CONNECTING BEST CARE

ﬁ@; Digital Health
Scheduling and Referrals ®

Referral Renewal Digital Health

Quick Reference Guide

This Quick Reference Guide will explain how to:
Renew referrals of patients in following scenarios —

1. Review Appointment Already Booked — Page 1

2. Review Appointment Requested — Page 6

3. Patient Appointment Checked In — Page 14

Scenario 1: Review Appointment Already Booked

Handy Hint
g While scheduling an appointment against areferral whichisaboutto expire, a ‘Booking after Expiry’ box
appears.

Visit Check - Booking after Expiry [5-514B]

The Booking Date you have selected (31/05/2024) is past the expiry date
on the referral (29/05/2024).

Are you sure you want to continue booking?

| Yes | | MNo |

Able toclick ‘Yes’ and schedule appointment after expiry date.
This appointment now falls onto the PMoffice ‘Referrals - Appointments Past Expiry Date’ worklist if the
appointmentis5days inthe past or 30 days into future from current date or if has already been discharged.

‘Reschedule’ Review Appointment + Add New Referral
1. Login to PMoffice
2. From left hand side Worklist section, double click on Referrals - Appointments Past Expiry Date

rklist

Clinician Mot In Database
Interpreter Required

List - Patient Referrals

List - Referral Encounters

MBS Consent

Mode of Transport

Past Due Arrivals

Referrals - 30 Days to Breach Dt

3. Select appropriate Medical Senice and click OK

¥ Filters: Referrals - Appts Past Expiry Date O x

[, [ [ [T [T [T [ [

-] Footscray Copy> Footscray ~
-1 Sunbury Day gunbl:lryDay

5 unshine
B Sunshine £zl Wwilliarn stown
- 3l Williamstown

Select or Skip Med Services

To available: * Selected: Skip
WG Genstics ~ Tiove | colog [
Wi Grief & Loss
WC Gynae Murse T
Wi Irnpnunization Sz
WC lrnrmunization
WC!UD . o

~
| 0K | | Cancel
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[ 2001387

10.

11.

Locate patient on the list whose appointment is past the referral expiry date

Patient Name DOB Sex Age Referral ID Disch Date/Time | Reg Date/Time | Est Arrive Date/Time | Appt Date/Time  Appt Type Last Appt Date/Time | Expiry Date/Time | Encntr Type | Specialty
TESTPAS,DEZ MRS 01/01/1986 Female 37Years VSPEC92983 03/07/202308:00  03/07:202309:00 Gynaecology MBS Review 03/07:202309.00  2706/202323:59 PreReg  WC Gynaecology

Login to Schapptbook

-~

Click on Appointment Inquiry button from the top toolbar
From Person tab, select Inquiry: Patient Schedule - All Appointments Resource Location Request List

(history), search for patient, select appropriate dates and click Find —
nguiry:
|F'E|tient Schedule - All Appoirtmerts (history) v |
Person:
|TESTPP¢S, DEZ MRS |E
Start date: Start time:
=, =
|3n;ns;2023| H |nnuu | H
End date: End time:
pp—— S| =
EalECE
I Find I | Clear ‘ ‘ Close
Locate patient appointment based on 30/06/2022-2:30 PM_ Hand Therapy Review OT SH Hand Thers
. . 03/07/2023 - 9:00 AM | Gynaecology MBS Review Contact... skem, Althea OP
the appointment that is on the Referrals 04/07/2023-2:30 PM  Gynascology MBS Review Modify... Aliss, Midia OP
. . 05/07/2023-2:00 PM  Addiction Medicine MBS N Cook, Jonathan OF
- Appointments Past Expiry Date R Reschedule ook tnalan
worklist.
Right click on appointment, select Reschedule
Existing Encounter X

Select No (as we don’t want to retain the association to the

l The Gynaecology MBS Review is cumently associated to an active encounter.

Old eXpi I’ed referral) Would you like to retain this association?

[+ Show commerts dialog only when required.

Mo Yes | | Guidelines...

Click OK

From the Work in progress window, click on Primary Resource, drag and drop it into the same date, time and

resource slot that the appointment was originally scheduled for. Click Confirm

Work in progress:

=43 TESTPAS, DEZ MRS
-4 Gynaecology MBS Review
Reschedule Confirm |
E|--- Current Schedule
-} SIKWC 1A GYN
H - :
1o ERERE ¢ HTESTPAS.DEZ MRS
@-® Patient E——— A% Gynaecology MBS Review
Request
Insert

12.

