a Resource from Resource Groups
To remove a Resource from a Resource group:

1. Select Scheduling Management from the File menu.

2. Click the Resource Groups tab in the Scheduling Management window.
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Figure 91: Adding a Resource Group

3. Click the Maximize icon (+) next to the Resource Group to remove a resource.
5 [ ] JEA |
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Figure 92: Opening a list of resources
4. Click GroupResource to display a list of resources similar to the one shown
below.
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Figure 93: Removing a resource

5.
6.

Select the resource to remove from the list.

Click Remove Resource to delete this resource from the list. There is no
confirmation message before the resource is deleted so be careful to select the
correct resource. This does not delete the resource completely; it only removes the
resource from the Resource Group.

To remove more resources, repeat this procedure. Otherwise, select another tab or
click Close to exit the Scheduling Management window.

6.2.2.4 Editing a Resource Group

This section provides instructions for editing a Resource group.

To edit a Resource Group:

1. Select Scheduling Management from the File menu.
2. Click the Resource Groups tab in the Scheduling Management window.
3. Select the Resource Group to change.
4. Click Change Group to edit this Resource Group. The Edit Resource Group
window appears.
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Figure 94: Edit Resource Group window

5. Change the name of the Resource Group in the Resource Group Name text box.
No changes are made to the actual resources within the Resource Groups.

6. Click OK to save changes or Cancel to dismiss the Edit Resource Group and
return to the Resource Groups tab without changing the name.

7. Repeat this procedure to edit more Resource Groups, select another tab, or click
Close to exit the Scheduling Management window.

6.2.2.5 Removing a Resource Group

Use this option to remove Resource Groups that are no longer needed. This does not
delete the resources within the group; only the group is deleted.

To remove a Resource Group, follow:

1. Select Scheduling Management from the File menu.
2. Click the Resource Groups tab in the Scheduling Management window.

3. Select the Resource Group to remove as shown below.
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Figure 95: Removing a Resource Group

4. Click Remove Group to remove a Resource Group.

careful when removing Resource Groups.

Note: There is no prompt asking to confirm a choice, so be

5. Repeat this procedure to remove more Resource Groups; select another tab, or
click Close to exit the Scheduling Management window.

6.2.3  Access Types

Access types refer to the type of appointment being scheduled, such as routine
physical, injection, and so on. The following procedures provide instructions for
adding and editing Access Types that are used when scheduling an appointment.

6.2.3.1 Add an Access Type

The following procedure provides instructions for adding an access type. An access
type describes an appointment category (for example: walk-in, first visit, routine

exam, consultation, and so on.
To add an Access Type:

1. Select Scheduling Management from the File menu.

2. Click the Access Types tab in the Scheduling Management window.
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3. Click Add Access Type to add a new Access Type. The Manage Access Types
window is displayed.

4. Type the name of the new Access Type in the Access Type Name field of the
Manage Access Types window.

5. Click Select Display Color. The Color window displays.

Basic colors:
i i Ao il (el

I el
HrT N ..

Access Type Name: IF‘re'u'ent Access

Select Displ
Color HMEAEEEENR
EEEEEEENR
Inactive: |l

Frevent Access: v
Custom colors:

SO
e

Define Custom Colors == |

ok | cancel | Hep |

Figure 96: Manage Access Types

6. Click a color swatch for the Basic color to be assigned to the new access type or
click Define Custom Colors to create a new color.

Note: Click Add Custom Colors to save it on Custom colors
palette.

7. Click OK on the Colors window.
8. Click OK on the Manage Access Types window.

9. Click OK in the Manage Access Types window. The new Access Type is now
listed on the Access Types list.

10. Repeat this procedure to add more Access Types, select another tab, or click
Close to exit the Scheduling Management window.
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6.2.3.2 Edit an Access Type
This section provides instructions for editing an access type. Using the instructions in
this section a user can:
o Edit an access type name
e Change the color used to display an access type
¢ Change the status of an access type (by checking or unchecking Inactive)
To edit an Access Type:

1. Select Scheduling Management from the File menu.
2. Click the Access Types tab in the Scheduling Management window.

3. Select the row for the Access Type to edit. Same Day is selected on the Access
Types tab.

R

| Accans Typs
| Bdoch:
_ | Prevent Access
_ | Prevent Szcons Tyos Test

LUse the Access Types panel b define the kands of sccess vailable for scheduling ol this faclity. Common types of hoceas include
Yiediin, Schedded Seme Day, srd Dentsl Expanded Funchors

Add Accenn Typa | Mhﬂuﬁ'ﬂl

__Cme |

Figure 97: Screen examples for editing an Access Type

4. Click Change Access Type to edit the Access Type. The Manage Access Types
window shown above displays.

5. Do any of the following as necessary:

e Change the Access Type name.

e Click another color swatch for the Basic color to assign to the access type or
click Define Custom Colors to create a new color.

e Click Add Custom Colors to save it on Custom colors palette.
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e Select or deselect the Inactive check box to change the status of the Access

Type.

