How to Schedule from the Staff Calendar

Note: the calendar examples used in this guide, such as the scheduling rules, are what is utilized by the
FCDBH staff to schedule doctors appts. Your calendar may be set up differently for different
departments, but the process of scheduling will be the same. Reach out to your supervisor for
additional help regarding your department.

Scheduling

1. With the client profile open, click on “Search” icon and type calendar then select “Staff Calendar — My

Office” from the drop down.
2. This will open the staff’s calendar. Select the prescriber you want from the drop down and click on

“Apply Filter.” You can type the prescribers name, but you must be fast!

] Staff Calendar

B Single-Staf View ~ Tran, John MD Medical Dactor w 45 Minutes Intervals w Single Staff
—
@ Today @ Day & Week & Month (' Refresh L4 »  Jul92023-Julls
Lee, Brian
SUN MON UE WED THU
719 7/10 7711 7/12 713

3. Using the arrows at the top of the screen, below the staff name, navigate to the date and time you
want to schedule the appointment, click, and drag where you want to schedule (it should turn yellow).
A new smaller window will pop up the SmartCare window.

4. Select “New Service Entry” click on “ok”

Mew Entry Type

Hew Calendar Entry
@ Hew Service Entry
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Mew Resource Entry

Cﬂnu&l

a. Ifyou do not already have the PS profile open at this point, a new screen will pop up allowing
you to use the “Client Search” options. Use these options to locate the correct client profile you
are scheduling for.

5. This will then take you to the “Service Note” window.
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Service Note

Effective 07/20/2023 Status  Mew

Service Billing Diagnosis

Author  Tran, John 07/02/2023

Service

Status Start Date 07/20/2023 -

Program v Start Time 08:30 AM

Procedurs v Travel Time =]

Location v

Clinician Tran, John Documentation Time =]

Mode Of Delivery ~ Faceto Face Time m

Cancel Reazon Attending w

Evidence Based Practices

Transportation Service Ne ~

Referring

Interpreter Services Nesded

- Below are the rules and guides by FCDBH scheduling staff. Please select the correct information
from the drop-down menus that are appropriate for the service you are scheduling for. This may

vary by department. Be sure to take note of step C below.
1) For Procedure select “Assessment MD” if it is the first appointment for a new persons served. Ifitisa
follow up appointment — select “Medication Support — Existing Client.”

2) Location —select the appropriate one from the chart below.

Telehealth - Audio and Video Patient's
Home

When TeleHealth from their home

Community Mental Health Center

When person needs to come into the

office

1) Start time — enter start time of appointment.
2) Total Duration — enter the number of minutes the appointment should be. Don’t forget to include the 15-

minute nursing time.

SCHEDULING RULES:

a) Before scheduling a new appointment, verify that the person served does not have 2 missed
appointments. See the “2 missed appointments” how to guide for more information.

b) Each appointment will overlap the previous appointment by 15min. For example, if an appointment
starts at 1:15 and ends at 2:00, the next available appointment will start at 1:45. This will allow the
extra 15min for the nurses to do their tasks before the doctors start on their time. The total time of
the appointment is 45min = 15 (nurses) + 30 (doctors). The same rules apply to the hour-long
appointments. If an appointment starts at 1:15 and ends at 2:30 the next appointment for will start

at 2:15. Total time: 75min = 15 (nurses) + 60 (doctors).

i) To determine if a patient needs a 45min or 75min appointment, look at the comment section of the
“Reception/Front Desk” page. The provider should have left the information there. If scheduling in
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person, often the provider will tell the patient when to return verbally. If no return time is given,
default to 4 weeks — 45- min (total) appointment.

ii) If the patient is being scheduled for a first appointment or a psych evaluation update: schedule for
75min appointment, procedure will be “Assessment MD”. All other appointments will be 45min
total and procedure will be “medication support existing client”. Save.