Select ‘No’ to Send to Third Party Printing? Click OK
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13. Select Add Enc Encounter Selection 7 X
FIN NBR Enc Type  Disch Date Admit Type  Facility Encourter Prsnl ~ Provider Name ™
et | [ [Sunshine | SHAHP4OT [ Treating Or | Woo. Andrew -1}
21002021 Outpatient Footscray FHAHL20T Treating Dr ‘Woo, Andrew -+
210020136003 Outpatisrt Footscray  FHDHSADD MED TrestingDr oo, Ancraw -
21002013C002 Outpatient Footscy  FHDHSADD MED TrestngDr oo, Ancrew -
21001905C002 Outpatient Sunshine SIKWC 1AGYN Treating Dr Alias, Midia - SM(
21001905 PreReg Sunshine SJKWC 1AGYN Treating Dr ‘Woo, Andrew -+
21001315 Outpatisrt  26/06/2023- 11:53 P SunburyDsy SDHASCHEPH  TrestingDr  Woo, Andrsw -+
21001900 PreReg Sunshine  SIKWCIAGYN  TrestngDr  Mathew, Samusl
NVE72001387 No Vist 23/06/2023 - 3:49 PM Footscray NOVISIT
21001905C008 PreReg Sunshine SJKWC 1AGYN Treating Dr Mooney, Samant!
21002013 Refenal Footscray  FHDHSADD MED  TrestingDr  Woo, Ancraw -

14 Select Y 21001974 Referal Sunshine TrestnaDr  Said, Joanne -5 ¥

. Select Yes s =

WModfy | Add Enc I _ .
Confirm

o Is this a Waiting List encounter?

Mo
15. Click Add Episode. Select Episode Type: Specialist Clinics (OP). Click OK

E]] Select Episode - [TESTPAS, DEZ MRS] O *
Episodes:

Name Type Created Creator Last Reg Date Registrar Episode End Date  Referring Facility Attending Physician Service Category ~

[® vsPECS7161 Specialist Clinics (OP) = 05/07/2023 13:35 P2CLERK1 311272700

= DIAGIB4D1 Diagnostics - Specialty  03i07/2023 10:21  P2CLERK3 3112/2100 11:00  *Sunshine Hosp

[® vsPEC95361 Specialist Clinics (OP) | 29/06/2023 14:55 P2CLERK3 2%i06/2023 15:04 31/12/2700 17:00 | Other

[= vsPECS5101 Specialist Clinics (OP)  29/06/2023 13:47 S New Episode % 00  Other

= vsPECS4261 Specialist Clinics (OPF) | 28/06/2023 11:1C 00  *Sunshine Hosp

[¥ vsPEC94241 Specialist Clinics (OP) | 28/06/2023 10:3( | Description of New Episode

[¥ vsPEC94162 Specialist Clinics (OP) | 28/06/2023 09:18 Type: 00 | Other

[= vsPECS3201 Specialist Clinics (OP)  26/06/2023 13:3¢ . 00  Other

~

& vsPECS3141 Specialist Clinics (OP) = 26/06/2023 13:14 00 | Other v

= - .
Encounters:

Fin Nbr Type RegDate DschDate Registrar Reason For Visit «d Attending Doctor FinClass Bound Bound By Program Service

Cancel

16. Click on episode just created (can be confirmed using the Created date/time column and Creator column), and click

| oK Cancel

OK

E]) Select Episode - [TESTPAS, DEZ MRS] [m| X
Episodes:

MName Type Created Creator Last Reg Date Registrar Episode End Date Referring Facility Attending Physician Service Category &

SPECO7 Specialist Clinics (OF) | 05/0712023 13:35 | P2CLERKT] | 3wzl | | | |

= Diagos4n1 Diagnostics - Specialty 03/07/2023 10:21 P2CLERK3 31/12/2100 11:00  *Sunshine Hosp

[® vsPEC5361 Specialist Clinics (OP)  29/06/2023 14:55 P2CLERK3 29/06/2023 15:04 31/12/2100 11:00 | Other

[® vsPECIs1O Specialist Clinics (OP)  29/06/2023 13:41 P2CLERK3 29/06/2023 13.55 31/12/2100 11:00  Cther

[& vaPECO4261 Specialist Clinics (OP) | 28/06/2023 11:10 P2CLERKY 31/12/2100 11:00 | *Sunshine Hosp

[& vePECO4241 Specialist Clinics (OP)  28/06/2023 10:30 P2CLERKY 311212100

= vePECo4162 Specialist Clinics (OP) | 28/06/2023 09:18  P2CLERKY 31/12/2100 11:00 | Other