— Click OK to save changes or Cancel to dismiss the Manage Access
Types and return to the Access Types tab without saving changes.

— Repeat this procedure to edit more Access Types, select another tab, or

click Close to exit the Scheduling Management window.

6.2.4  Access Groups
Access Groups are categories of different Access Types. Access Types can be
organized for faster searching and scheduling.
6.2.4.1 Add an Access Group
The following procedure provides instructions for adding an Access Group.
To add an Access Group:
1. Select Scheduling Management from the File menu.
2. Click the Access Groups tab in the Scheduling Management window to display
the Add New Access Group window.
_Mscheduling Managesent I [ | |
Aooeme | Access Gioup
» B Dierial
ey T R——
UT:'L% o niganize Acce il
ihe lﬁm 'I'_“:g sk, Eanu-D_q.l_. elc] io use when selirg up e schedule for & 1esouce. Ooossc Type
Groups vall be visbls b all scheduling weers.
Add Gioup ] Lhanga Growp ] Blamese Groun |
Figure 98: Add New Access Group window
3. Click Add Group to add a new Access Group. The Add New Access Group
window shown above displays.
4. Type the name of the new Access Group in the Access Group Name field.
5. Click OK to add the new Access Group or Cancel to close the Add New Access
Group window.
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If OK was clicked, the new Access Group is listed in the window as shown

below.

Sl=lk

Resowrces and Users | Rescurce Groups | Access Types Access Gioups | Copy Appointmens |

ba ceganize Access Types nbo conversent groups. Access Groups are useful when selecting
hﬁmegﬂhEMw.mmmwwﬁuwhmwnmm Access Type
scheduling users.

Girgupes wall bes visbils 1o al

LChange Group Rerenvs Group I

Figure 99: Access Group list with a new Access Group added

Repeat this procedure to add more Access Groups, select another tab, or click Close
to exit the Scheduling Management window. To add Access Types to Access
Groups, refer to Adding Access Types to Access Groups in the next section.

6.2.4.2 Adding Access Types to Access Groups

To add an Access Type to Access Groups

1. Select Scheduling Management from the File menu.

2. Click the Access Groups tab in the Scheduling Management window.

3. Click the Maximize icon (+) next to the appropriate Access Group, as shown

below.
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Figure 100: Adding an AccessGroup Type

4. Click AccessGroupType. The list shown below displays.

o back ho the list of Access Gioups.

Diescription
|:J*nhﬁm1mmwlhtipnnﬂﬁem. IChick: the: kefit-pointing amoaw niear the upper ight of the window 1o
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Figure 101: Adding an Access Type

5. Click Add Type. The Add New Access Type to Group window shown below

displays.
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Figure 102: Adding a New Access Type

6. Select an Access Type from the Select Access Type drop-down list and click OK
to add this Access Type or Cancel to return to the Scheduling Management

Window without adding this Access Type.

If OK was clicked, the new Access Type is now listed.

LB scheduing Management S=TES

Fieseuces and Usare | Resourcs Groupe | decest Typss Ao Groups | Copp Appontment: | workStatior: |
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Figure 103: New Access Type added to Access Group
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7. Continue adding more Access Types by using this procedure. Select another tab,
or click Close to exit the Scheduling Management window.

6.2.4.3 Edit an Access Group
To edit an Access Group

Select Scheduling Management from the File menu.

Select the appropriate Access Group.

A w0 bdpoPe

Click Change. The Edit Access Group window displays.
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Figure 104: Editing an Access Group

Click the Access Groups tab in the Scheduling Management window.

5. Edit the name of the Access Group in the Access Group Name field shown. No
changes are made to the actual Access Types within the Access Groups.

6. Click OK to save the edited Access Group name or Cancel to return to the
Scheduling Management window without changing the name.

7. Continue editing Access Group names by repeating this procedure. Or, select
another tab, or click Close to exit the Scheduling Management window.

