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Chapter 4: Appointment Scheduler
Section 1: Scheduler Basics
Lesson: Special User — Introduction to Appointment

Scheduler

Objectives:

Upon completion of this lesson the user will be able to:

o identify and explain various appointment scheduler terminology and
codes;

o choose appropriate appointment codes for a given local agency situation;

o assign time durations to all appointment types, and

o define agency time preferences for AM, PM and Eve appointments

Oregon Policies:

¢ 606  TWIST Minimum Scheduler Usage

Overview:
Welcome to the TWIST appointment scheduler.

Efficient appointment scheduling is the backbone of a well-run WIC clinic. All
clinics use some method of appointment scheduling, whether it is manual,
electronic or some combination of both. The TWIST appointment scheduler is
designed to take the place of other methods of scheduling currently in use.

The appointment scheduler has been designed to be flexible, efficient and user
friendly. It was designed by a group comprised of local agency WIC staff and
state WIC staff, all of whom had clinical WIC experience, from coordinators to
clerks. The scheduler provides for all of the scheduling needs of any WIC clinic,
including individual and group scheduling, re-scheduling, documentation of
appointment attendance, automatic scheduling, appointment notification, and a
computerized wait list.

Two things that all methods of scheduling have in common are appointment types
and appointment type durations (how long a specific appointment will be). This
will be the focus of today’s lesson.

Instruction:

Understanding Basic Appointment Types

There are six basic two character appointment types:
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o New appointments start with an “N” and include the category in the
type. For example, “NC” means “new child” appointment.

. Recertification appointments start with an “R” and include the
category in the type. For example, “RI” means “recertify infant”
appointment.

. Follow-up appointments start with an “F.” There are 3 follow up

appointments, type 1, 2, and 3. The meaning of these appointments is
defined by each local agency.

o Group appointments start with a “G.” There are 2 group appointment
types “group screen” (GS) and “group education” (GE).
. Individual education appointments start with “l.” “IE” means

“individual education.” The “IE” appointment type replaces the old use of
a “follow-up” appointment to provide nutrition education to individuals
rather than groups.

. Food instrument pick-up appointments start with “P” for pick-up.

© See Job Aid “Appointment Types” for more
information.

The starting point for this section is:
Appointment Scheduler = Tables

The duration defines the length of time your agency will set aside for each
appointment type. All appointment types, except generic appointment types, must
have a duration assigned to them. The appointment type duration table is set up
and maintained by each local agency, since the duration for each appointment
type is not consistent statewide.

J/ NOTE: The information you enter during this activity will be used by your
local agency after conversion.
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1. Select “Appointment Type Duration.”

‘—':-‘ Appointment Scheduler - [AS0205 - Appointment Type Durations]
File Edit “Window Help

[+ - =@ |0z s 2na|a|?|
~Belection |
Agency: Harney CHD
—purations I
Code Appointment Type Duration{Min. I;
ot MY APPOINTMENT
» [t FOLLOW-UP THPE 1 5]
Fz FOLLOW-LIP TYPE 2 10
Fi FOLLOW-LP TYPE 3 10
1E 1SROUP EDUICATION &0
15 ISROUP SCREEN &0
[IE NDIVIDUAL EDUCATION 30
] EW AMY 30
C E'y CHILD CERTIFICATION 30
I E% INFAMT CERTIFICATION 30 |
W EW POST PARTUM WOMAN CERTIFICATION 30
P E% PREGMANT WOMAN CERTIFICATION 30
FU PICK-LP FOOD INSTRUMENTS 10
FR RECERT ANY 30 _I
— -
| | August 26, 2002 03 26:13 P | State User 03 | Hamey CHD R
Fieady

1:?Eg‘:ﬂllélﬁ“2:5':5:.1;1“50:0% ﬁSelect Modules | aE:\WINNT\meiI...l REoreI WordPerfe...l |$ N%@ﬁ 326 PM
Figure 1: “Appointment Type Duration” Table

S Appointment _.

2. Enter the duration for each appointment type in minutes using
numerals only.

3. Exit.

J/ NOTE: There will be three appointment types for which you will not be able
to enter a duration: AA, RR and NN. These are generic appointment types and
will be explained in the next section.

