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This Quick Reference Guide will explain how to:

Schedule an Elective procedure in the EMR from an iPM Waiting List

Definitions:
SchApptBook — Scheduling Appointment Book, the application used for all EMR Scheduling activities
Inquiry — The view to be used for loading specific Request List Queues

Add On - Indicates if the case is an Emergency Case
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Completing the EMR Scheduling
With the Admission Offer added to the waiting list entry, details for scheduling will be sent to the relevant Elective request

list. The following steps detail how to complete the scheduling.

1. Log into SchApptBook, and open the Request List R EesP e
screen
2. Select the Inquiry appropriate for the type of cases Request List

being scheduled, and click Find to return results |

Surgical Elective Request List

{
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3. Locate your patient ready for scheduling, right click and

select Complete Request
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4. The Appointment Attributes screen will open. °
'.P;m?&m .m Goders  MoveCriteris BesourceList  Guideines  Pref Carcs Appaintment  Elgibdiy
Complete any mandatory fields designated with a red . _
Asterix (*) then proceed to the Orders Tab = .
.::\:iﬂ‘bshﬁlll -
Note: Add On should be defaulted to No — please do s
not change this field b
oK Cancel
5. The Orders Tab is where you will add the @
"_]g'"mr‘b-d“ M Detsds  Ovders  Meove Criteria  Rescurce it Guidehnes  Pref Casdi  Appointment  Ehgibality
procedures being performed. The Procedure Booking o Pz W5 3
Comments from iPM will be shown under Surgeon e
Procedure Description. Ensure a Site and Side is
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Double click the procedure to add it to the order
6. W|th the Order attached to the request, procedure Details  Orders Move Criteria  Resourcelist Guidelines  Pref Cards  Appointment  Eligibility
i Testwhs. Ungrads2018Pons #Primary Surgeon n
details can be updated. e . P o 575 &
If known, the Anaesthesia details, primary consultant, e ot o i I ‘Pn-mawpmaaum |
Yes ~
and surgical specialty can be changed or updated Araesthesi Type:
‘ General Anaesthesia “ |
Specialty:
‘ General Surgery (SN) - |
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[Hemiz | O Flecent Average 0
Laparoscopic repair of inguinal hemia - ® Default 20
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7_ Update the procedure deta"s Check"']g the Details Orders Move Criteria  Resource List  Guidelines  Pref Cards  Appointment  Eligibility
Surgeon Procedure Description includes site and Testuhs, Upgrade2018Pone [Gererd Anacsihesia N
i Request for Elective Surge Speciaty
Slde Of procedure. La:aros:opic repair of\:gr:’ma\ hernia |Ge”e'EII Surgery [SH} "|
Procedure Duration
g () Historical Average 0
Add Modifier from drop down box. .
(O Recent Average
e Select Side ©Defaut :
() Dveride ljl
Optional  Search | Existing Orders | Privieges AOSDZ‘ (0 Scheduled based on Default 0
Hemia | Surceon Procedure Description:
Laparoscopic repair of inguinal hemia Iy Laparoscopic repair Left inguinal Hemia

Laparoscopic repair of obturator hemia
Laparoscopic repair of Spigelian hemia
Laparoscopic repair of strangulated femoral hemia Left ~
Laparoscopic repair of strangulated incisional hemia

Laparoscopic repair of strangulated inguinal hemia L4
< > |D

Modifier:

8. If required multiple procedures can be added. The DeiaiE)| Oeders |[[MoveCreerialjiResouecelistijfGuideiines i Bref C
procedure details can be changed for each procedure Cranston. Rebecca MS

by selecting the order, then updating for each on the ;::::::;E:ﬁ:::f;ezm

right, however there can only be one primary Closureobshin by

procedure.

Click OK once all orders have been attached to close

the Appointment Attributes screen

9. The patient details now show on the Appointment Tab, and in the Work In Progress (WIP) section.

If the requested location needs to be updated, i.e. from DPU to a Main Operating Theatre, use the Appointment
location drop-down menu, and select the required area, pressing Move. Press OK on the Appointment Attributes
window when it shows to confirm the requested procedures
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10. You can now either click the room from WIP Schedule - Surgery - Elective T %
. . . . Resource:
section and drag it into the slot to book, or click into sote 7]
Default slot:
the theatre and select Schedule. SN pen (7200 AM - 830 A0 7
Time
S
. . Duration:
Click OK on the Schedule — Surgery — Elective screen Hour) T Day
. [] Distinguish setup and cleanup durations
once the correct room and time are set et seup s e
Apply Duration Change to Onder
=
Books  Appointment Werk in progress:
% Cranston, Rebecca MS __Schedu\e
é:]ﬂnwmme;m::e - = [N Suﬁrgery-Electlve (Tuesday, 21/02/2023) o
Surgery - Blective . g Current Schedule o
[sHoPU v 7 @alen =
Person name: 7 - Pritma:ySurgeon
Cranston, Rebecca MS . , s Request
. Insert
SJKOT 0310] SJKOT 04 [1] 5JK Proc Room 01 [0]
P /sw Open SN Open SN Open
11. Once all details have been completed includin Vot progress:
p g -0 Testwhs, Upgrade2018Pone Schedule
the time and location, the small red books in the WIP T g Cortm
£} SH Main Operating Thestre "E
1 i i i i LY SH MOT Rooms|
will show as closed, indicating there are no conflicts. = _:m )
. . . rimary Surgeon
Click Confirm to complete the scheduling Reauesi
Insert

o Important — Always complete any required Modifiers (Side or Site) in the booking.
e l|tis only possible to add one modifier for Side or Site. For these cases it is preferable to add the Site.

e However, BOTH must be included in the Surgeon Procedure Description.
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