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Managing your Agenda

HELIX
HEALTH

The Agenda function in HEALTH one simplifies the work of managing patient appointments. In
this chapter we will discuss the different techniques for managing patient appointments, including

the making of appointments,

appointments.

Checking the Agenda

cancellation, moving and

The Agenda is stored in a tab next to the patient selector
You can open the agenda in HEALTH one by clicking on the Appointment tab. You can move
between the different screens by clicking on the appropriate tab.
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The Agenda Planner View
In the main appointments window (agenda Planner view), you can view the appointments of the

current day. On openingupthe agenda, todayoés date and the curr
display any other date by clicking on the relevant date in the calendar on the right.

It is also possible to have a weekly view (5days) or a weekly view (7 days) or even view a months
appointments. Just click on the relevant menu item above the main agenda view.

1| Day | 5]week |T]Ful week 3L Morth =] List § ‘WaitingRoom | €

Day view 5 day week view

< 1] Day ’5 week [7]Fullweek 3] Month | =] List & ED@EFU” — EMonth =Lt §

«» |19 ] 2005
Line 4| v | 16 - 20 June 2008

‘g Cir. Bernie O'0Diriscodl

ElinuE g Dr. Bernie O'Driscoll
16 June | 17 June | 18 June 19 June 20 June
15 fuli]
15 oo
16
7 day week view Month View
1 5 [ j = %S Dr. Bernie O'Driscoll
1| Day 5| wWeek 31| Month =] Li
~———— Flaon Tue Wed Thu Fri 575
Al v | 16 - 22 June 2003 Jan = a2 = & 7
‘a Dir. Bernie O'Diriscoll
16 June 19 June =
a 10 11 1z 1= 14
£ 2 =
===
17 June 20 June 1& 17 1= 19 20 21
22
23 24 25 26 27 28
12 June 21 June 29
30 Jul 1 2 3 4 =]
22 Jlune
&

HEALTHone Version 6.1 Page 3 of 28
Copyright® 2009 Helix Health Ltd



HeLIX
HEALT H

ALIi sto view

In the List view you get a summary view of all the appointments for today ; for one user or for all

users
_p—
j Day ﬂ Week ﬂ Full week, @ rMonth L Waiting Room |
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icon to see a list
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Moving around by date

In the calendar (to the right of the agenda scre
agenda. You can navigate to any date from here.

You can select the date you desire with the mouse. To go to the next month, you click on the
triangle to the right of the date
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The white board can be used to send notes to other users. It may be used, for example, as a task
list. The text in the white board is specific to the date.

Whiteboard (09/06/2008)
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There are two methods of creating a new appointment for a patient. Either from the agenda
(appointments tab), or from within the patient file. There are three patient types for whom you can
create a new appointment. These are for existing patients, for new patients and for patients that
do not exist (non patients).

Adding an Appointment

1. Openthe HEALTH one agenda by clicking on the Appointments tab
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2. You have three ways of creating a new appointment :

a) Double click on the time slot where you want the appointment. The patient selector opens and
you can select the patient for this appointment slot.
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#x. Search for a patient

1l
sumame | first name | date of birth | sex | address of p| GMS numbe| patient cated] A
B |BAES JOAN 06/04/1537 | femnals UPPER MOL 72006148 | GMS .
| |BRADLEY  PHILIP 16/04/1925 male MEW ST. | 7E330448 | GMS |
BROSMAN |RICH&RD | 22/02/1945 mals THE ORCH PP FF
: EROWME |GORDOM  17/01/1948 male 10 DOWHNIN 77249638 | GMS
|BROWME | SHEILA 21/03/1333 | fernals MILL BROOI 77154014 | GMS
| |BUSH GEORGE | 16/06/1343 male THE “HITE FF
CHEMEY | DICK 14/05/1925 mals LEHUD 7E9EVIRL  GMS
: COLEMAM | JANE 11/01/1542  female THE OLD LC 77194688 | GMS
v
< | 5
Others | = Active j ke Q. Cancel

b) You select the patient by double clicking on the relevant patient. This will enter the surname, first
name, and appt time to the agenda planner. Normally the window below is now opened up so
you can edit the appointment and add a comment if you wish. You can also set the appointments
options to skip this screen and enter the appointment directly to the planner. This is described
later

Edit the appointment details

Type of appaintment Patient details
[eornsulation -
K Browne Gordon
Doctor / Ressource 10 Dowring Street
London
| 6031 7Browne
s v GMS : 77249693
[Dir. Bernie O'Driscol i Pt Category : Gms
Murse consultation
v| Dr. Rory O Drigcol b
Schedule date Todo status
Stat: [22/06/2008  +| [0300 | i Medical Rep .
- i 24 br ECG monitar 3
End: [22/08/2002 -] [o310 ~| % 24 n BP monitor 3
Comment [F3]
=) Maore Ok | Cancel |

¢) You can use the INSERT key to enter a new appointment. Whereas the ENTER (RETURN) key
will open the patient file if an appointment is highlighted, the INSERT key will anyway insert a
new appointment in the next available slot.

