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***Attention 8/19/22***
Education Reminder: Unknown Appointments in Schapptbooks

When an order is placed for an appointment request and the performing location selected does not
perform the appointment requested, these orders route to an Unknown Request List. This list is
monitored by IT and IT identifies why it didn't route appropriately, fixes any build issues, identifies any
provider education needs, and then if the order can be performed at the region selected, they move
the request to that queue.

Users should disassociate the order from the request, create an adhoc appointment request for the

appropriate appointment type and when they get to the orders tab, associate the existing order. A
detailed description of how to do this is below.

Step 1: Disassociate the order from the appointment request

***|t is important to do this BEFORE cancelling the unknown appointment request. If you do not
dissociate the order from the appointment request first the order will cancel when you cancel the
appointment request. ***

To disassociate the order:

1. In the request queue, right click on the request and select Modify

Name: ZZTEST, PATIENT THREE

Request List C OC b0 S kp Acten Person Name Apportmant Type
Book | ZZTEST. PATIENT THREE | RESP s

quest by Perso . Contact...
Modify...

Esfest Date Tima Orders Sd

ZZTEST, PATIENT THREE

Cancel
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2. In the modify window, navigate to the Orders tab and on the order right click and select
Disassociate

MEAN: 300001432341 {3000016771 3613000 DOB: 05/09/95
Name: ZZTEST, PATIENT THREE
Age: 26 Yo Sex: Female

) ZITEST PATIENT THREl  General Sumenary Detals Ovders Guideines Notification Conversation Summaries  Itinerares  Locks  Booking Notes
41 O RESP Complete PFT
ZZTEST. PATIENT THREE ~
Pulmaonary Function Test Complete with Hg corm, 3
*Fogquested st Date/Time
101272021 o 157
]
Fad der
Dissssociute
«Ordes 7
Yes
|
. ‘
Octioral Seach Dosting Orders  Priviieges  AOS  Requend
Puimonary Function Test Complete *Schedung Locatior
Pumonary Function Test Complete wth Mg comected DLCO LAN MoLaven Greater Lansing Mosotal
eding rat
Dagnoss Code
Fa2 [Mator depressive dsondsr, secunert severe wihout peychosic festure S
< > L &
o
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3. The Order Disassociation window will open warning you are disassociating the order from the
appointment. Select OK.

a
MAN: 300001432341 {3000016771301:(3000 . DOB: D5/09/95

Name: ZZTEST, PATIENT THREE

Age: 26 Yems Sex: Fomale

QVZITESY,PATIEHIVIHRH General Sumenary Detalls Orders Guideines Notiffication  Conversation Summarnies  Itineranies  Locks  Booking Notes
¥ <O RESP Complete PFT

ZZTEST. PATIENT THREE | Proety =

Pulmonary Function Test Complete with Hg8 corrected DLCO

*Raguented St Date Time
10127221 silvex 2

*PET Baascn

Are you sure you wart to desassociste this onder from the apportment? Ths
), desssccuton wil be done once the OK buson s pressed. Press the Cancel
bution 10 decortnum thes action.

| £2] Show commerts dalog only when requeed
|

Cancel oK Gudeires
Optondl Seach Exsting Ordes  Priviegss Al eerew
Pulmonary Function Test Complete *Schad Arg Locaton
Pumonaey Funczion Test Compilete with HgB comected DLCO LAN Mclaren Greater Laneng Hospts
‘F;;.; — luwd!on:nvo—.a&c recument severe without paychote leshae: :‘
oK Cancel
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4. At this point the order is disassociated from the appointment request that is tied to the unknown
appointment type. The order will now display under Existing Orders at the bottom. You can click
Cancel to close the Modify window

% Modify

MAN: 300001432341 (3000016771381.{3000... DOB. 05/09/95

Name: ZZTEST, PATIENT THREE

Age: 26 Years Sex: Female

W) ZZTEST PATHENT THREl  Genessl Summary Detsds  Orders Guidelines Notd C S It Locks  Booking Notes
<O RESP Complete PFT

ZZTEST. PATIENT THREE

Optiorsl  Search Bostng Orders Prvieges A0S Reaured

Notty Famly ~
Poat Fall Ongong Assessmert
Poat Fall Ongong Assessmert
Post Fall Ongong Assessment
Post Fall Ongong Assessment
Post Fall Ongoing Assessment
Post 7ol Ongong Assessmert
Post Fall Ongong Assessmart
Post Fall Ongong Assessment
Peat Fall Ongong Assessmert
Pulmonary Function Test Complete with HgB comected DLCD v
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Step 2: Cancel the existing appointment request

1. From the request list, right click and select Cancel Request

Name: ZZTEST, PATIENT THREE

Request List C OC Iso St Inp Action Person Name Aopointmenrt Type Eariest Date Time Orders Schedu
|| | | | [Book [ZZTEST.PATIENT THREE | RSN i | | |
Inquiry Confirm..
(Request by Person v] Contact...
Modify...

Person

ZZTEST, PATIENT THREE

Reschedule

Hold

Cancel...

Verify...

Med Nec Check...
Lock...

Unlock

Add New Appointment
Complete Request...
Modify Request...
Move Request...
Cancel Request...
Restore Request,

Schedule

Inquiry >
Notifications...

Superbill
Person >
Link... >
Unlink...

