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New Calendar Setup
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The content listed here is transitional documentation and is subject to change.
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Must Schedule with Appointment Zones

The New Calendar works best when usingAPPOINTMENT ZONES, and is a requirement if your practice has multiple locations.
Appointment Zones are used to designate times on the provider's schedule for specific types of appointments (e.g. "SICK ONLY",
"WELL VISIT ONLY"), and are connected to the Location.

Your practice may have applied these Appointment Zones to provider schedules using:

e Schedule Templates or
o Slots

Failure to do so, if your practice has multiple locations, will result in issues, specifically around moving, adding, and viewing
appointments (since Appointment Zones are tied to a location). If you move an appointment that is not tied to a zone, it will then
default to the last used location. If your practice has not used Appointment Zones, or has blank spots on a provider's calendar,

please see the above articles to apply Appointment Zones using Schedule Templates or Slots to your calendar.

Clean-up Tip: In order for the functionality to work in the New Calendar for practices withmultiple locations, a provider
can only have a single bookable Appointment Zone filled across all locations at any given time

e Bookable zones have a purpose of anything except 'Do Not Book".
e For multi-location practices that have used non-bookable zones such as "Out of Office" to indicate where a
provider is not working at a specific location on a specific day: if these overlap with a bookable zone thenthey

ﬁ will be suppressed and the bookable zone will display.

If you have overlapping bookable zones you will need toclean-up the schedule templates or slots in order to effectively
use the new calendar.
For example, you will need to ensure thepurpose of "In other location" zones are set to "Do Not Book". For more

information, see the Appointment Zones article on how to update the Zone purpose.

Enable the New Calendar Component

You will need to enable the new calendar component after you take the 21.3 release.
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1. Navigate to Admin > Global Preferences > Schedule.
2. Under Calendar Component, select theDevex (new) radio button.

System Preferences: Affects all users on the network. X

Basic Colors & Font Schedule Special Clinicinfo. Billing Maintenance Security Portal Demographics | Exit

Elements to indude in appointment text:
[[] Patient 1ast name and first name only
Patient last and first name, plus any of the following:

[JHome phone number
[ Date of birth

Allow use of time stamp on scheduled appointments

[JDo not use multiple calendars (tabs) on [F7 Schedule] form.
[]organize “Appointment Type™ drop down by department

[l Automatically reset visit stage when encounter notes are opened
Consolidate appointment reminders for siblings on the same day
[ pisable Curbside in Add/Edit Appt. screen

[ pisable No Show appointment status from auto creating a miscellaneous note
Automatically set visit stage to “Waiting Room” on new appointments

starting within this many minutes of the current time (0 = disable
i T

Set the interval (in seconds) for refreshing the schedule tracking screen
Note: Sharter intervals may result in decreased overall system performance.

H 10 15 20 25 30 35 40 45 50 55 60

Calendar component:
(O DBI Tech [old) @iDevex newl

Update Display Preferences for Each Location Combination (For Multi-Location Mode)

You will need toreconfigure your display preferences for each multi-location combinationwhen using multi-location mode.

When viewing a single location, your settings will remain as they were on the old calendar.

Example: If you are a three (3) location practice then you will need to configure four (4) new views to optimize your use
of this feature, including:
e Location 1&2
ﬁ e Location 1&3
e Location 2&3
e Location1,2&3

To reconfigure your display preferences for multi-location mode:

1. Select the Location combination (multiple locations):

a. Click the Location drop-down.

b. Select the checkbox next to each location you want to include in this display, or click theAll button to select all
locations.

c. Click off of the Location drop-down.

2. Click the Gear icon.
3. Set the Schedule Properties for this view:
o Staff/Resources: You must select the staff/resources for every Location combination you are creating.
o Display Preferences: Update the Display Preferences. Please note that this window has changed with the new
calendar.
= |f you want your Display Preferences to be the same across all Locations and Location combinations, update
the display preferences, then click Save as Default. This will save the Display Preferences setup for the
remaining configurations.
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4. Click OK.

5. Repeat Steps 1-4 for each configuration. If you clickedSave as Default for the Display Preferences, you will only need to

\

X
Location: | Secondary Location;Primary || Al x |Setlings: 000, visit, Details ~

Print Room -

A (none) 2
Schedule Properties for Highlighted Calendar X |
Calendar: My View Resources for: Staff View "
s ey i Sat
istaff / Resources! Display Preferences 3
©staff view O Room view 1
e o

s in specified on selected calendar | k2]

)2 - (SAD) OP Administrator A
- (SED) Electronic Claims
WP) Web Portal User
1169 - (AM) admin non

1128 - (AMB) AM Bennett

1163 - (AS) Ashley Schmuker
1130 - (ATT) AMT TEST

1216 - (8DB) Brenda de Bojorq | (2
1186 - (CC) Demo doc

1171 - (CJT) Charlie Test

1133 - (CN9) Copy newdoctor
1148 - (DB) dinesh baskaran
(DC) Debi Bebbi

- (DD1) Demo sister
1208 - (DDS) CHECK DOCTOR
1174 - (DDD) demo demo b

- (DD9) Demo Doctor, MD
1172 - (DDM) demo momo

316 - (HKD) Doctor Hannah K. Da ¢
1197 - (MST) Matt Tadros

Reset Save as Default

&+ | |Copy
¥ | |Move
X ve-Up
Xal
Ok Cancel
Tsiorusage — show[]

set the Staff/Resources tab for each of the remaining configurations.

Disclaimer: You will need to re-select the Staff/Resources and the Display Preferences for the new location

@ combinations even if you have set them before.

Note: Clicking the Save as Default button will only save the Display Preferences for the remaining configurations, and

you still must select the Staff/Resources for each location combination.

Update Scheduler Settings

The last remaining setup item that must be done for EACH configuration is theScheduler Settings. You will select, or de-select,

each item you need for the calendar configuration you are working on.

New items added to this setting feature are:

o Multiple locations: Checking this will allow you to select all locations or a combination of multiple locations.
o Timeslot names: This will display the zone name as well as the color in each appointment slot.

o Appointment hints: This will enable a popup when you hover over an appointment that displays the complete text of the
appointment details.

Settings: | Visit, Details

)
@

Print
A | [tnone; Out-of-office staff
] Multiple locations
| Timeslot names

| Appointment hints

Status color:
Schedule text:
O Name only

[+] No Show

[v] Cancelled
Sear{ _
] Cancelled Same Day

20 | @visit stage  OBilling stage
@ Details Ox (hiciden)

Add Hide appointment status:

A recent item added to this setting feature that you may want to utilize iHide Appointment Status:
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o No Show: Select this checkbox to hide broken appointments with a status of No Show.
e Cancelled: Select this checkbox to hide broken appointments with a status of Cancelled.
e Cancelled Same Day: Select this checkbox to hide broken appointments with a status of Cancelled Same Day.

The content listed here is transitional documentation and is subject to change.
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