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Introduction

This program is designed to assist you in organizing a systematic approach to
scheduling appointments for your clinics and provides accurate up-to-date records
within your health department.

Please review the manual carefully to obtain the maximum benefits. Little or no prior
computer experience is necessary to operate this pr ogram.

About This Manual

The Appointments Module is simple to use . The maximum benefit
with the least time spent will be obtained if you s tart at the first page
of this manual and follow the directions exactly as you enter the first
record in your computer.

Square boxes in this manual surround the key that you are to press on your keyboard.

As an example, when you read ENTER , press the enter key on your keyboard.

The word
TYPE s followed by bracketed [ ] instructions of what to type into a field.

Note: For Technical Support, email: helpdesk@hdis.org



Navigation

Whenever you see one iz click the left side of your mouse once.

Whenever you see two @i click the left side of your mouse twice.

Navigation Keys For Entering Information

or ENTER | to move to next field
[ Shift ][ Tab ] or Up I to go back one field

Alt + E] places you in the receipt screen.

Editing Keys

] deletes one character left of cursor

deletes one character

inserting & overwriting modes

When you see a pull-down field, click the arrow to the right to view all your choices.

[ Backspace
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Starting HDIS
MICROSOFT Windows Users

Start
Programs
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Health District Information System Menu Bar

* Health District Information System
Management Services  Envitonmental Health - Community and Public Health Servicss  Vital Statistics  Maintenance  About  Exit

HDIS (Health District Information System)
has several different modules designed to
assist your health district in its day-to-day
operations. The Appointment Module is a
great addition to these modules and helps
simplify scheduling appointments.

Community and Public Health

Appointment Books

Wital Statistics  Maintenance  About  Exit

Adult[Travel Immunizations
BCMH

Childhood Immunizations
Clinical Services-Billing
Communicable Disease
Early Intervention

Flu [ Mass Clinic

Health Cliniics

Help Me Grow

HIPAL

HIV/AIDS Test Site Data Systems

Hame: Visit

Lead Clinic

Making Tracks Client

MursefEmplayee Daily Warks Sheets

QIMRI

Outbreak

Payin Reports

Receipts

Tuberculosis Testing, Surveilance and Contral
User-Defined Databases »
“welcome Home Newborn visits




Adding an Appointment Book

ExportfImport Appaintrent Books
Field Mames

General Profile

Letters

Printer Setup

Reindex/Pack Appointment Book Data Files

M| Add/Delete/Modify Appointment Books

Marme Ahbreviation |Module : Closa
FLU CLINICS FLU E| =
ADULT IMMUNIZATIONS  [ADUL ;| L
IMMUNIZATIONS IMAMAL j Delete
Frint

L o

The “Add/Delete/Modify Appointment Books " window allows you to add the different
appointment books that you would like to schedule in. To add an appointment book,
simply click “Add” and type the name of the book in the “Name” field, give the book an
abbreviation (4 characters) and finally choose which module the book will be used for.

When you are finished adding your books, click the “Close ” button.



Creating an Appointment Book

gy
A= Create An Appointment Book

. Appointment Books - Health District Information System

BookjPrint An Appointrment REERER WS- 8 Reporks  Maintenance  Return

& Appoinment Schedule @

Create An Appoinment Book

Year Appointment Book Select Month
‘QDDS lFLUCLINICS j Jan | Feb |IMar | Create Book |

Apr | May | Jun

Jul Aug | Sep

Cct Nov | Dec Close |

The “Appointment Schedule ” window will create the appointment books for the books
that you just have added in the “Add/Delete/Modify Appointment Books " window.
Enter the year and choose the appointment book. Finally, select which month you wish
to create the appointment book. The month that you will select will turn BLUE.

Field/Button Description

Year Enter the year of the book

Appointment Book Select the book

Select Month Click the month you wish to create the book
Create Book Click to create the book for the month
Close Closes the window




Wﬁ Create Book

m Create An Appoinment Book for FLU CLINICS

B

Choose Interval

Interval

D

March, 2008
Block Out Days Block Out Times
Sun Mon Tue Wed Thu Fri Sat AL P.M.

% W 1200 w1230 [T 1200 [ 1230

v 01:00 v 01:30 [ 0100 [ 0130

X X X X X X X v 0200 W 0230 [ 0z00 [ 0230
v 0300 v 0330 [~ 0300 [ 0330

X X X X X X X v 04:00 |v 04:30 v 0400w 04:30
X X X X X X X v 0500 W 0530 [v 0500 [v 0530
W OB:00 v 0630 [v 06:00 [v 0630

X X 3 X % X X v 0700 [v 0730 [v 0700 [v O7:30
X X [~ 0300 [ 0&30 v 0300 [v 0830
[ o900 [ 0®30 [v 09:00 [v 0930

1000 [T 10:30 v 1000 [w 10:30

[T 1100 [ 11350 v 1100 [v 11:30

1 EI: Change to Double, Triple or Guadruple Book Appointmenmts

Create Times

Close

The “Create Appointment Times ” window allows you to choose the time between
scheduled appointments (Interval ), days that are available for scheduling appointments
(Block Out Days ), and the times that are available for scheduling (Block Out Times ).

Field/Button

Description

Interval

Interval of appointment times in minutes

Block out Days

Click on the days when appointments are able to be
scheduled ( x represents no appointment on that day)

Block out Times

Click on the times when appointments are able to be
scheduled; times with a checkmark will be blocked out.