= vsPEC93201 Specialist Clinics (OP)  26/06/2023 13:36 P2CLERK3 30/06/2023 14:25 31/12/2100 11:00  Cther

= vsPECO3141 Specialist Clinics (OP) | 26/06/2023 13:14 P2CLERKY 31/12/2100 11:00 | Other v
Encounters:

Fin Nbr Type RegDate DschDate Registrar Reason ForVisit Med Sve Client Facility Building MNurse Unit Room Bed Attending Doctor FinClass Bound Bound By Frogram Service

Add Episode Cancel

Date Published:10/10/2023 Version: 1 Approved by: Emily Sanders Western Health v
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17. Navigate to Referral and Encounter Info tab, complete all mandatory fields as per new referral that has been

received. Click Complete.

13 Referral Add/Modify - x

UR Number:

(2001387

Lest Name: First Name: Middle Name: Title: Sex: Date of Birth: Age Medicare Status:
[TesTPas | [oez | | [Mrs Female 1./01/1986 BMRES
Medicare Number Medicare Expiry Date: Arrival Comment:
[z308 7002261 | r— SRl |
FIN (Visit #): Referral ID: Referral Data Set: Encounter Data Set: Episode Type (Program): Referral Encounter ID: Launcher:
| [vspecorien | [vinar 18 2023-2020) VINAH 18 (2023-2024) Specialist Clinics (OP) | [ -

Patient ‘”’“’"‘"‘“"I Referral and Encounter Info 'nnalAuthonsEd Representatives Notes and Alerts

~
*Referral Add Type: *Referral Recefved Date: “Date on Referral Waiting Start Date: Referral Type: *Referral Source: *Referral Length Referral Expiry Dote:
“New Referral ~| |os07203 2=| (0507203 2] [r— 2 -] [Eremal | [6P/Local Medical officer | [12Montns ~| [zr1z210 Bl
Wait List Status: *Referral Status/Priority: Proposed Priority: Referral Status/Priority Date: VINAH - Referral In Qutcome: Referral Accepted Date: Last Clinical Review Date: Breach Date:
Requested [Schedule Appt - Urgent < 30Days | | ~| [osr0772023 2 +| [Refemal Accepted - New Appoints ~| [~/ 2| [r— 2] [r— B
| Referral Details
Facility: *Reason for Visit: *VINAH - Referral In Reason: *Referral In Stream: *Referral (Episode) Stream: *Specialty: *VINAH - Health Conditions: *Account Class:
Sunshine [Post Expired Date | [Diagnosis, assessment, treatme... | [Gynaecology ~| [Gynaccology ~| [ WE Gynsecalogy ~| [Endometriosis | [Medicare Bulkgi ~]
MBS Consent: MBS Consent Date:
[ | [ Bkl
| Referred by:
*Referring Clinician: *Referring Facility: *Referring Unit:
[Woo, Andrew - HMO [@] [other | [External: Paper/FaEmail
Referring Clinician Details:
Cr (includes Bxternal Territories D
Business Phone; 03 93930100 Emails
Medicare Provider 2: 17087
|—Referred o
*Referred to: Referral Appointment Type: Schedule To Facility: Tier 2 Code VINAH - First Appt Nofified Date: Suppress Patient Leter? Booking Notes: Recommending Date:
[ Askern, Attes -ReGMO |4 | ] 91 = = | 91 | o
Ready to Schedule:
| Ceontact Provider - i different than current facility
v

18. Click Reschedule Reason: Referral Renewed and click OK
Reschedule 7 w

*Reason:

Comments:

ok || cancel

Modify Outcome of previous appointment
19. Click on the Appointment Inquiry button from the top toolbar E
20. From Person tab, select Inquiry: Patient Schedule - All Appointments Resource Location Request List

(history), search for patient, and click Find

Ingquiry:
|Patient Schedule - Al Appointments (history) v|

Person:
|TESTP.P~S. DEZ MRS |E

Start date: Start time:

|3wus;2023| % |uuuu | %
[=]
=

End date: End time:
xxll,lxxll,lxxxx | % |T| | 2355 |

I Find I | Clear ‘ ‘ Close |

Date Published:10/10/2023 Version: 1 Approved by: Emily Sanders Western Health ‘$
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21. Locate the previous appointment that has occurred on the old referral and has been checked out, right click and
select Modify
P R T e T — T T