6.2.4.4 Remove an Access Group

The procedure that follows provides instructions for removing an Access Group that
is no longer needed. This does not delete the Access Types within the group; only the

Access Group is deleted.
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6.2.5

To remove an Access Group:

Select Scheduling Management from the File menu.

Select the Access Group to be removed.

A w0 NP

Click Remove Group to remove an Access Group as shown below.

_'..-"irlwdulil:ll_] Managenent -"Ln't'll
Hmml-dUml Hmmamlﬁm'ﬂﬂ Acrass Groups | Copy Appomtments |

Figure 105: Removing an Access Group

The Access Group is removed from the Access Groups window.

Note: There is no prompt asking to confirm a choice, so be
careful when removing Access Groups.

Click the Access Groups tab in the Scheduling Management window.

5. Continue updating Access Groups. Or, select another tab, or click Close to exit

the Scheduling Management window.

Copy Appointments

The following procedure provides instructions for copying appointments from an
RPMS clinic into this application. Copying appointments from RPMS eliminates the
need to manually enter an appointment into the GUI Scheduling application. All

appointments, except cancelled appointments, may be copied.

To copy appointments from RPMS to an MS Windows Scheduling Resource,

1. Select Scheduling Management from the File menu.
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2. Click the Copy Appointments tab in the Scheduling Management window to
open the Copy Appointments tab shown below.

-1
Flesawrces ard Users | Tﬂuul:: Gioups | Aocess Tepes | Access Grawps  COpyApparidmeris IWmh'ilahms |
Copy Fram RPMS Cliric: 01 GEHERAIL] -]
Copp ToSWindies =
bl |oi SOCIAL SERVICES =]
Stat with appointrents o | Thusday | Seplember 13, 2007 =]
Ered with appointments o0 | Thusday Seplerber 13, 2007 =]
1~ Deserplion
Uze this parsl ba copy appointmants [ram 2n APMS clnie inla a8 Windows Scheduling dinie.  Selecl the Beginning 2rnd
Ending dabas for the ransfer. Al appointmants [e=cept cancellad appointmentz) duihg the time between these dates will ba
copeed fram APMS bo the seleched Windows 5cheduling resouce
Copy Appaniments

Figure 106: Copying Appointments from RPMS into Windows Scheduling Resource

3. Select the RPMS clinic to copy appointments using the Copy From RPMS
Clinic drop-down menu.

4. Select the Scheduling Resource to copy the appointments using the Copy To
Windows Scheduling Resource drop-down menu.

5. Select the beginning date for the appointment transfer from the Start with
appointments on drop-down menu.

6. Select the ending date for the appointment transfer from the End with
appointments on drop-down menu.

7. Click Copy Appointments. The Copy Appointments window opens displaying
Job Summary and Status boxes.
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[ scheduling Management =10] =]
Resources and Users Hmumﬁ:wﬁil ficcass Types | Access Groups  Copy Appeintments | weekStations |

Copy From RPMS Clinic: (1 GENERAL =]

Copy ToWindows —

Scheduing Aesouce: |Dl3 SOCIAL SERVICES J

Stait with appaintments ot | Thusday | Seplember 13, 2007 =l

Ered it sppoinlments o0 | Thusday | Seplember 13, 2007 =]

Diesciipton
Uise this panel lo copy appoiniments from sn RFMS clinic irto & 'windows Scheduling clnic. Select the Begnning and
Ending dates for the transfer. Al appomiments [except cancelled sppoirtments] duing the lime behween these dates wil be
copeed From RFMS to the selecked Windows Schedulng resource,

Copy Appainkmerls

Figure 107: Copying appointments from RPMS into Windows Scheduling Resource

8. Click Cancel to stop the transfer before it finishes or click OK when the transfer
is done.

9. Continue copying more RPMS clinic schedules to this application. A user can
also select another tab, or click Close to exit the Scheduling Management
window.

6.2.6  WorkStations

The WorkStations tab in Schedule Management allows a system administrator to
view, communicate with, and shut down workstations running the clinical scheduling
application.

6.2.6.1 Refresh Workstations List

To view the current list of workstations at a site running clinical scheduling
software:

1. Select Scheduling Management from the File menu.

2. Click the WorkStations tab in the Scheduling Management window to display
the window shown below.
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F oty heclufrsg Manasyeiient

Figure 108: Workstations tab

3. Click Refresh to display a list of the workstations at a site running the clinical

scheduling application.