3. You can confirm the appointment by double clicking on the patient or by clicking OK. The
appointment will appear in the next available slot in the agenda planner.

Test Suzanne

12 %
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By default the duration of all appointments is 10 minutes. You can change the appointment
duration display at any time by using the right click while pointing on the hour ruler to the left.
You have the possibility of 5, 6, 10, 15, 30 or 60 minutes.

[ o [
11 a0 Minutes

30 Minutes
v 15 Minutes

12 & Minutes

5 Minutes

You can easily prolong the appointment time for an individual appointment by simply dragging
the lower border of the appointment slot down to your required duration :

Note: If you double click on any individual appointme nt , you will open up the

ﬂ |

Adding an appointment from within the patient record

It is now possible to give a patient a new appointment directly from within the patient record. You
should proceed as follows :

1. From within the patientfi | e cl i ck on the fappointment tabo wt

Medical transactinn] Billing [90.00 £) (EPoointment >

ﬁ =y © [ Show all appointrents

|Date |Time |T_I,Ipe |D-:u:

2. Click on the first icon ficreate a new appoint me

E 5 @ | Shaow all appaintrents

IS [+ I+

—iZreate a new appointement For this patient|—
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3. This brings you directly to the agenda planner view

Wiew: Al - G @ & -

Boak for Browne Sheils <=

In this planner view you can see the patient
name on the right. This is the name of the
patient for whom you are making the
appointment and whose file is currently
open.

4. Now you double click on the date and time of this patients new appointment
e The patients name will be automatically added to the planner.

configuration (options) screen

Appointment editior
[ Auto select patient if match criteria
[v Edit the appaointment after the creation

A Note: This appointment may also be opened up for editing, depending on the settings in the

Making an appointment for a new patient

It is possible to create a new patient record during the process of making an appointment

1. Open the agenda and click on the appointment tab

Medical transactiun] Billing [90.00 £]\&ppointment
_ff] 5 @ ([T Show all appointments

Date |Time |T_I,I|:|e |D|:n:

2. Double click on the time slot you want to assign to the patient

e The patient selector opens

3. On the bottom right of

the screen c¢click the

finewo
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#x. Search for a patient

|

sumame | first name

| date of birth | sex

| address of p| GMS numbe| patient cated

|| BAEZ JOAN
BRADLEY | PHILIP
BROSMAN | RICHARD
BROWME | GORDOM
BROWMNE  SHEILA
BUSH GEORGE
CHEMEY | DICE
COLEMAM | JAME

£

06/04/1337
16/04/1925
22/08/1945
174011948
2140941933
16/06/1343
14/05/1925
11011942

fernale
male
rnale
male
fernale
male
rnale

fermale

Others | = Active

LPPER MOL 7300E14E
MEW 5T. | 76330444
THE ORCHZ PP

10 DOwHIM 77243634
MILL BROOT 77154014
THE wWHITE

LEHUD FE387388
THE OLD LC 77194638

GMS
GMS
PP

GMS
GMS
PP

GMS
GMS

Cancel

o[ [

e A window now opens where you can enter the four basic parameters for creating a new
patient file in health one i.e. the surname, first name, gender, and date of birth

Quick patient registration

Name:|

First name: |

Sewe:

Date of bith: |

4. Click on OK after you enter the details. A new patient is created..

An appointment is also created for the new patient in the same manner as any existing patient

=

10 0o
10

Maki ng an

(And you d

5. Open the agenda and click on the apBointment tab

appo
onot

i nt ment for
want to create

Medical tranzaction ] Billing [90.00

ﬁ =y © [ Show all appointrents

A ppaointrne

|Date |Time |T_I,Ipe

|D-:u:

6. Double click on the time slot you want to assign to the patient

e The patient selector opens

a

pa

tient
a new

t hat
recor
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7. On the bottom | eft of the screen click the fAothero

. Search for a patient

2l
sumame | first name | date of birth | sex | address of p| GMS numbe| patient cater A
| #|BAESZ JOAM 06/04/1337 femals UPPER MO 73006148 | GMS =
BRADLEY | PHILIF 16/04/1325 male MEW ST. | 7E330444 | GMS |
| |BROSNAN RICHARD  22/08/1945 male THE ORCH: PP FF
: BROWME | GORDOM | 17/01/1948 male 10 DOWHIM 77243698 | GMS
| |BROWNE | SHEILA 21/09/1388 femals MILL BROOI 77154014 | GMS
BUSH GEORGE | 1E/06/1348 male THE WHITE FF
: CHEWEY | DICK, 14/05/1925 male LEHUD 76987984 | GMS
|| COLEMAN | JANE 11/01/1342 femals THE OLD LD 77134688 | GMS
v
< | L
Others & Achve j Mew | QK | Cancel

e A window opens where you can enterthepat i ent 6s name and some comme.

