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Employee Health: Schedule and Register
Appointments Using One Click

Scheduling
Creating the Appointment

1. Click Find Patients on the Hyperspace Toolbar =
2. Click Appts
3. On the Patient Lookup window, enter patient
information Cadence [ Deeéens
a. Patient Name or MRN e
b. Patient’s SSN or the last 4 digits with an *
c. Patient’s Sex
d. Patient’s Birth Date
e. Click Find Patient; or
f. For a new patient, click New

Select Patent | Palierd Search | Bacent Patients Family/Group  Temporary Groups

namenn (B} TEST, EMPLOYEE HEALTHPATIENT | EP1ID

v QB e (@ b

Birik dale 2AN0AGET? Transplant P1
Phong # Iip Code
Alt Phone # Dapaimant

™ Lse sounds-lke

o Mow e Eind Patiand Claar Cancal

4. Click Patient Summary (Edit) to enter new patient or update previous patient demographics.

Appointment Desk for Test, Emphealtheight [100170247]
Appt Desk 4 | # & o] -] & D A @ B

Dowmniime : MakeAppl One Click : Walkin  QuickAppl Clagses WailList History Ringrary  Locabe Wik View

t

Patient Summary (Ed ¢'_'I

Test,Emphealtheight {20 yis) N

; Heg Status:  New DO 57988
= 55N 888-58-5888 Praeferred
by Languagi
Homa Mabale
L]
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5. Fill in or edit the required demographics data or verify existing patient demographics; then click

Accept.
a. Address Demographics
b. Phone Numbers B
c. Email PO = healiheighi Tos! 7] ssn 269.83-8883
Sex Female Birth date 5711998 Aliases 1
1-Pe 2-TemporaryAddress 3 Confidential Addross
Address Contact Number Type  Number = LJI
o ' information 1 Home Phone M -
2 Work Phone
City (or 2IP) ] 3 Mobile ~|
State 3 P 4 Email ° none@none com ’
County Comments
Country United States of America
Neods intarpreter? ] Pref language: ]

6. From the Appointment Desk, click the One Click

. . . Appointment Desk for Bologna,Julie
button then select the appropriate Visit Type from the PP . g
dropdown list o g A © =
p ' Make Appth One Click Walkln  QuickAppt  Wwait List
Anirmal Handler
Boloc Annual Health Assessment
745 R: BBF (Blood Borne Pathogen)
5 <
&/ |HOUS HAZMAT (Hazardous hMaterial Exposure)
Injury Follow Up (OJl Fallow Upg
= LETI {Latent TE Infection)
MHew Hire (Mew Employee)
Guar |
g MHon Occupational Yisit
@ Future Murse Wisit (Emplovee Health)
II: Ol (On The Job Injury)
ﬁ Switch current deparment

7. Select the correct appointment time from the One Click schedule display.
- w» | Dne Click &

Apot Dk = Mow Search [abe: 4M602018 Appl noles:

J‘\-‘""-u"‘""‘#

e Clich Animal Handler ()

Today, Monday Apail 16, 2018
HMH EMPLOYEE HEALTH in HMH EMPLOYEE HEALTH
& Patient slready hat an appointment scheduled on this day

FOOPE FISPM RIOPM 245PM 1OPM 3SPM L30OPM R4SPM L00PM E1SPM SJ0PM 4ASPM S5oD0 PR
&) mn & &mn o B0 &) rn &) rn & mn &mn B0 B0 &) &

Fa
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8. Review the appointment details and click Accept to complete scheduling.

A
Wednesday Sep 11, 2019
HMH EMPLOYEE HEALTH QHMH EMPLOYEE HEALTH
Appt at 2:20 PM (60 min) A

ANIMAL HANDLER % AddtoWaitList ~ & Mark as Confirmed

Insurance = Copay (NO Additional DetaHs)

(None) $0.00

Effective Dates

(None)
v x

Accept Cancel

MyChart Signup window will appear if the patient does not have a MyChart account.

Howe wiould this patient like to receive MyChart signup info

MyChart Signup

=

rmation?

L) =)

Send Text Print Let

Send Email

©

Ask Later

i‘;’

Patient Declined

=

ter Open Proxy Access

Registration
Registering the Appointment

1. Chec

hedk

KIin Registration Interactive Facesheet form

<] -~ fa g

G A abhen Adbe
.ty

Astrakhan,
Foman | AZFYTE 108 g | V13900600 | RN 2006000

——— 764 Ronave Cove
MOUSTON T M0
Drovader 1143

® il Adowts T
O Decumarns

N S Tagrswed Abdam G4

Patae Comtan
| & specar mtng ves T

=]

Uingrend | vuly paart

Guarantors.