26/06/2023 - 11:45 AM Gynaecology MBS Confirm.. i(Corfirned)  Askem, Athea OP
27/06/2023 - 8:00 AM  Hand Therapy Ne Contact... =diChecked In) OT FH Hand Therapy 06
270672023 - 130 PM Gynaecology MB: Modify... =d Out Alias, Midia OP

o o T —~r

22. Navigate to Offer tab, change Outcome of Attendance from Appointment to be made at a later date to Referral
Renewal. Click OK

Meodify ? *
Name: TESTPAS, DEZ ... : Home Phone: (042)... Language: Turkizth  Person Comments: NOK: Last No Show: 05-J.__.
MEN: 2001387 DOB: 01/01/1986 - F: 37 years Mobile Phone: 042___ Interpreter Required: Home Address: Cen... GP: Ho Gp. Ho Gp # of Ho Shows: 1
=== Allergies === : = Email: yildiz.zengin... Indigenous Status: ... Medicare Status: : it of Cancellations: 0

=-#% TESTPAS, DEZ MRS General I Offer I Summary Move Criteria  Details Orders  Guidelines  Motification  Conversation Surmmaries  Itineraries  Locks | > I

[ Gynaecology MBS N
Encounter Type: Appt Type: Appt Date: Qutcome of Attendance:
Cutpatient Gynaecology MBS Mew 26/06/2023 : vl F{efenal Renewed v|

23. Click Yes

Referral Renewal - Mark for Closure [IN-FLX-15]

This action will mark this referral for closure.

Are you sure you wish to centinue?

This old referral now falls onto the Referral — Closure worklist in PMoffice (refer to QRG ‘Scheduling and Referrals —
Closing Referrals’ for this process).

Date Published:10/10/2023 Version: 1 Approved by: Emily Sanders Western Health ‘é\
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Scenario 2: Review Appointment Requested
Add Renewed Referral

1. OpenPMOffice

e Conversation >Referral Add/Modify & Access Management Office
Task View Groups Help
2% B B ® | [ |6 & | Asofosa -
Conversation

X Cancel Discharge

§£} Corrections - EDIVEMD
4% Corrections - OP/VINAH
2l Discharge Encounter

4 Downtime - ED Patient Identification
% Diowntime Registration - Non-Admitted

ED Admit

ED Full Registration
b ED Patient Identification
Lit',. Not Attended

PreReg

#  Radiclogy Outpatient

"5 Referral AddiModify
Referral Check In

Referral Closure
Referral Triage

2. Search for the patient using appropriate identifiers @, Person Search [Person Results: 1]
Recent Persons
Person Identifier (URN, Medicare #):
[7100000 |
Last Name:
First Name:
Date of Birth:
o 2
-
Any Phone Number:
Encounter ldentifier (FIN):
| Search | | Reset |
. . . >
e C(Click Add Encounter inthe bottom right |
OK Cancel | | Preview | | Add Person | I Add Encounter I|
. .
3. Click Add Episode
[5l] Select Episode - [TESTPAS, SARAH] O b3
Episodes:
Name Type Created Creator Last Reg Date Registrar Episode End Date Referring Facility  Atte ™
[= vaPECO4501 Specialist Clinics (OP) | 29/06/2023 09:47 P2CLERK1 31122100
[@ vsPEC4281 ‘Specialist Clinics (OP)  28/06/2023 11:20 P2CLERK1 3112/2100
[@ vsPeCoa141 Specialist Clinics (OP) = 28/06/2023 07-52  P2CLERK1 3112/2100 11:00  Other
[= vaPECO0822 Specialist Clinics (OP)  20/06/2023 16:26 P2CLERK3 3112/2100 11:00  Other
[= DiaGazz01 Diagnostics - Specialty  19/06/2023 09:11 | P2CLERKSUP2 3112/2100 11:00  Other
= vaPECas861 Specialist Clinics (OP)  19/06/2023 08:40 P2CLERKSUP2 3112/2100 11:00  Other
[@ vsPECST221 ‘Specialist Clinics (OP) | 16/06/2023 13:07 | P2CLERK3 31/12/2700 11:00  Other
[= vsPECSE141 Specialist Clinics (OP)  15/06/2023 09:30 P2CLERK1 3112/2100 11:00  Other v
< >
Encounters:

FinNbr Type RegDate DschDate Registrar Reason ForVisit MedSwe Client Facility Building Nurse Unit Room Bed Attending Doctor FinClass Boun

Add Episode ‘ ‘ oK | | Cancel

Date Published:10/10/2023 Version: 1 Approved by: Emily Sanders Western Health ‘
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Select Specialist Clinics (OP) from the list, then click OK