% Search for a patient

|F'add_l,.l Smith Pharma rep.

Comrment :

Paddy is not a patient]

& Active - Mews | Ok I Cancel |

1. Click OK and the appointment is entered to the agenda planner with the attached comment

Paddy Smith Pharma rep.

Paddy Smith Pharma rep.
From 10:20:00 ko 10:30:00
Paddy is not a pakient

HEALTHone Version 6.1 Page 11 of 28
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Time Blocks

It is possible also to insert a O0time blockd (An
possible to add an appointment in this space)
To create a time block, drag the mouse over the f

on this block of times and the window below appears

11 0o

10

Creake a new patient

@ Mew time block ChrlHE |N

20

0 Paste Chrl4y
40 *’ Configure the appaintements  Chrl+F10
50 |

If you nowclickonthemhew t i me bl oc k d mewillcreatetadlock af inoevthat,is y o u
reserved for any purpose but during which no appointments will be allowed.

Edit the appointment details

Subject
|Coffee tirme:
Schedule date Todo status
Start; |24/08/2008  ~| [1100 | O Medical Rep A~
. O 24 be ECG maritor 3
End: [24/08/2008 | [1140 | 1% 24 v 5P moritr v

Carmment [F3]
Dioctor taking a break

ak. | Cahcel

And when you click on OK the time block is added to the agenda planner

50

11 x| @ Coffee time

10 Doctor taking a break

20
30 1]
40
50

Re assigning or deleting an appointment

Re-schedule an appointent

1. You can right <click on any appointment and click o
and times of the appointment.

2. You can also click on Acopyo and thbappointgnent.t o anot her

3. You can al so tcd iarkd ompad hteediciut ems to actually move

4. You can also simply drag the appointment from one place to another.

HEALTHone Version 6.1 Page 12 of 28
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10 (i}
10 Cheney Dick
0 ‘:'.. Open patient
30 Edit appainkrent
a0 0l add a comment F3
&0 Todo Status »
112 () Coffee time | @3 Appaintement with F4
i Docortaking a
= B985 cu Crrb+
= ) Copy Chrl+iC
0 )
2l T Ppaste Chel4+
40
. Delete
S0
=3 Print current appainterment
12 00 = PR
10 |j Showe all appts For current patient
a0 @ Showe history of this appt
30 *’ Configure the appointements  Cerl+F10
e Having clicked on fiedit this appointmento, the
Type of appointement Patient detailz
= | Cheney Dick
Doctor / Ressource Lehud
Tuosisk
Cheney
Users A GMS : 76987988
v| Dr. Bemie 0'Drizcoll Pat Category : Gms
Murse
Dr. Ron 0'Drizcoll v
#hedule date da status
Stat: [240/2008  ~| [1010 ~| Madicalﬂep _ ~
End: 24082008+ [1020 =] gj ::Egi:;ztm v
' Mare Cancel
5. You can change the date/time
6. Click on OK when finished
i Note: If you move or copy an appointment to another date, the time remains the same as does
the comment.

It is also possible to set two appointments (or more) at the same time. The latter will appear in

- the following manner in the agenda:
b § ZF Tune

08 00 IBI'acIIE'-.-' Philip . Erosnan Richard
10 ||
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Cancel (remove) and appointment

There are two ways of cancelling or deleting and appointment
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1) Select the appointment that you wish to delete and simply press the DEL key on your keyboard

2) Right click on the appointment and choose the menu

Erosnan Richard

1T

‘1 Dpen patient

Edit appointment
Il add a comment F3
Todo Status
Appoinkement with F4
> Chrl
T Eopy Chrl+C
[P te Chrl+y
% pekte

[% show all appts

=2 Print current appointement

for current patient

@ Showy history of this appt

* Configure the appointements  CerH+F10

Editing an Ap

pointment

option

fdel et eod

You can modify an appointment that has already been created. See screenshot above

1. Right

click on the

e You see the window below

Edit the appointment details

Type of appointement

Patient details

appoint ment

[cansultatior > .
=l Brosnan Richard
Doctor / Fessource The Orchard, Henry St.
Kenmare
| 42152Brosnan
Users ~ GM3: Pp
v| Dr. Bernie O'Drrigcoll Pat Category : Pp
Murse
Cir. Rary 0'Crrizcoll -
Schedule date Todo status
Start: [24/06/2008  -| 0300 | O Medical Rep ~
o /™ 24 hr ECG moritor
End: [24/06/2008 | |0310 | 199 24 b BP monitr =
Comment [F3]
@ Hore 0K | Cancel |

and

choose

t

he

The contents of all these options can be configured via configuration icon on the right hand side

of the agenda planner screen. These are dealt with elsewhere.