X
- ““w:‘\*

Concgan Sty (Sniwiat

e

NS AT

70440 500

12 855 o1

P R
Contarpenat [raw gy Mowdon Tctic Li

Shaukng 1 of 1

)..

[T T —

& Coverages
m‘f‘f" "'\‘ J ‘~-~..,.‘." "M — M R W
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2. Click the Documents folder to collect consent form and Notice of Privacy e-Signatures.

Registration
#h R A

Appt Desk PCP
25 Test Emphealtheight
Visit Info

Px/Ox
Provider Info

B5 Hospital Accounts

n 5 = 3 = v L © (o) g
Audit Trall  Verify Pt MSPQ Referrals View MSPQ PatientFYl Family Lookup Assoc Recs RegHistory Auth/Cert Linkage)
Documents
Type of Document  Description Status Date Received ;]

PO Add - Consent fc
Telemedicine Conse
PAS Patient Disclog

Not Received [11
Not Received 11
Not Received [11

25 Documents CBO Auth for Disp &
vCBO ROI

Medicare Message

| % speciatty silling info

Hosp - Consent for T
‘Medlcare OF Obs N
|Care Everywhere Oﬁ
|PO - Consent for Tre

:Nolice of Privacy F'r{|

Expand | Scan

E-Sign

Not Received 11

Not Received [11)
Not Received [11

Not Received [11

| Not Received [11)

Delete |

-

[™ Show all documents

Click the Hospital Accounts folder then select the Add Guarantor hyperlink.

B% Zztesthm, Emphealthsix Patient class: [m ,O] Guarantor acet type: Institational
Visit Info
Px/Dx This Encounter
Provider Info Patient Class Outpatient Guarantor Zztesthm,* [810] Diagnosis
UnitDept HEH Provider Hmh Employee”
B5 Hospital Accounts
8 Documents Select a hospital account for this encounter
I & Specialty Billing Info = Create New Hospital Account @
Account 1D - Guarantor Relation to Patient DOB Address
o 810-
. THSIX Self 5/7/11999 12542 WellPark Street
Add Guarantor

4. Verify the guarantor account type is listed as Additional Type: Institutional.

5. Select Other: Other for Who is responsible for this guarantor account?

Employee Health
Quick Start Guide
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6. In the Guarantor Information section, enter the correct account number in the Name/ID field. This
number represents the [Account/Coverage Wizard
department where you are

SCh.ed u I I ng a nd seel ng the Account Questionnai.. Add Guarantor Account Questionnaire
patl e nt. Coverage Selection

What is the service area for this guarantor account? HOUSTON METHODIST SERY,
NOte,‘ SeIeCt the What type of guarantor account would you like to add to this patient?
appropriate Employee © Personal/Family " Workers' Comp ¢ Third Pa & Addl Type Institutional

Who is responsible for this guarantor account?

Health CIiniC InStitUt,onaI 0 Self ¢ Employer € Spouse € Father © Mco(? Other  Other
aCCOUI’)t for the Guarantor Information
appropriate hospital. (6 Lo ssh:
Sex: Birth date:
7. Click Find Existing Account e o
mployer ate of injury:
Select a Patient | Clear

Create New Account | Find Existing Accouml

8. Select the correct Account ID from the list of Employee Health Clinic accounts.

Given Criteria s
Name: employee health DOB:

Sex: S8N: v
Type: Institutional Service Area: HOUSTON METHODIST SERVICE AREA

Wt |Account ID  |Guarantor Mame & SEN DoB Address P:ﬂ
113 5004751 EMPLOYEE HEALTH CLINIC HMH.IMNSTITUTIONAL sox-00-0000 ATTN: SUSANA BALDERAS, HOUSTOMN E
113 4217709 EMPLOYEE HEALTH CLINIC HMSJLINSTITUTIONAL xoe-xx-0000 17142000 Candice Parrack, BSN, RN, BAYTOWN E
113 4476136 EMPLOYEE HEALTH CLINIC HMSL.INSTITUTIONAL sox-06-0000 1/1/1900 ATTN: Jameka Means - Employee Health Clinic HV E
113 4154334 EMPLOYEE HEALTH CLINIC HMSTJ, INSTITUTIOMNAL sox=-00-00000 17141901 ATTN:KRISTY HANKS, HOUSTON E
113 3623117 EMPLOYEE HEALTH CLINIC HMTW_INSTITUTIONAL sox-06-0000 1/1/1900 17201 145 S, The Woodlands E
113 4153965 EMPLOYEE HEALTH CLINIC HMW INSTITUTIONAL 10/22/1973  ATTN: PAULA R SMITH, RN, HOUSTON E
113 4476208 EMPLOYEE HEALTH CLINIC HMWE, INSTITUTIONAL sox-00-0000 ATTN: KIMBERLY RUSHING, HOUSTOM E

