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Onjectives & Goals - Schedule Setup 
 
 
Objective: 

• To setup provider schedules and availability 

• To setup room schedules and availability 

• To setup and assign available procedures 

• To customize the schedule parameters 
 
HotKeys 
 
Tab – will allow to you to toggle between entry fields 
Shift + Tab – allows you to toggle backwards between entry fields 
Alt + _ Underlined letter will do the same action as if you used your mouse to click on that button/menu) 
 
 
Setting Up Schedules 
 
Click on Setup>>Scheduler to view the various options 
 
From the various windows you will establish  

• Which Providers are to be scheduled   

• Name display sequence 

• Provider availability 

• Rooms and schedule 

• Procedure or reason for visit 

• Scheduler templates 

• Colors / Holidays  
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To Be Scheduled Doctors 

 
Setup>>Scheduler>>To be Scheduled/Billed doctors 

Choose the Providers To Be Scheduled -- Use the arrows to move each provider into the correct column.  
The check box means the provider is to be billed only.   
Note - to create doctors in the system see the guide to Setting up an Office. 
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To Schedule the Doctor Availability   

Click Setup>>Scheduler>>Doctors Availability 
For each provider, enter the day of the week, a type (T for template or M for custom time range) and an 
office. 

 

 

 

 

 

.   

Select Doctor to 
set Availability 

Click here 
to enter 
Holidays 

Select Office from 
the list to set 
availability of the 
doctor. 

Select Start Date 
and Day for the 
availability. 

Select M for 
Manual and T 
for Template. 

Click here to 
open To Be 
Scheduled 
screen. 

Click here to set 
Maximum 
Procedure. 
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This provider has the same schedule on Monday and Thursday, so we only have to create one template 
for the two days.  On Tuesday, this provider spends the morning in one office with 30 minute 
appointments and the afternoon in another office with 15 minute appointments.  On Wednesday, the 
provider has a completely different schedule with 60 minute appointments and some time slots reserved 
for new patient visits and lunch blocked off. 

 

 

Here is a portion of the providers schedule for the week: 

 

 

In the Doctor’s Availability screen, click on the  (Max Procedure) button to set the 
maximum number of a certain Procedure that can be scheduled for a single day. Select the procedure 
name from the list and the select the maximum number for the procedure. 
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To Create/Edit Schedule Templates 
 

Click the  button to create new templates.  
Define time range and slot lengths (interval).  For each template, 
define which slots are available for double booking (DB) or not 
available at all (N). 

Click under the P to define which procedures are available for this 
time slot. 

You can hold down “Ctrl” or “Shift” to highlight multiple time slots. You can then change the time intervals, 
allow or disallow double booking, assign procedures, assign procedure groups, and make unavailable the 
selected time slots. 

To set the sequence of the doctor list  

Click Setup>>Schedule>>My Doctor Sequence.   

Enter the sequence number for the doctor to be shown (1, 
2, 3, etc.) This is the order doctors will show in drop down 
lists.  Doctors without an order or with the same order are 
alphabetized. 
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Room Schedule 

 
Setup>>Schedule>>Room 

Similarly, we can setup Rooms, by creating rooms, selecting which rooms are to be scheduled and 
defining Room Availability all under Setup, Schedule.   

Some organizations create rooms to place patients in during Check In process, but do not create 
schedules for the rooms.   

 

 

Note: if we do not define Room or Doctor Availability, by default the schedule shows them as not 
available, but they can still be scheduled. 
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Set the Sequence of the Rooms 

You can also set the sequence of the room under Setup>> Schedule>>My Room List. Just enter the 
sequence number next to each room listed.  

Schedule Room Availability 

To make a room available or not for scheduling you will need to go to Setup>>Scheduler>>Room 
Availability. 
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Set Procedures Available for Scheduling  

Setup>>Scheduler>>Procedure 

Here you will choose the schedule description, the color it will show on the schedule, the duration time of 
the procedure, if authorization is required for the procedure, and the visit note default for the procedure. 
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Customize the color of the schedule template 

 
Setup>>Scheduler>>Color Configuration 
The text in the scheduler will allow you to see what the status of the appointment is, while the background 
will show the Procedure the patient is coming in for. 
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Schedule Parameters 

Setup>>Scheduler>>Parameters 
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To Set User & System Parameters 

Setup>>User Parameters>>Schedule>>Check In & CheckOut 

Setup>>System Parameters>>Schedule>>Check In & CheckOut 

The parameters give you a description at the bottom of the page as you click on each one. 

System Parameters are shown below 
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User Parameters are shown below: 

 

By clicking the Copy To User icon when in user parameters, the parameters can also bet set for other 
users. 

Searching for a Parameter 

You can search for a specific parameter by entering a word in the search box and then clicking on the 
filter button.  

 