D O & -

Configure the appointements (CerlH+F10)

HEALTHone Version 6.1
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Using the edit appointments screen you can :

1) Change the type of appointments A configuration (see later)
2) Change the user for whom the appointment is due

3) Change the date/time of the appointment

4) Createl/ chanpe tshatfisofor the patient. This i
easily seen in the planner for various specific types of encounter you may have with the patient

Todo status . — —
N \
DE 24 hr ECG mionitar his is the i £ The paper clip
O0% 24 b BP monitar W k IE e icon for implies a

— mepreq comment

Conversion of the old appointments to the new agenda module

1. To convert your old appointments from previous appointments systems to the new agenda you
should click on the little triangle next to the configuration icon,

X JERSF ==
Conversion eMS0ng apparinkements

e The following window is displayed.
e You can define the period for which you want to convert.
e You can delete the old appointments if you wish. This will free up some database space.

x|
Thiz wizard will belp pou to corwert your existing appointement into the new g
HEALTH ohe appointemett syster,

Mumber of appointements found in the old system: 1}

The wizard will convert the appointement included in the period below, you can adjust
the period befare the conversion.

Period : Period start : -
Period engl: =

The wizard will corevert the apgiointement from the selected ressources.
Y'ou can include or exclude gfme rezsource using the list below.

Ressources : enter the time period for the conversion

You cna delete old appts if you wish (save some
disk space)

v Delete old appointements after the corversion

(0] | Cancel

HEALTHone Version 6.1 Page 15 of 28
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Configuration of the agenda

1. Click on the configuration icon to open the configuration screen

Configuration of the appointment module

() £ppointment type | &, Users | 6@ Aooms | [& Todo status

- 1 4| Conditions
< |_ :

Display color : b Tvpe of appaintment : | j
= Hvatar ﬁ hd Default room : | j

Monday Tuesday |Wednesday| Thursday Friday Saturday Sunday |~

08 ™
09
10™
11%
12%
13®

-

ak || Cancel

Here you will see 4 tabs:
1) Appointment type
2) Users

3) Rooms
4) To Do status

Appointment types

Select the first tab AAppointment typeo

Appointrnent tppe ﬁ Users @ Booms E" Todo statuz
+ -
Dezcription |Durati-:un Byl ability |I:|:|I|:|r |
P { consultation 10 Free
diabetes work up 15 Free
Meeting 10 Free _

1) List of appointment types

This list is Empty by default. For each appointment type you can enter the name, the duration, whether
the user can enter appointments during this period or not, and the colour of the appointment type

HEALTHone Version 6.1 Page 16 of 28
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2) Create several appointment types in one go.
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When you click on the button ou can choose from a standard list of appointment types

obstetrics
repeat prescription
WACCIne

wvizit at harne
lab
radiology

Drefault duration

v

1Ui] Min.

v

dvvailabilty : | Free

v

3) Create a new appointment type

Click on the + icon IE'
Appointment type

Select the type of appaintment or enter your owe bype
I =l
Default duration : Dizplay color :
103 win | =
Awailability - |Free |
| QK. | | Cahcel |

Here you can tick
the list of preferred
appointment types

You define the
appointment

duration  for this
appointment type

[ PPN

Here you decide if the
user can create
appointments for this
appointment type.

1. Select from the standard list of appointment type with this down arrow E‘

2. Choose the other options with their respective drop down menus. These are : duration,

colour and availability.

In the example above, you will notice that a consultation is by default 10 mins in duration whereas a

diabetes work up is 15 minutes long

fiLuncho is an

exampl e
when he adds an appointment in the planner during this period

of

appoint ment

appointment type.

Note: You can change an appointment type after creation by simply double clicking on the

4) Deleting an appointment type

Clicking on the E button deletes the highlighted appointment type

HEALTHone Version 6.1
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USERS

Select the fiUserso tab

Conditiohs
B ]
Display colar ; - Type of appointmert ; | j
2l Aoatar 7 Default oo : | j
Monday Tuesday |Wednesday| Thursday Friday Saturday Sunday |~
08 aa
09 aa
10 aa
11 aa

1) The User names

You can see a list of current users by clicking on the appropriate drop down arrow

2) Display colour
Each user can have their own colour for their appointment list
3) Appointment type

You can assign an appointment type (for a period) from the list of appointment types you have
already defined.

4) Default room

You can define a room for this user by using the drop down list.
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