[ scheduling Management

Resources and Users | Resource Groups | Access Types | Access Groups | Copy Appointments  Werk Stations I

USER.DEMO | 133130
USER.DEMO | 133150

T=1k]

press the Stop Workstations button.

o]
From this panel you can view, communicate with and shut down workstations running clinical scheduling software. Press the Refresh
button to show a current list of running i To stop all ling clients, enter a shutdown message in the textbox below and

Reresh | Send Message Stop Workstations | |

Close

Figure 109: Refresh list of Active Workstations

4. Another task may be selected by choosing another tab, or click Close to exit the

Scheduling Management window.
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6.2.6.2 Send Message to Workstations

This section provides instructions for sending messages to workstations on a network
currently running this application. This is useful when it is necessary to shut down the
network or to communicate with all users logged on to the application.

To send a message to workstations currently logged on to this application:

1. Select Scheduling Management from the File menu.
2. Click the WorkStations tab in the Scheduling Management window.

3. Click Refresh. A list showing the workstations at a site currently running clinical
scheduling application is updated.

4. Click Send Message. The Send Message to Scheduling Client window opens.

T

Userbame | Handle I"uh'-'cll I"ﬁ-n
3 USERDEMD B53400
|\UPSER.DEMY_BEUAN 10N .

System vl e st et 11 15 st Y mACINANGE P COCDIER ont Cumerd 0k e g o

From this pansl yo | 0K | Carcel

| lnttion 89 show 8 1
| presa the Stop WWonoymmora Do

Figure 110: Send Message to Scheduling Clients window

Type the message in the text field and click OK. The message is sent to all users
currently logged on to this application. Figure 111: Sent Message is an example of a
message users will receive. The sender will not receive the message nor any
confirmation it was sent.
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ihlt:nagﬂ From 5cheduling .ﬁ:l;ﬂ'lTI'l_iﬂralﬂl
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Figure 111: Sent Message

5. Another Scheduling Management tab may be selected, or click Close to exit
Scheduling Management.

6.2.6.3 Stop Workstations
To stop all workstations currently running this application:

1. Select Scheduling Management from the File menu.
2. Click the WorksStations tab in the Scheduling Management window.

3. Click Refresh. A list of the workstations running clinical scheduling software is
displayed.

BT

| Us | Handie
¥ |USERDEMO ESMO0

_|USER.DEMD  BSMOD
WSER.DEMD 133150
WSERDEMD 133150

Figure 112: Stop Workstations

4. Type a brief notification message in the field shown above, and click Stop
Workstations. The IHS Clinical Scheduling Client Shutdown confirmation
dialog box displays.
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IHS Clinical Scheduling Client Shutdown |

\‘!) Are you sure you want to shut down all IHS Clincal Scheduling dients?

Yes I Mo |

Figure 113: Shutdown Confirmation dialog box

5. Click Yes to confirm shutdown or No to return to the Workstation tab.

The message is sent to all users currently logged on to this application. Figure
110: Send Message to Scheduling Clients , is provided as an example of a
message users receive. The sender will not receive the message nor any
confirmation it was sent.

IHS Clinical Scheduling Administrator -- Spstem Shutdown Notification ]_

1\

Figure 114: Shutdown notification message

Important:  Users must click OK before the system can
shutdown. All information entered into the system prior to
the shutdown is saved.

6. To verify that all systems have been shutdown, perform a Refresh to locate all
users still running the clinical scheduling software. The system administrator
should be the only one on the list.

7. Click Close to exit Scheduling Management and the shutdown commences.
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7.0

7.1

7.2

Rules of Behavior Overview

Background

The IHS Information Technology (IT) Rules of Behavior (RoB) summarize the laws
and guidance from various IHS, Department of Health and Human Services (HHS),
and other federal requirements. All users of IHS IT resources should be fully aware
of, and abide by, IHS security policies as well as related federal policy contained in
the Office of Management and Budget (OMB) Circular A-130, the Health Insurance
Portability and Accountability Act (HIPAA), the Privacy Act, the Freedom of
Information Act (FOIA), and IHS Records Management Policy and procedures.
These guidelines should be used by all IHS organizational components as a basis for
their own security plans and procedures.

These RoBs are founded on the principles described in the IHS published security
policies and other regulatory documents such as the Code of Ethics for Government
Employees, Office of Personnel Management regulations, OMB regulations and
Standard of Conduct for Federal Employees, HHS policy and procedure and NIST
Special Publications. Therefore, these RoBs carry the same responsibility for
compliance as the official documents.