Create Times

Click to create available appointment times

Close

Closes the window




(\‘,,7
UE Create Times

After clicking the “Create Times ” button, the window above will appear prompting you to
double check your interval. Click “OK” to finish creating the book.



Book/Print An Appointment

Book/Print an Appointment

This window allows you to select what book you would like to book appointments
Simply enter the year and choose the appointment book.

Field/Button Description

Year Year of the book

Appointment Book Select the book you wish to schedule in

Book Appointment Click to navigate to the appointment book window
Close Closes the window




Book/Print an Appointment

The “Book Appointment " window is where you will book your appointments. The
upper left hand corner displays whose appointment book you are in and the year for that
appointment book. The month and day that you are scheduling will appear in BLUE.
The days that appear in BLACK are other days in the specified month that are available
for scheduling. The days that appear in RED are the block out days that are

unavailable for scheduling.

Field/Button Description

Name Enter the name of the client

Address Enter the client’s address

Phone Enter the client’s phone number

DOB Enter the client’s date of birth

Age Enter the client’s age

Parent Enter the parent’s name

Phone Enter the client’s phone number

Initials Enter your initials if you are scheduling the appointment
Service Enter the type of service for the appointment
Comment Enter any comments on the appointment

Find Name in Table

Click to find the clients name in the database




Clear Name*

Right click to clear the clients’ name

Search Book for Name

Search the appointment book for the client’'s name

Book Appt. Click a time in the Grid, then click to book the appointment
Clear Appt.* Right click to clear an appointment

Move Appt.* Right click to move an appointment from the grid

Print Click to open the print window

Delete Appt.* Right click to totally delete an appointment time from the grid
Add Appointment Click to add an appointment time to the grid

Only Available Click to view available appointment times only

Close Closes the window

Search Book for Name

Click to search for other appointments with the same
name/location

**** The Appointment Books module can be accessed from a
Module by pressing ALT-A on your keyboard. All inf
that module will be transferred into the appropriat

ny HDIS Nursing
ormation from the record in
e fields in the appointment

book (i.e. name, address, DOB, age, phone, etc).
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Find Name in Table

This window allows you to locate a name that had been previously entered in the HDIS
system. However, if the name is not in the table, you are able to add it for later use.
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Book Appointment

When you are ready to book your appointment and the information on the client is
correct, select the time of the appointment you would like to schedule for by clicking in

the row next to the time you selected. For instance, in this case the appointment for
8:30 am was chosen.
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Add Appointment (double book)

The “Add Appointment " button allows you to add additional appointment times in your
appointment book. For example, instead of having just one appointment at 8:30 am, you
can add a second one at 8:30 am. In essence, you will now have two available
appointments at 8:30 am.
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Print Button

The print window allows you to print nine different forms as well as an immunization
record for the patient. Simply choose which operation that you would like to print and
click OK. To preview your print, click the “Preview” option.

Print Options

Field/Button

Description

Print Daily

Prints a list of your daily appointments

Print Daily (all times)

Prints a list of your daily appointments with all times

Print Mailing Labels

Prints mailing labels for your appointments

Print Envelopes

Prints envelopes for your appointments

Print Letters

Prints letters for your appointments

Print Immunization Record

Prints the immunization record for the client

Print Demographic Info

Prints the demographic info for the client

Print Routing Slip (Daily)

Prints the daily routing slip

Print Routing Slip (individual)

Prints the routing slip for the individual

Print

Prints the report

Preview

Previews the report
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Maintenance - Add/Delete/Modify Tables

Maintenance

The maintenance menu contains a list of tables that you can modify for your program.
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Appointment Books

Field/Button Description

Name Enter the book name

Abbreviation Enter the abbreviation for the book

Module Choose the module that the book will be used for
Close Button Closes the table

Add Button Adds a book to the list

Delete Button

Deletes a highlighted entry

Print Button

Prints the list

16




Duplicate Appointment Date

This will take a specific day in an appointment book and duplicate those times in other
days of the month. You will be able to duplicate a very complicated day that you have
previously created.
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Export/Import Appointment Books

This function allows you to export your appointment books to a laptop if you wish to
book appointments at locations outside of the office such as satellite clinics. When you
are completed and return to the office, there is a function that allows you to export the
appointment book(s) back onto the system.

Field/Button Description

Select Click to either export or import appointment books
Name of Book Name of book

Year Year of book

Export Appointments to
diskette

Exports selected appointment books to a diskette

Import Appointments from
diskette

Imports selected appointment books to a diskette

OK

Click to export/import books

Cancel

Click to exit the window
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Field Names

The field names listing can be very useful in determining what fields you wish to utilize
to capture data for letters and when creating reports for that data. The program will
display a list of names that you can print.
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General Profile

The General Profile enables you to enter the basic information for your health
department.

20



Letters

The HDIS system provides you the flexibility to write standard letters that can be sent to
clients. These letters will pull data through use of the *. The * is placed on each end of
the field name that you want to pull into the letter. Use capital letters to describe the
field name. The letters are automatically addressed to the caregiver of the client.
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Reindex/Pack Appointment Book Files

The print setup allows you to choose from what printer you would like to print. Select
the printer in the name dropdown and click “OK”.

Reindex/Pack Appointment Book Files

This function is only needed should your data be corrupt due to a power failure. Please
contact CHC Software if you have any questions or concerns.
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