Selectthe created episode, see the
Created time and Creator to ensure
the correct oneiis selected

Click OK

4. Selecttherelevantcliniccampus

Enter “WHS”

Click the magnifying glass
Selectthe campus

Click OK

®_®
@

@ _ Digital Health
' @ CONNECTING BEST CARE

Digital Health
Quick Reference Guide

|5 Mew Episode !
Description of New Episcde
OK | | Cancel |

] Select Episode - [TESTPAS, SARAH] o x
Episodes:
Name Type Created Creator LastRegDate  Registrar Episode End Date Referring Facilit
el vsPecaasy1 [ Specialist Clinies (0F) | 2010612023 10:19 | [3ui22100 |
[@ vsPeECO4501 Specialist Clinics (OP)  29/06/2023 09:47 P2CLERK1 31122100
[= vsPECO4281 Specialist Clinics (OF) | 28/06/2023 11:20 | PZCLERK1 31122100
[= vsPECO4141 Specialist Clinics (OP) | 28/06/2023 07:52 P2CLERK1 31/12/2100 11:00 | Other
[= vsPECoDE22 Specialist Clinics (OP) | 20/06/2023 16:26 | P2CLERK3 31/12/2100 11:00 | Other
[= DinG8801 Diagnostics - Specially 19/06/202309:11 P2CLERKSUP2 31/12/2100 11:00 | Other
[= vsPEC38661 Specialist Clinics (OF) | 19/06/2023 08:40 | P2CLERKSUP2 31/12/2100 11:00 | Other
[= vsPEca7221 Specialist Clinics (OF) | 16/06/2023 13:07  P2CLERK3 31/12/2100 11:00 | Other v
< >
Encounters

FinNbr Type RegDate DschDate Registrar ReasonForVisit MedSve Client Facility Building Nurse Unit Room Bed Attending Doctor Fin Cla

| Organization

Add Episode | | OK ‘ | Cancel ‘

*

Select the facility andlor client to which the encounter should be

registered.

Facility Name  Facility Alias

[whHs]

|

Facility:

WHS Sunshine Hospital

5. Referral Add/Modify window opens, select the Referral and Encounter Info tab
Select Referral Add Type: Referral Renewal

Date Published:10/10/2023

Version: 1

OK | | Cancel
B Referral Add/Modify
UR Number:
[20m1395 |
Last Name: First Name: Middle Name:
[Correspandence | [Testthree | |

Medicare Number:

WMedicare Expiry Date:

Arrival Comment:

| Eom

FIN (Visit 2):

Referral ID:

Referral Data Set:

| [vspecioasm

| [vinaH 18 (2023-2004)

Patient Information Referral and Encounter Info  Portal Authorised Representatives  Notes and Alerts

* Referral Add Type:

*Referral Received Date:

* Date on Referral:

Referral Renewal

[

=] o =

‘Wait List Status:
Requested

Breach Date:

= Referral Status/Priority:

Proposed Priority:

[y

Approved by: Emily Sanders

Western Health %
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6. Select‘Yes’'to ‘Wouldyou like to pull select details from the previous referral?’

Referral Renewal [IN-332

0 Would you like to pull select details from the previous referral?

I Yes I | MNo

7. If patienthas more than one active referrals, gives the optiontoselect Referral Linking/Renewl - Parent Referral Selection [IN-5.. X
appropriate previous referral. Enterthe relevant numberand click OK

Please choose the referal number below that you
would like to link or renew from
0| Enter specific Referal 1D

1| VSPECS4764 - Ref Type: “New Refemal, Psych,
BH, inc Alcohol and Drug | Ref Rev'd Di:
29/06/2023 , Ref Expiry Dt: 31/12/2100 |
Addiction Medicine MBS New (FH DHS ADD MED)
- Cancelled - 25/06/2023

2| VSPEC95441 - Ref Type: “New Refemal,
COrthopaedics/Musculoskeletal | Ref Rov'd Dt:
25/06/2023 , Ref Expiry Dt: 10/07/2024 |
Fracture Mew (FH ASC L1 ORTHO) - Checked Cut
- 11/07/2023

3| VSPECS8801 - Ref Type: "New Refemal, Plastic
Surgery | Ref Rev'd Dt: 12/07/2023 . Ref Expiry
Dt: 31/12/2100 | Req'd Appt: Unknown