Purpose

The purpose of this Statement of Procedure (SOP) is to establish the RPMS RoBs.
The RPMS RoBs are part of a comprehensive program to provide complete
information security. These guidelines were established to hold users accountable for
their actions and responsible for information security. The RPMS RoBs establish
standards of behavior in recognition of the fact that knowledgeable users are the
foundation of a successful security program. Users need to understand that taking
personal responsibility for the security of their computer and the data it contains is an
essential part of their job.

IHS has many computer systems to which IHS, Tribal, or Urban (I/T/U) employees
must be given access in order to accomplish their jobs. As each user processes into an
organization upon initial employment, changes jobs within the organization, or leaves
the organization, there is an opportunity and responsibility for the organization to
give or take away access to IT systems. It is at these junctions in the employment
process that the rules pertaining to this access should be explained to and agreed upon
by the employer and the employee. It is the responsibility of the users, supervisors,
and computer systems administrators to follow the policies, regulations, and
procedures to protect and assure that IT resources are appropriately protected when
authorizing access of IHS automated information and systems.
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7.3

Scope

This SOP applies to all IHS organizational components including, but not limited to,
IHS headquarters offices and functions; all IHS area office locations and functional
areas; all IHS service units and functions; all IHS funded or direct supported health
facilities or locations. Also included are all IHS partners’ facilities as described
below. The term facilities includes all Indian Health Urban locations where health
care is provided or managed; and all IHS or Tribally owned or operated hospitals,
clinics, or all other locations where the health care services are provided, managed or
otherwise supported.

e Facilities managed by Tribes or Tribal organizations that have retained IT shares
with the IHS shall follow this SOP in accordance with their contracts or compacts.

e It is recommended that facilities managed by Tribes or Tribal organizations that
have taken their Information Technology shares follow this SOP.

e Contractors’ facilities shall follow this SOP in accordance with their
interconnection agreements with 1HS.

e For the purposes of this document, the use of the term IHS is intended to include
any of the above facilities and employees of same.

e These RoB procedures apply to all IHS facilities and are in accordance with HHS
reporting requirements and directives.

e This also includes individuals conducting business on behalf of the IHS through
contractual relationships, unless they are specifically excluded under the terms of
their contract.

The policies contained in this SOP apply to all RPMS IT activities including the
equipment, procedures, and technologies that are employed in managing these
activities. The policy includes work performed while teleworking or traveling, at
other off-site locations, and at all IHS office locations.
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8.0 Specific RPMS Rules of Behavior

The Resource and Patient Management (RPMS) system is a United States
Department of Health and Human Services (HHS), Indian Health Service (IHS)
information system that is FOR OFFICIAL USE ONLY. The RPMS system is
subject to monitoring; therefore, no expectation of privacy shall be assumed.
Individuals found performing unauthorized activities are subject to disciplinary action
including criminal prosecution.

All users (Contractors and IHS Employees) of RPMS will be provided a copy of the
Rules of Behavior (RoB) and must acknowledge that they have received and read
them prior to being granted access to a RPMS system, in accordance IHS policy.

e For alisting of general ROB for all users, see the most recent edition of IHS
General User Security Handbook (SOP 06-11a).

e For a listing of system administrators/managers rules, see the most recent edition
of the IHS Technical and Managerial Handbook (SOP 06-11b).

Both documents are available at this IHS Web site: http://security.ihs.qov/.

The ROB listed in the following sections are specific to RPMS.

8.1 All RPMS Users

In addition to these rules, each application may include additional RoBs that may be
defined within the documentation of that application (e.g., Dental, Pharmacy).

8.1.1 Access
RPMS users shall
e Only use data for which you have been granted authorization.

e Only give information to personnel who have access authority and have a need to
know.

e Always verify a caller’s identification and job purpose with your supervisor or the
entity provided as employer before providing any type of information system
access, sensitive information, or nonpublic agency information.

e Be aware that personal use of information resources is authorized on a limited
basis within the provisions Indian Health Manual Part 8, “Information Resources
Management,” Chapter 6, “Limited Personal Use of Information Technology
Resources.”

RPMS users shall not

e Retrieve information for someone who does not have authority to access the
information.
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e Access, research, or change any user account, file, directory, table, or record not
required to perform their official duties.

e Store sensitive files on a PC hard drive, or portable devices or media, if access to
the PC or files cannot be physically or technically limited.

e Exceed their authorized access limits in RPMS by changing information or
searching databases beyond the responsibilities of their jobs or by divulging
information to anyone not authorized to know that information.

8.1.2 Information Accessibility

RPMS shall restrict access to information based on the type and identity of the user.

However, regardless of the type of user, access shall be restricted to the minimum

level necessary to perform the job.

