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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 

a. Patient Name or MRN 

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 

 

 

 

 

 

 

 

 

 

 

 

 

4. Click Patient Summary (Edit) to enter new patient or update previous patient demographics. 
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5. Fill in or edit the required demographics data or verify existing patient demographics; then click 

Accept. 

a. Address 

b. Phone Numbers 

c. Email    

 

 

 

 

 

 

 

 

 

 

 

6. From the Appointment Desk, click the One Click 

button then select the appropriate Visit Type from the 

dropdown list. 

 

 

 

 

 

 

 

 

 

 

 

 

7. Select the correct appointment time from the One Click schedule display. 
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8. Review the appointment details and click Accept to complete scheduling. 

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

 
 
 

Registration  
Registering the Appointment  

 
1. Check In Registration Interactive Facesheet form 
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2. Click the Documents folder to collect consent form and Notice of Privacy e-Signatures. 
 

 
 

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

 

 
 

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

5. Select Other: Other for Who is responsible for this guarantor account? 
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6. In the Guarantor Information section, enter the correct account number in the Name/ID field. This 

number represents the 

department where you are 

scheduling and seeing the 

patient.  
 

Note: Select the 

appropriate Employee 

Health Clinic Institutional 

account for the 

appropriate hospital. 

 
7. Click Find Existing Account   

 

 

 

 

 

 

 

8. Select the correct Account ID from the list of Employee Health Clinic accounts.  
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9. Click  on the Account/Coverage Wizard form: 
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10. Click Create New 

Account to create 

the hospital 

account. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

11. Click the Visit Info 

folder and complete 

the Accident related? 

field. 

 

 

 

 

 

 

 

 

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

 
 

 

 



 

 

11 Employee Health 

Quick Start Guide 

EPIC TRAINING 

13. Select the correct Client Name. 
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Completing the Appointment 
1. There are two Accept buttons.  

• Accept (with the check mark): Completes the appointment without checking in patient. 

• 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.  
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Employee Health: Placing Orders and Collecting 

Specimens 
 

Orders 
Placing the Order 
 

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

2. In the , 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 

 
 

5. Click  or right-click anywhere in the order composer 

6. Click  or press Alt + S on your keyboard 
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7. Select an Ordering provider 

8. Click Accept 
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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 

 
 

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 

 
 

3. After the Collection Complete button is selected, a patient label and order requisition prints and the 

information is electronically transmitted to designated laboratory services 

4. Return to the patient’s encounter and click  