4 | »

Results loaded: 55

Employee Health 8
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. |+ Einish .
9. Click =" lon the Account/Coverage Wizard form:

Ppccount/Coverage Wizard
= L

GuarAcct Mote  Ent Guar Summ

Account Questionnaire Guarantor Demographics

Giaranteriinis Senice area: HOUSTON METHODIST SERVICI  Account status: 1 ctive Staff [121 pl : |
Coverage Selection Account type: Institutional Active? [y Account contact: EMPLOYEE HEALTH CLINIC HM!|
Name: EMPLOYEE HEALTH CLINIC HM|  Associated patient  Epp| OYEE HEALTH CL Select
Address link? No Rel to patient: Other
Address: 17201 145 S SSN & type: 000-00-0000 [*||/Standard Unknd
Attn: Employee Health . . .
Sex: u Birth date: |4;49000
City (or ZIP): The Woodlands Home phona: 936-494-5700
State: TX ZIP- [77385 Work phone:
County: MONTG! | Country: US Fax:
Email: 6]
Guarantor Employment
Employer: HOUSTON METHODIST HOSF Employment status:  Fy|l Time
Address: Employment date:
Employee [D:
City (or ZIP): Occupation:
State: ZP: Phone: 713-790-3311
County: Country: \US Fax:
1 Restore 1 Back  § Naxt + Finish

Employee Health 9
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10.Click Create New Check In
Account to create ® & o @B @ v % v 8 2 B -

Appt Desk BCP Audit Trail MSPQ Yiew MSPQ PatientFYl Referrals  LCDiABN  Benefits Quiside Records AcctMaint HospAcct Mote
the hospital

2% Astrakhan Julie Patient class: 0| BGuarantor acct type: Institutional
account. Visit Info
P/ This Encounter
Provider Info Patient Class: Qutpatient Guarantor. INSTI Diagnosis:
Unit/Dept HEH Provider. Hmh Employee*
% Hospital Accounts
= Documents Select a hospital account for this encounter
I‘ Specialty Billing Info = Create New Hospital Account @
Account 1D - Guarantor Relation to Patient DOB Address
& 910- EMPLOYEE HEALTH
®  CLINIC HMH,INSTITUTION=  ©ther G SRR L ELETY
Add Guarantor

Train,Employee Health Hospital Account 4000018221
Visit Info

Account Overview
Px/Dx

Mame: TRAIN,EMPLOYEE HEALTH [4000018221]
Class: Outpatient Hospital Account Status: OPEN

Guarantor: EMPLOYEE HEALTH CLINIC H... Financial Class: Self-pay Gl Mam At
Guarantor Type: Institutional —

Service Area: HOUSTON METHODIST Location: HMH PARENT

Provider Info

Hospital Accounts
= OP - TRAIN,EMPLO...

Registration

11.Click the Visit Info - .~ S T . SRR, - U o = 2 v

Appt Desk PCP Audit Trail Ver;;?i MSPQ Referrals View MSPQ PatientFYl Family Lookup Assoc Recs RegHistory AuthfCertLinkage AutH
folder and complete

%5 TestEmphealtheight VISt Info
the Accident related? Guarantor Accounts
f' Id Px/Dx ID-Name Type Status Rel to Pat Balance
ield. T @ 668-EMPLOYEE HEALTH CLINIC HMHNSTITUTIONAL  INSTI Other 558.00
& Hospital Accounts Visit Coverages

& Documents

No active coverages on the selected visit guarantor

IP‘; Specialty Billing Info

Visit claim:
Private encounter? Qccident related? |m [s) )
Expected acct type: Survey Opt Out?

12. Click on Specialty Billing Info form and enter the Client billing code for the correct entity.

Registration

L4 o R A B £ 53 v ol =Y = 9
Travel Screening ApptDesk  PCP AuditTral  WMSPQ  Referrals View MSPQ PatientFYl FamilyLockup ViewWQs AssocRecs Reg History
= Research Study
Visit Info
Px/Dx There are no active research study enroliments you are authorized to link to this encounter.

Provider Info
B% Hospital Accounts

B Documents

| | Client billing: || pl |

| | %= speciaity Biling Info _
Transplant review: | |

Employee Health 10
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13. Select the correct Client Name.

Search | Recent

[%][ cClientiD |

Client Name

I Billing Status | Client Type I Address

HMHO00...
099997488
HMSLOO...
HMSTJ00...
HMTWOO....
099992018
HWMWB00. ..