RPMS users shall

e Access only those documents they created and those other documents to which
they have a valid need-to-know and to which they have specifically granted
access through an RPMS application based on their menus (job roles), keys, and
FileMan access codes. Some users may be afforded additional privileges based on
the functions they perform, such as system administrator or application
administrator.

e Acquire a written preauthorization in accordance with IHS policies and
procedures prior to interconnection to or transferring data from RPMS.

8.1.3  Accountability

RPMS users shall

e Behave in an ethical, technically proficient, informed, and trustworthy manner.

e Log out of the system whenever they leave the vicinity of their personal
computers (PCs).

e Be alert to threats and vulnerabilities in the security of the system.

e Report all security incidents to their local Information System Security Officer
(ISSO)

e Differentiate tasks and functions to ensure that no one person has sole access to or
control over important resources.

e Protect all sensitive data entrusted to them as part of their government
employment.

e Abide by all Department and Agency policies and procedures and guidelines
related to ethics, conduct, behavior, and information technology (IT) information
processes.
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8.1.4  Confidentiality

RPMS users shall

e Be aware of the sensitivity of electronic and hard copy information, and protect it
accordingly.

e Store hard copy reports/storage media containing confidential information in a
locked room or cabinet.

e Erase sensitive data on storage media prior to reusing or disposing of the media.

e Protect all RPMS terminals from public viewing at all times.

e Abide by all Health Insurance Portability and Accountability Act (HIPAA)
regulations to ensure patient confidentiality.

RPMS users shall not

e Allow confidential information to remain on the PC screen when someone who is
not authorized to that data is in the vicinity.

e Store sensitive files on a portable device or media without encrypting.

8.1.5 Integrity

RPMS users shall

e Protect their systems against viruses and similar malicious programs.

e Observe all software license agreements.

e Follow industry standard procedures for maintaining and managing RPMS
hardware, operating system software, application software, and/or database
software and database tables.

e Comply with all copyright regulations and license agreements associated with
RPMS software.

RPMS users shall not

e Violate federal copyright laws.

e Install or use unauthorized software within the system libraries or folders.

e Use freeware, shareware, or public domain software on/with the system without
their manager’s written permission and without scanning it for viruses first.

8.1.6 System Logon

RPMS users shall

e Have a unique User Identification/Account name and password.
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8.1.7

Be granted access based on authenticating the account name and password
entered.

Be locked out of an account after five successive failed login attempts within a
specified time period (e.g., one hour).

Passwords
RPMS users shall

Change passwords a minimum of every 90 days.
Create passwords with a minimum of eight characters.

If the system allows, use a combination of alpha-numeric characters for
passwords, with at least one uppercase letter, one lower case letter, and one
number. It is recommended, if possible, that a special character also be used in the
password.

Change vendor-supplied passwords immediately.

Protect passwords by committing them to memory or store them in a safe place
(do not store passwords in login scripts or batch files).

Change passwords immediately if password has been seen, guessed, or otherwise
compromised, and report the compromise or suspected compromise to their 1ISSO.

Keep user identifications (IDs) and passwords confidential.

RPMS users shall not

Use common words found in any dictionary as a password.

Use obvious readable passwords or passwords that incorporate personal data
elements (e.g., user’s name, date of birth, address, telephone number, or social
security number; names of children or spouses; favorite band, sports team, or
automobile; or other personal attributes).

Share passwords/IDs with anyone or accept the use of another’s password/ID,
even if offered.

Reuse passwords. A new password must contain no more than five characters per
eight characters from the previous password.

Post passwords.

Keep a password list in an obvious place, such as under keyboards, in desk
drawers, or in any other location where it might be disclosed.

Give a password out over the phone.
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8.1.8 Backups
RPMS users shall

e Plan for contingencies such as physical disasters, loss of processing, and
disclosure of information by preparing alternate work strategies and system
recovery mechanisms.

e Make backups of systems and files on a regular, defined basis.

e If possible, store backups away from the system in a secure environment.

8.1.9 Reporting
RPMS users shall

e Contact and inform their ISSO that they have identified an IT security incident
and begin the reporting process by providing an IT Incident Reporting Form
regarding this incident.

e Report security incidents as detailed in the IHS Incident Handling Guide (SOP
05-03).

RPMS users shall not

e Assume that someone else has already reported an incident. The risk of an
incident going unreported far outweighs the possibility that an incident gets
reported more than once.

8.1.10 Session Timeouts

RPMS system implements system-based timeouts that back users out of a prompt
after no more than 5 minutes of inactivity.

