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|OT - How to create a follow up appointment

In Schapptbook

1. Click on the Appointment tab.

2. Type Cardiothoracic in the Appointment type field.

3. Click on the ellipse.

4. Select CARDIOTHORACIC SURGERY TX F/UP from the opening
Appointment Type help window, then click OK.
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5. Select the IOT Location in the Appointment Location field.

6. Select the ellipse in the Patient name field to open the Patient search window.

Books Appointment

*Appointment type:

CARDIOTHORACIC SURGERY TX F/UP

*Appointment location:

*Patient name:

10T - How to create a follow up appointment

Date: September 2023

© IT Training, The Newcastle upon Tyne Hospitals NHS Foundation Trust




© N

Click Search.

©

Type the patient’'s MRN in the MRN field.

Check the correct Patient details are now showing in the top right-hand side

row - If correct, move on to stage 10, if not correct check you have typed in

the correct MRN and repeat stage

7.

10. Select the Outpatient Cardiothoracic encounter.

11.Click OK.

MRN:
91651375

91651375

Date of Bith  Age
RESEARCHNURSE, LARRY | 01/Jan/85

38 Years | Male

Gender  Address

Address (2)

Freeman Hospital | Freeman Road

{ | NHS Number. V
|| sumame:
Forenname:
Date of Birth:
[repopes 55|
Gender: £ 2
l "‘ |EncType EncStatus  Reg Date Disch Date  Treatment Function Attending Clinician Facility Ward Room
FIN NER: [Outpatient _ Active | 21/Sep/202311:10 " Cardiothoracic Tx F.Up _ MacGowan, Guy Andrew | Freeman | FHIOTOPD
Postcode: v
l . |&]
o B
< ) 5
I OK Ii Cancel | Preview ‘ Add Person | | Add Encoun H Modify

12.1f the Future Requests/Appointments window appears, click OK.

Future patient request(s):
Request Action Appointment Type Eariest Request Date  Latest Request Date Created By [

4 Book DERMATOLOGY GENERAL F/UP  22/08/2023-08:00  05/09/2023-23:53 SYSTEM Z

4 Book DERMATOLOGY GENERAL F/UP  23/08/2023-11:47  06/09/2023-2359 SYSTEM Z

4 Book DERMATOLOGY GENERAL F/UP  23/08/2023-11:47  06/09/2023-23:53 SYSTEM Z

4 Book DERMATOLOGY GENERAL F/UP  25/08/2023-07:47  08/09/2023-2353 SYSTEM :

4 Book DERMATOLOGY GENERAL F/UP  30/08/2023-08:45  13/09/2023-2353 SYSTEM :v

< >

Future patient appointment(s):

Curment State Appointment Type Location Begin Date/Time End Date/Time Created By Date Created
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13.The patient’'s name will now appear in the Appointment column — you can
select a specific Consultant and add any comments at this point.

Books Appointment

*Appointment location:

[FHIOTOPD
*Patient name:
|RESEARCHNURSE. LARRY

<GConsultant:

]I«NI Resources»

—_—

14.Click Move to move the patient’s appointment details across to the Work in

progress column.

Work in progress:

[3@ CARDIOTHORACIC SURGERY TX F/UP
é).. Current Schedule
-} FHIOTOPD

.5 Patient

15.Select the appointment date and clinic time slot.

4 2023 » Books Appointment

4 October 4 *Appointment type:

Mo Tu We Th Fr ‘Sa’ ‘Su [CARDIOTHORACIC SURGERY TX F/UP

*Appointment location:

nﬁ

16 19 R *Patient name:

23 24 25 [RESEARCHNURSE. LARRY
3 03 1

FH CARDIAC 1 [0]

FH LUNG CLINIC 1 [0]

.

16.Select Schedule.

Work in progress:

108:00, 1 /UNDEFINED CARDI

L

=43 RESEARCHNURSE, LARRY
-5 CARDIOTHORACIC SURGERY TX F/UP
E] Current Schedule
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17. Click OK in the opening Schedule window.

Schedule - CARDIOTHORACIC SURGERY TX F/UP

Resource:

| FH PROF MACGOWAN CARDIAC TX CL

Default slot:

I UNDEFINED CARDIACTHORACIC SURG TX (08:00 - 08:30)

Time:

30 @J Minutes

[] Distinguish set-up and clean-up durations

18. The appointment slot now changes to an Orange colour — the slot is

now reserved.
19. Select Confirm.

l:@\ Day
=
=

FH PROF MACGOWAN CARD

20. From the opening Confirm window select Consultant in the Correspondence Schedule
Resource field — the consultant’s name will appear on the letter sent to the patient.

fl Confirm
Name: RESEARCHNURSE, LARRY

=-#% RESEARCHNURSE, LARR|  Summary General Offer
=€ CARDIOTHORACIC

=-{f} FHIoTOPD grespondence Schedile Resource:
FH PROF MA
RESEARCHN

MRN: 91651375

DOB: 01/Jan/85

Age: 38 Years Gender: Male
Resource View  Guidelines Notification  C Locks  Eligibili Booking__| »

Consukant

+ Consultant
Comments:

Patient Name Enc Type

RESEARCHNURSE, LARRY Outpatient

Vew || Modfy Set Enc
]
[ ok | okmthModiyEnc || Cance
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21. Select No from the opening Wrong conversation window.

Wrong Conversation

Is this a New outpatient appointm

\“l

22. The appointment slot will now be showing Yellow confirming the appointment — Yellow
signifies a follow -up appointment.

M FH PROF MACGOWAN CARD._.
7, & A
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