Verify that you did not double book the provider by checking their calendar for the new date and time
that you just scheduled for. If there is a double booking one of the appointments will need to be
rescheduled. It will be easier to reschedule/adjust the one you just made if you still have the patient on
the phone or in front of you (for areas that support in person scheduling). You will receive a notice that
says there is already something scheduled for that time, this will come up regardless of double booking
or not due to how we schedule. Click ok. See below for example of double booking.

2:30 PM - @2:30 PM -

Client:-Pati _(:lient:F'at Provider is double booked.

Cne(#1) - fient, This would need to be
sme@Ons(F1) - . .

(Service) fixed by rescheduling one

of the appts.

d) You can add any needed interpreter information in the box below the Service Note section at this time.

With the service details open, see step 8 below.

Remember to save all your work before closing or navigating away from this screen. Your

appointment should now be scheduled on the provider calendar.

If you need to edit information on the appointment after scheduling.

1.
2.

Open the staff calendar and locate the desired appointment and click on the appt.

this will bring up the “Progress Note” screen. do not try to edit from this screen, SmartCare will not
allow it.

in the upper right corner click on the “Open Service Detail” icon

>0 265 @m)? i @80 EE X

this will open the “Service Detail” screen.
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5. You can edit any information needed from this screen.
6. Remember to save your work.

Service Detail

Service Detail Billing Diagnosis Add-0n Codes Authorization(s)

Service o
One,_ Patient Status  Schedulsd v StartDate  07/17/2023 B Y Program 2922-Dactors Main Buildi v
Procedure Madication Support Existing Clisnt StartTime  2:30 AM TF.:FT:“' Face (45 Minutes

Clinician Namg | Tran, John W End Date 07/l 3
Location Community Mental Haalth Centar o Attending ~  Referring w
Client was Other Person(s) Present Cancel Reason
present
Er Charge Salance Rate ID 1007894
Bi..able Do Mot Complete
Mode Of Delivery  Face-to-face w
Travel Time m Minutes MNaote ﬂ QIB
Documentation Time ﬂ Minutes
Owerride Charge Amount Jverridden By
Evidence Based Practices v Onverride Errors Overridden By
Transportation Service No v Interpreter Services Meeded
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ADDITIONAL INFORMATION:
6. If you see a drop down to enter an “Emergency Indicator,” enter “no”.
a. This will not appear on every appointment you make.
@ Please select Emergency Indicator

Service Detail Billing Diagnosis

Service

Patient, One Status Schedulzd W
Procedurs Group Peychatherapy (Other Than of a M W

Clinician Name | Tran, John ~

Location Community Mental Haalth Center 4 Attending

Client was Other Person(s) Present

presant

Eii..ahle Do Mot Complete

Mode Of Delivery o

Travel Time m Minutes
Face to Face Time m Minutes
Documentation Time m Minutes

Emergency Indicator No A4

Evidence Based Practices -

Transportation Service Mo "

7. Make sure all the information is correct. Double check the “date, start time, and duration of
appointment.

Service Detail Billing Diagnosis

Service o
Patient, One Status | Scheduled v || StartDate 07/26/2023 B ™ Program 4531-Vista v
Procedurs Therapeutic Behavioral Services w Start Time | 8:15 AM Total Duration 45 Minutes
Clinician Mame Les, Brizn w MO Dare U7 200027
Location Office W  Attending v Referring w
e(s:;?t Was Other Person(s) Present m Cancel Reason
Chargs 222341  Balancs Rate ID 1003172
Billable Do Mot Complete
Mode Of Delivery w
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8. You will also need to select if an interpreter is needed. If so, select the language, and type “pending” in
comments box. (Follow process for requesting and interpreter)

Custom Fields

Interpreter Service

Interpreter has been scheduled °‘-‘es Mo Language Spanish v/

Interpreter Agency Scheduled m

Comments

Peﬂding|

9. Click save in the upper right corner.
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