4| VSPEC93021 - Ref Type: “New Refemal,
Urology | Ref Revd Dt: 1240772023 , Ref Expiry
Ot: 3171242100 | Urology New (FH ASC L1
UROL) - Booked|Confimed) - 17/07/2023

|

8. Detailsfrom previousreferral are pulled through (Referral Status/Priority
isauto-completed as ‘Renewal’).

Enter all otherfields as required and click Complete —

2 Referral Add/Modify

- x
UR Number:
2001395
Last Name: First Name: Middle Name: Title: sex Date of Birth: Age Medicare Status:
[Correspondence | [Testthree | [ | [mr Male 04/0672016 2] [ Not stated/unknown
Medicare Number Medicare Expiry Date: Ariival Comment:
- | [ BH |
FIN (Visit £): Referral D Associated Referral ID: Referral Data Set: Encounter Data Set Episode Type (Program]: Referral Encounter D: Launcher
| [vspeciozsor | [vspEcosaat | [viniaH 18 2023-2024) VINAH 18 (2023-2024) Specialist Clinics (OP) <
Patient Information  Referral and Encounter Info  Portal Authorised Representatives  Notes and Alerts
~
*Referral Add Type: = Referral Received Date: *Date on Referral: Waiting Start Date: Referral Type: *Referral Source: *Referral Length: Referal Expiry Date:
Referral Renewal ~| [1voer0z 2| [orerazs 2] e 2] [eremal | [oP/Local Medical Officer ~] [12Months | [3v12zi00 2]
Wait List Status: *Referral Status/Priority: Proposed Priority: Referral Status/Priority Date: “VINAH - Referral In Qutcome: Referral Accepted Date: Last Clinical Review Date: Breach Date:
Requested [Renewal ~ [ | [11o8r2023 % -] [Refemal Accepted - Renewed Refe | [~~~ I [ 2] [ 2]
{— Referral Details
Facility: *Reason for Visit: “VINAH - Referral In Reason: *Referral In Stream: *Referal (Episode) Stream: *Specialty: *VINAH - Health Conditions: »Account Class:
Sunshine [letter test | [piagnosis, assessment treatment | [0 ] [o | [asc Fracture ~| [Amputation (Acquired sbsence of | [Public: Eligible ~]
{—Referred by:
*Referring Clinician: *Referring Facility: *Referring Unit:
Woo, Andrew - HMO [other | [Renewed Referral |

Referring Clinician Details:

Business Address: Williamstown HospitalRailway CrescentWilliamstown, Victoria3016Australia (includes External Territories D
Business Phone: 0393930100 Emaik
Medicare Provider # 17087

{— Referred to:
*Referred to: *Referral Appointment Type: »Schedule To Facility: Tier 2 Code: VINAH - First Appt Notified Date: Suppress Patient Letter?: Booking Motes: Date:
[ Woo, Andrew - HMO [ [Fracture Review | [Footscray o] [ | [ Bl ] | [+~ £

Ready to Schedule:

{— Contact Provider - if different than

Contact Provider:

Return To Search I‘ Complete ‘I Cancel

Date Published:10/10/2023 Version: 1 Approved by: Emily Sanders Western Health ‘@
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9. ClickOK

Referral Add/Modify

The following WHS Sunshine Hospital aliases have been assigned for
Correspondence, Testthree MR:

FIN NER: 21002453
Visit |d: 101366401

o Important

This ‘Renewed Referral’ now appears asa New Request on the appropriate Request by Queue listin Scheduling
Appointment Book, which can be scheduled for the same appointment date/time as the patient’s old appointment.
Steps outlined below.

Associate New Request to Old Request

1. Open Scheduling Appointment Book

2. From the top tool bar, click on Appointment Inquiry button

8 Scheduling: Scheduling Appointment Book
Task Edit View Help

WM REROED KA
Et] ﬂﬁ&l.@ : ¢a Back

3. Click on Person tab / Request List tab > Request by
Queue and go to appropriate request list

4. Click Find and the list of patient appointments will appear Find
e Locate the appointment to be actioned

5. Right click on appointment with the order
attached and click Modify

6. Click on Orders tab, and right click on the order and select disassociate

Date Published:10/10/2023 Version: 1

Approved by: Emily Sanders

Western Health %
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Modify

Name: TESTWHS, SALL... -

MRN: 10023382 DOB: 01/01/1999

™ Allergies ™™ Alerti(s)

®_ &
NCH

Digital Health

CONNECTING BEST CARE

Digital Health
Quick Reference Guide

=--#% TESTWHS, SALLYMNEWP. General Offer  Summary Move Criteria  Details ' Orders |Guidelines MNotification Conversation Summaries  [tineraries  Locks »
-5 Gynaecology MBS R
TESTWHS, SALLYNEWPATIENT MR *Timeframe: o
[2Weeks v
Copy *Reason For Review
Paste |refena\ renewal test ":I
Delete *Review by Clinician:
Cancel [sheikh. Taskna - A0 ‘
Associate *Campus:
s i}
Move
Planned Procedures lzlz‘ *hppointment Method:
| Facetoface ~ ‘
logy OP Re
Gynascology e Booking Instructions
Interpreter Required:
| 7]
Interpreter Language: w
< >
ok | cacel |
7. Click Ok to confirm
Order Disassociation X

== button to discontinue this action.