RPMS users shall

e Utilize a screen saver with password protection set to suspend operations at no
greater than 10 minutes of inactivity. This will prevent inappropriate access and
viewing of any material displayed on the screen after some period of inactivity.

8.1.11 Hardware
RPMS users shall

e Avoid placing system equipment near obvious environmental hazards (e.g., water
pipes).
e Keep an inventory of all system equipment.

e Keep records of maintenance/repairs performed on system equipment.
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RPMS users shall not

e Eat or drink near system equipment.

8.1.12 Awareness

RPMS users shall

e Participate in organization-wide security training as required.

e Read and adhere to security information pertaining to system hardware and
software.

e Take the annual information security awareness.

e Read all applicable RPMS manuals for the applications used in their jobs.

8.1.13 Remote Access

Each subscriber organization establishes its own policies for determining which

employees may work at home or in other remote workplace locations. Any remote

work arrangement should include policies that

e Areinwriting.

e Provide authentication of the remote user through the use of ID and password or
other acceptable technical means.

e Outline the work requirements and the security safeguards and procedures the
employee is expected to follow.

e Ensure adequate storage of files, removal, and nonrecovery of temporary files
created in processing sensitive data, virus protection, and intrusion detection, and
provide physical security for government equipment and sensitive data.

e Establish mechanisms to back up data created and/or stored at alternate work
locations.

Remote RPMS users shall

e Remotely access RPMS through a virtual private network (VPN) whenever
possible. Use of direct dial in access must be justified and approved in writing and
its use secured in accordance with industry best practices or government
procedures.

Remote RPMS users shall not

e Disable any encryption established for network, internet, and Web browser
communications.
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8.2 RPMS Developers
RPMS developers shall

Always be mindful of protecting the confidentiality, availability, and integrity of
RPMS when writing or revising code.

Always follow the IHS RPMS Programming Standards and Conventions (SAC)
when developing for RPMS.

Only access information or code within the namespaces for which they have been
assigned as part of their duties.

Remember that all RPMS code is the property of the U.S. Government, not the
developer.

Not access live production systems without obtaining appropriate written access,
and shall only retain that access for the shortest period possible to accomplish the
task that requires the access.

Observe separation of duties policies and procedures to the fullest extent possible.

Document or comment all changes to any RPMS software at the time the change
or update is made. Documentation shall include the programmer’s initials, date of
change, and reason for the change.

Use checksums or other integrity mechanism when releasing their certified
applications to assure the integrity of the routines within their RPMS applications.

Follow industry best standards for systems they are assigned to develop or
maintain, and abide by all Department and Agency policies and procedures.

Document and implement security processes whenever available.

RPMS developers shall not

Write any code that adversely impacts RPMS, such as backdoor access, “Easter
eggs,” time bombs, or any other malicious code or make inappropriate comments
within the code, manuals, or help frames.

Grant any user or system administrator access to RPMS unless proper
documentation is provided.

Release any sensitive agency or patient information.
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8.3

Privileged Users

Personnel who have significant access to processes and data in RPMS, such as,
system security administrators, systems administrators, and database administrators,
have added responsibilities to ensure the secure operation of RPMS.

Privileged RPMS users shall

Verify that any user requesting access to any RPMS system has completed the
appropriate access request forms.

Ensure that government personnel and contractor personnel understand and
comply with license requirements. End users, supervisors, and functional
managers are ultimately responsible for this compliance.

Advise the system owner on matters concerning information technology security.

Assist the system owner in developing security plans, risk assessments, and
supporting documentation for the certification and accreditation process.

Ensure that any changes to RPMS that affect contingency and disaster recovery
plans are conveyed to the person responsible for maintaining continuity of
operations plans.

Ensure that adequate physical and administrative safeguards are operational
within their areas of responsibility and that access to information and data is
restricted to authorized personnel on a need-to-know basis.

Verify that users have received appropriate security training before allowing
access to RPMS.

Implement applicable security access procedures and mechanisms, incorporate
appropriate levels of system auditing, and review audit logs.

Document and investigate known or suspected security incidents or violations and
report them to the ISSO, Chief Information Security Officer (CISO), and systems
owner.

Protect the supervisor, superuser, or system administrator passwords.

Avoid instances where the same individual has responsibility for several functions
(i.e., transaction entry and transaction approval).

Watch for unscheduled, unusual, and unauthorized programs.
Help train system users on the appropriate use and security of the system.

Establish protective controls to ensure the accountability, integrity,
confidentiality, and availability of the system.