EMPLOYEE HEALTH CLINIC HMH
EMPLOYEE HEALTH CLINIC HMS.J
EMPLOYEE HEALTH CLINIC HMSL
EMPLOYEE HEALTH CLINIC HMSTJ
EMPLOYEE HEALTH CLINIC HMTW
EMPLOYEE HEALTH CLINIC HMW
EMPLOYEE HEALTH CLINIC HMWWE

Active
Active
Active
Active
Active
Active
Active

ATTM: SUSAMA BALDERAS 6565 FANNMIN SMA555

Candice Parrack, BSM, RM Employee Health Clinic HMSJ 43
ATTN: Jameka Means - Employee Health Clinic HMSL 16655

ATTM:KRISTY HANKS 18300 ST JOHM DR
ATTN: DEBBY HUGHES 17201 Interstate 45 South

ATTN: PAULA R SMITH, RN 18500 KATY FREEWAY MWHH

ATTH: KIMBERLY RUSHING 18220 Tomball Plwy

<]
9 records total, all

records loaded

b

'  Accept X Cancel

Employee Health
Quick Start Guide
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Completing the Appointment
1. There are two Accept buttons.
e Accept (with the check mark): Completes the appointment without checking in patient.
e Accept (with the lightning bolt): Completes the appointment and automatically checks the
patient in. The patient will then appear as arrived (AR*) on the Appointment Desk.

v &ccept‘f Accept

@ Future J

Encounter Date Time Appt Wisit Type Pravider
5/10/2018 Thu 11:30 A{Ar) 60 ANIMAL HMH EMPLOYEE
HANDLER HEALTH

P T ek N N R P L T

Department Appt Motes Op

Employee Health 12
Quick Start Guide



EPIC TRAINING

Employee Health: Placing Orders and Collecting
Specimens

Orders
Placing the Order

1. Double-click your patient from the Schedule workspace to open the appointment

»

Express Lane

2. Inthe , navigate to the Employee Health SmartSet. Expand the appropriate visit type
and select orders that you wish to place
3. Click the blue summary sentence to modify details of the order, if necessary
4. Ensure that the following information is selected in the order composer
a. Status: Normal

b. Class: Clinic Collect

CBC with platelet and differential
Qj Routine, Clinic Callect, Resulting Agency - HMH DEPARTMENT OF PATHOLOGY AND GENOMIC MEDICINE

" Accept | X Can
Status: @tanding Future

Priority: Rauting STAT

Class: Clinic Colle Lab Colle M Draw Station

Lab: Resulting Agency:  |HMH DEPARTMEI | collection Date:

Collection Time:

LabCorp Has the patient fasted?
Yes | No
Comments: Click to add text (F6)

Show Additional Order Details ¥

" Accept | 3 Cancel

5. Click L or right-click anywhere in the order composer
v
. Sign Express Lane
6. Click or press Alt + S on your keyboard
Employee Health 13
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7. Select an Ordering provider
8. Click Accept

Ordering Information
Order mode

Per protocol: no cosign required

Ordering provider

7]

Authorizing Providers
For procedures

Entry Information
Entered by

Comments

Providers

E3

Filter: [] Nearby

" Accept ¥ Cancel

Employee Health
Quick Start Guide
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Specimens
Collecting the Specimen

1. After signing the Express Lane, a specimen collection task is automatically generated. To access it:

a. Click the Charting activity
b. Click the Collect Specimens section
c. Click the Collect Specimen link

4 = v Charting o
) BIOMETRIC SCREENING Vitals Collect Specimens Enter Resulis Mursing Motes SmartSets Sign Visit
I No data found.

Express Lane

 Specimens to Collect

W Orders Needing Specimen Collection

Chart Review
vyt Ordered
05/07/18 1150 CBC with platelet and differential - Prio: Routine, Needs to be Collects
Scheduled Task
05/07/18 1151 Collect Specimen

18] Reprint Lab Labels
(24h ago through future)

Sign Yisit Start
05/07/18 0000 CBC with platelet and differential R

NS

2. Complete the Collect Specimen window by verifying that the Specimen Type is Blood, entering a

Collection Date and Collection Time and clicking the Collection Complete button
[x

i - - Collect Specimen

Specimen Src:

C.—‘)

Specimen Elood

Type: . ~

! TETY Collection Date:( 1] )Cc-llectl-an T\ms:

Collected By: |FAMILY MEDICIME, M1~

Blood

¥ CBC with platelet and differential [3787214]

Scheduled: Wed Apr 25, 2018 10:11 AM
Ordered: Routine, Clinic Collect, Resulting Agency - HMH DEPARTMENT OF PATHOLOGY AND GENCMIC MEDICINE

( Collection Complets D Cancel |

3. After the Collection Complete button is selected, a patient label and order requisition prints and the
information is electronically transmitted to desighated laboratory services
Sign vVisit

4. Return to the patient’s encounter and click
__________________________________________________________________________________________________________________________________________________________|
Employee Health 15
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