‘ Are you sure you want to disassociate this order from the appointment? This L
i ii disassociation will be done once the OK button is pressed. Press the Cancel

Show comments dialog anby when required.

Cancel

oK

Guidelines. .. -

8. Locate the appointment that requires the order to be attached

9. Right click on appointment with the order
attached and click Modify

Date Published:10/10/2023 Version: 1 Approved by: Emily Sanders
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10. Clickon Orderstab, and then click on Existing Orders tab
Medify ? X

ame: TESTPAS, EISHA Home Phone: (041)... Language: English  Person Comments: 3 Last No Show: 23-)...

RN: 10023396 DOB: 014011390 : F: 33 years Mobile Phone: Interpreter Required: Home Address: 1. 3 # of No Shows: 21

== Allergies == - Alert{s) : Clinical Research:._. Email: Indigenous Status: . Medicare Status: = # of Cancellations: 5

=43 TESTPAS, EISHA General ~ Offer  Summary Move Criteria Dmuslﬂmerslsuidalmes Notification ~ Conversation Summaries  ltineraries  Locks 3
- Gynaecology MBS R

TESTPAS, EISHA

Optional  Search Privileges AOS  Required Planr *|* |

buprenomhine 64 ma/0.18 mL modified release injection, syringe ~
buprenorphine 64 mg/0.18 mL modified release injection. syringe

Home Cxygen Assessment - dept. use only

ED Triage

ED Bed Request to SSU/BAU/HUB

Gynaecology OP Review

FBE
< > :
=
11. Double click on the Modity T
appropriate previous order ame: TESTPAS, EISHA Home Phone: (041)... Language: English  Person Comments:  NOK: Last Ho Show: 23-J...

to link to this appointment RN- 10023396 DOB: 01/01/1930 - F: 33 years Mobile Phone: Interpreter Required: Home Addiess 1. GP: # of No Shows: 21

== Allergies === : Alert(s]) : Clinical Research:... Email: Indigenous Status: ... Medicare Status: : # of Cancellations: 5

=¥ TESTPAS, EISHA Genersl ~ Offer  Summary Move Criteria  Details  Orders Guidelines Notification ~Conversation Summaries  Itineraries  Locks »
<5 Gynaecology MBS R

TESTPAS. EISHA

Optional  Search Bdsting Orders Privieges ADS  Requied Planr * | * |

buprenarphine 64 ma/0.18 mL modified release injection, syringe ~

buprenorphine 64 ma/0.18 mL modfied release injection, syringe

Home Oxygen Assessmert - dept. use only

ED Triage
)

12. Allinformationfromold requestis now associated tothe new request. Click OK
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Modify ? %
ame: TESTPAS, EISHA Home Phone: (041)... Language: English  Person Comments: 5 Last No Show: 23-J...
RN: 10023396 DODB: 01/01/1930 - F: 33 years Mobile Phone: Interpreter Required: Home Address: 1, . - # of Ho Shows: 21
== Allergies === : Alert(s) : Clinical Research:... Email: Indigenous Status: ... Medicare Status: : # of Cancellations: 5
-0 TESTPAS, EISHA General ~ Offer Summary Move Criteria  Details  Orders Guidelines Notification ~ Conversation Summaries  Itineraries  Locks » I
< Gynaecology MBS R
TESTPAS, EISHA *Timeframe ~
‘ 8 Weeks “ |

Gynaecology OP Review|
£ ar *Reason For Review

‘3/52 RV |D

*Review by Clinician

‘Gee, Feter Cemer - DBA |

*Campus

‘ Joan Kimer ‘,|

*Appoirtment Method

Optional Search Disting Orders  Privileges  AOS  Required Planr| * |+ |

‘ Facetodace " |
MBS - XRAY Shoulder or scapula (NR) (58503) ~ Booking Instructions
MBS - CT with surgical procedure (R) (57341) ‘ |
MBS - Diagnosis of abnomalties of pelvic floor (11830)
MBS - Specialist Review Consutt Cther (115) Interpreter Required
MBS - GP Telehealth 20mins+ (31801} ‘ Mo v|
MBS - Pregnancy related scan, 17-22wks muttiple preg {55759)
MBS - XRAY Clavicle (R) (57709) Interprater Language
MBS - Impedance Audiogram + Tympanometry (11324) v [ ml