2. Select a cancel reason and click OK. The appointment request tied to the unknown appointment
type is now removed.

7_sMclaren Doing what's best

Page 5 of
HEALTH CARE



ONE
7_sMclaren

& Cancel

MAN: 300001432341 {300001677138):{3000... DOB: 05/09/95

Name: ZZTEST, PATIENT THREE

Age. 26 Yeas Sex Female

”70' General Summary Details Orders dell Notif| < ation S Locks  Booking Notes
4 <5 RESP Complete PFT

*Cancel pason

[wan A NER Person Name Pre-Rog Dte Rog Oate Enc Type Med Service ReasonForVist Facity Buidng Nuse Unt
ZZTEST, PATIENT THREE
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Step 3: Associate the order to a new appointment

1. In Scheduling Appointment Book, start to schedule a new appointment. Complete the scheduling
questions and make sure to select that patient that the request was for.

2. Click Move.
]
Tesk Edt  View Help
BT AREARLEI HAL oG IR, S
Pl T = & &
FUFORGRF csepndlERL Y ®
R £ I |

MRN: 300001432341 {300001677138),
Name: ZZTEST, PATIENT THREE

Age: 26 Years
[ ‘ 2021 | Books Appointment Work it progress
‘ October » *Appantment type N l————’l
Su Mo Tu We Th Fr Sa [RESP Compiate FFT Vove
1 ’ Next
3 4 5 & 7 8 9 Apportment locagion
[ | Cear
LUNRIN 12 RENRTERLERT
7 18190 A 2B x
U %5 % 0 B 3D * LAN Pulm Diag
A v

3. The Appointment Attributes window will open. Navigate to the Existing Orders tab, do not select
the order under optional.

@) ZITEST, PATHNT THEEE Detads  Ovders  Fesouncelist  Gudebnes  Appowmtment  Elgiey

[ e

ZITEST PATENT THREE

Otcrsl Search EBotng Ovdos Povieges A0S Feaued
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4. At the bottom of the list is the order that you disassociated. Double click that order.

G Appomtment Attributes 1 X

) ZZTEST, PATIENT THREE Detail;  Orders Resourcelist Guidelines Appointment  Eligibility
BEYRESP Complete PFT

ZZTEST, PATIENT THREE

Optionsl  Seach ExmtngOrdens Frdeges A0S  Requied

Post Fal Assessmert "
ntiste Post-Fal Care Phase of Fal Prevertion and Managemert IPOC

Notfy Traating Prowider

Notéy Famly

Post Fal Ongong Assessment

Post Fal Ongong Assessment

Post Fal Ongong Assessment

Post Fal Ongoing Assessment

Post Fal Ongong Assessmert

Post Fal Ongong Assessment

Post Fal Ongong Assessmert

Post Fal Ongoing Assessment

Post Fal Ongong Assessment |
Pukmonary Function Test Complete weth HgB conected DLOO v

[

5. The order will move to the top window indicating that it's been select/associated to the new
appointment.
6. Click OK.
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I
Detsds  Orders Resourcelist Guidelines Appointment Eigibility

l a
5 ¥ ZZTEST, PATIENT THREE.

4 <O RESP Complete PFT g

]

ZZTEST. PATIENT THREE

Pulmonary Function Test Complete with HgB corrected DLCO

Optionsl  Seach Dxisting Oders  Prvieges A0S Requred
CBC w Déf (M)

human papliomavins vaccne

Bood Urea Neogen (M)

Patiert s GBS Negative

sactuzumab govitecan « Sodum Chioade 0.9% 441mL

Sodium Chiosde 0.5% 1,000 mL

rsuln regulsr 100 unt [2 unts.ty] « Sodum Chioade 0.9% 100 mL
Perphen IV

sodum chioade 0 9% by Soln syange 10mL
Communication Order

HYDROcodone-acetamnophen

ondansetron 4 mg Dis Tab

Post Fol Assessment

Intiate Post-Fall Care Phase of Foll Prevention snd Management IPOC

101272021 I T3]

011 Pacatyphod lever A

oK

7. At this point you can either schedule to patient or if you do not have them available to schedule
you can select Request to place it back on your request list. If you select request, you should just
need to click OK on the Request to Book window and it will populate back on your worklist.

lame: ZZTEST, PATIENT THREE

MAN: 300001432341 .{300001677136).{300001 4802221 (300001, DOO. 05/09/%%

Age 26 Years

Gex Fomale

Bocks  Appointment

|

¥) ZZTEST, PATIENT THREE

Schode
£ Ocabet R | Aipourtmert tos = < RESP Complete PFT
Su Mo Tu We Th i So  gooo o ySiner st i
12 e [ Lt Pt Ding Pecs
3 4 S & 7 8 9 OCewr O LAN Pulm PFT 1,2
01 19 W 15 1% < Patient Sugoes
oo »on
s 52380 * LAN Pun Dug —
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@ Request for Book

MAN: 300007432341 :{3000016771381.(3000. . DOB: 05/09/9%

Name: ZZTEST, PATIENT THREE

Age 26 Yoms Sex Fomalo

[ o] ZZTEST, PATENT THRE
-0 RESP Complete PFT

Scheduling Criteria  Summary Genersl  Detads  Oeders  Guadelines  Netfication  Conversaton Summanes  Ekgibilty  Booking Netes

Aoporement Date
(®) Requested date rarge 1017200 & vl (N0 S

Mo ] Tue Wed Thy Fe Sa Sun ]

M roqumet bt Setected mquedt bnts

Groater Larsng Cortral Scheduirg

Set Dokt

SEET
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