Replace passwords when a compromise is suspected. Delete user accounts as
quickly as possible from the time that the user is no longer authorized system.
Passwords forgotten by their owner should be replaced, not reissued.

User Guide

April 2011

Specific RPMS Rules of Behavior

108



Clinical Scheduling for Windows (BSDX) Version 3.0

Terminate user accounts when a user transfers or has been terminated. If the user
has authority to grant authorizations to others, review these other authorizations.
Retrieve any devices used to gain access to the system or equipment. Cancel
logon IDs and passwords, and delete or reassign related active and backup files.

Use a suspend program to prevent an unauthorized user from logging on with the
current user's ID if the system is left on and unattended.

Verify the identity of the user when resetting passwords. This can be done either
in person or having the user answer a question that can be compared to one in the
administrator’s database.

Shall follow industry best standards for systems they are assigned to, and abide by
all Department and Agency policies and procedures.

Privileged RPMS users shall not

Access any files, records, systems, etc., that are not explicitly needed to perform
their duties.

Grant any user or system administrator access to RPMS unless proper
documentation is provided.

Release any sensitive agency or patient information.
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9.0 Specific BSDX RoBs

There are no specific RoBs that are applicable to BSDX.
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Glossary

Access Block

Access Blocks are color-coded representations of the amount of time allotted
for a specific Access Type (or appointment).

Access Type

Access Types refer to the variety of different appointment types available in
the RPMS. Each type of appointment, such as routine physical, dental, walk-
in, or other specific appointment type is an Access Type.

Access Group

Access Groups are categories of Access Types. Assigning Access Types to
Access Groups makes it easier to schedule and search for certain types of
appointments.

Appointment Date Selector

Appears in the upper right corner of the screen, below the Minimize,
Maximize, and Exit buttons. The date selected is the starting date of the
appointments currently displayed in the scheduled pane. The range of
appointments displayed can be 1-day, 5-day, or 7-day.

Archiving
The storing of historical or little-used data off-line (often on tape).

ASUFAC Number

A unique identifier for each facility within IHS. A six-digit number comprised
of 2 digits for Area, 2 digits for Service Unit, and 2 digits for Facility.

Client Window
Area on a screen that shows the work space for an application.

Default Facility

A user selects a facility identification to work with patients registered to that
facility.

Health Record Number (HRN)

Each facility assigns a unique number within that facility to each patient. Each
HRN with its facility identification ASUFAC make a unique identifier within
all of IHS.

Internal Entry Number (IEN)

The number used to identify an entry within a file. Every record has a unique
internal entry number.
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Information Resource Management (IRM)

The IHS personnel responsible for information systems management and
security.

Menu

An item on the menu bar of an MS Windows application that includes a list of
commands for performing specific actions. For example, the File menu
includes commands for opening, saving, and printing files.

Menu Bar

Appears below the Name and location of the current user. The available text
menus are: File, Appointment, View, and Help.

Namespace

A unique set of 2 to 4 alpha characters that are assigned by the database
administrator to a software application.

Official Registering Facility
A facility designated so when HRNs are added/modified, those changes are

sent to the central database. A Service Unit may have several satellites for
which it is registering patients.

Pane

A rectangular division of a screen window that contains information for the
user. A window may have many panes.

Patient Care Component (PCC)
The central repository for data in the RPMS.

Resource
The term resource refers to any person, service, or clinic for which a patient
can be scheduled. Resources can be physicians, diagnostic equipment such as
MRI, CT scan, ultrasound, and so on, or specialty appointment slots, such as

physical therapy. However, only resources that are clinics can be linked to an
RPMS PIMS schedule.

Resource Group

Resource Groups are categories of resources that help to organize the variety
of Resources available at each location.

Resource Group Pane

Appears at the far left of the screen, below the menu bar. Displays the
available resources.
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Resource Name

Appears in the upper left side of the screen, immediately above the Time
column. Displays the name of the resource currently active in the client
window.

Time
Appears at the left side of the screen. Times are shown by hour and then by
segment. They are listed in military time. For example, 13:00 equals 1:00 p.m.

Title Bar
Shows user ID and facility location in the upper left corner of the screen.
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Contact Information

If you have any questions or comments regarding this distribution, contact the OIT
User Support (IHS) by:

Phone: (505) 248-4371 or (888) 830-7280

Fax:  (505) 248-4363

Web:  http://www.ihs.gov/GeneralWeb/HelpCenter/Helpdesk/index.cfm

E-mail: mailto:support@ihs.gov
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