< >
ok || camea |

Patient’s new appointment request will remain on the Request List until ready to be scheduled as pernormal.
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Cancel Old Request

1. OpenScheduling Appointment Book
2. From the top tool bar, click on Appointment Inquiry button 8 Scheduling: Scheduling Appointment Book

Task Edit View Help
W M RPEROER B G
AT na@@ : = Back

3. Click on Person tab / Request List tab > Request by Queue
and go to appropriate request list

4. Click Find and the list of patient appointments will appear

a. Locate the appointment to be actioned Find

5. Right click on appointment row and click Cancel S R, o

Re q u est Contact...
Modify...
Reschedule
Hold...
Cancel...
No Show...
Check In...
Check Out...
Patient Seen...
Sched Next OP Appt.
Batch Reschedule
Group Info...

Verify..
Med Nec Check...

Lock..
Unlock...
Add New Appointment

Complete Request...
Modify Request...
Move Request...

Restore Request...

6. Cancel window will appear
a. In the General tab, fill in *DNA/Cancel Comments: and select No for Send to Third Party Printing
Cancel ? %

Name: Correspondence, Te... : Home Phone: [041] 23... Language: Indonesian  Person Comments: HOK: Last No Show: 27-JUL...

MRN: 2001395 DOB: 04/06/2016 1 M: 7 years Mobile Phone: 0412 3... Interpreter Required: ... Home Address: Sunshi... GP: Temporary Gp. Te... # of No Shows: 9

== Allergies Not Reco... : : Email: Indigenous Status: Qu... Medicare Status: Not ... # of Cancellations: 2

=-#8 Correspondence, Testth| General Offer  Summary Details  Orders Guidelines MNotification Conversation Summaries  ltineraries  Locks  Booking Motes
[#-%5 Fracture Review

*DNA/Cancel Comments
|nefana\ renewed |

#*Send to Third Party Printing?:

[t 7]
Comments
FINMBR URN Person Name Enc Type Est Amive Date  Med Service  Fin Class Facility Nurse Unit  Home Phone Reason For Visit  Admitting Doct|
21002453 2001385 Comespondence, Testthree MR Refemal ASC Fracture  Public: Bligible  Sunshine (041) 237-9375  lettertest Woo, Andrew
< >
Vew | Mody || CancelEnc
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Cancel

7 x
7. Na\/igate to Offer tab, Name: Correspondence, Te... : Home Phone: (041) 23... Language: Indonesian  Person Comments: NOK: Last No Show: 27-JUL...
select Outcome of MRN: 2001395 DOB: 04/06/2016 1 M; 7 years Mobile Phone: 0412 3.... Interpreter Required: ... Home Address: Sunshi... GP: Temporary Gip, Te... # of No Shows: 9

Atte n d an Ce as Referral === Allergies Not Reco... : 5 Email: Indigenous Status: Qu... Medicare Status: Not ... # of Cancellations: 2

Renewed =43 Comespondence, Testth|  General Offer Summary Details Orders  Guidelines Notification  Conversation Summaries  Itineraries  Locks  Booking Notes
e —
: (-5 Fracture Review

Encounter Type: *Outcome of Attendance: Appt Type: Appt Date:

H Refemal E Fracture Review = N
Click OK
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Scenario 3: Patient Appointment Checked In
Undo Check In

1. Right click on appointment row and click Undo Check In o

01/05/2023 - 9:00 AM | Gynaecology MBS New | Attended(CH |

24/04/2023 - 1:45 PM  Gynaecology MBS Review Attended(CH Unde Check In

2. Scheduling grid will open and an Undo window will appear, click OK

Undo *

This action will reschedule the appeintment back to Confirm,

3. In the next window, fill in the *Reason, add Comments, then select OK

Undo ? X

*Reason:

| Left without being seen -

Comments:

[ ok | caed |

4. Appointment will be booked back to the original date and time, and the status will return to Booked(Confirmed)
01/05/2023 - 9:00 AM | Gynaecology MBS New | Booked(Corfimed)

5. Now follow Scenario 1: Review Appointment Already Booked steps for renewing referral.
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