Understanding Generic Appointment Types

The starting point for this section is:
Appointment Scheduler = Tables = Generic Appointment Types

When setting up templates to create daily clinic schedules it is necessary to
indicate which appointment type can be scheduled in each time slot. Using only
specific appointment types (anything except AA, NN, RR) in a time slot would
mean that in order for a client’s appointment to be able to be scheduled into that
slot it would have to be an exact match to the one the client needs.
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In order for the system to be flexible there are “generic” appointment types. These
are indicated by the “is generic” check box located in the appointment types
base table. Generic appointment types remove the category requirement from the
regular appointment types for recertification and new to create two generic types
RR (any recert) and NN (any new) that will work for any category. The third
generic type, AA (any appointment) removes the type and category requirement
to create a generic slot that will work for any new or recert appointment for any
category.

? NOTE: Generic appointment types are used for creating time slots for schedules
only and are never used in a client’s appointment record.

Each local agency will determine which regular appointment types can be slotted
into times containing generic appointment types. For example,

. RR (any recert) could mean any combination or all of the recertification
appointment types regardless of category.

o NN (any new) could mean any combination or all of the new appointment
types regardless of category.

o AA (any appointment) could mean any combination or all of both

recertification and new appointment types regardless of type or category.
See the scheduling examples below.

Example A limits what category of new or recertification appointment can be
scheduled any a given time. This means when the system looks for an
appointment for a client it will ignore any open appointments that do not
exactly match the client’s appointment type and category.

Example A
8:00 NW
8:30 RI
9:00 NC
9:30 RW
10:00 NI

Example B limits only when new appointments and recertification
appointments can be scheduled and does not care about category. When the
system looks for an appointment for a client it will ignore any open
appointments that do not match the type of appointment the client needs (recert
or new), but will disregard the category.
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Example B
8:00 NN
8:30 RR
9:00 NN
9:30 RR
10:00 NN

Example C does not limit by type or category. When the system looks for an
appointment for a client it will find all of these appointments to be available for
any new or recertification appointment regardless of category.

Example C
8:00 AA
8:30 AA
9:00 AA
9:30 AA
10:00 AA

J/ NOTE: It is up to each individual agency to determine which (if any) generic
appointment types will be used and what regular appointment types will be
included in each generic type.

You will now be associating regular appointment types with generic types.

o All regular appointment types you associate with a particular generic type
must have the same duration. For example, if you want to associate RC
and RI with generic type RR, both RC and RI must have the same
duration.

o Before beginning this exercise check the appointment type duration table
to ensure that appropriate times are entered.
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‘—':-‘ Appointment Scheduler - [AS0605 - Generic Appointment Types]
File Edit “Window Help

(B + - wE 0% | 3 b@|S|2
.ISeIecI:ion !
Agency: Harney CHD Genetic Appointment Type: JHEW Aty
[Appointment Types [~
hy
Code Appointment Type Duration (Min)l Select I

» F1 FOLLOW-LIP TYPE 1 15 [
Fz FOLLOW-LP TYPE 2 10 I_

F3 FOLLOW-UP TYPE 3 10 I_

[aE fGROUP EDUCATION &0 I_

155 faROUP SCREEM &0 I_

E [MDIVIDUAL EDUCATION 30

C E' CHILD CERTIFICATION 30 |7

I E' INFAMT CERTIFICATION 30 |7

i E' POST PARTUM \WOMAN CERTIFICATION 30 |7

P E' PREGMANT WOMAN CERTIFICATION 30 |7

FuU PICK-UP FOOD INSTRUMENTS 10 I_

FC FECERT CHILD 30 I_

Fl FECERT INFANT U

i FECERT POSTPARTUM \WHOMAN 30 I_

FP FECERT PREGMAMNT WOMAN 30 I_

| August 26, 2002 02:27:24 P | State User 03 | Harney CHD .

| Ready
1:?E??JS%“2:5':3:.;&1“50:0% ﬁSelect Modules | S Appointment _. aE:\WINNT\meiI...l REoreI WordPerfe...l |$ N%@ﬁ 327 PM
Figure 2: “Generic Appointment Type” Table

1. In the selection area, click the drop down list on “Generic
Appointment Type.”

2. Select “AA (any appointment).”

3. In the appointment types area, click the select box beside each
appointment type you want to include in the AA type.

4. Save.

Set Time Preferences

The starting point for this section is:
Appointment Scheduler = Tables

The Time Preferences Table is used to specify how your agency chooses to define
the “AM”, “PM” and “EVE”. For example, one agency might call any
appointment after 4:00 p.m. and “evening” appointment, while another agency
might prefer to start “evening” appointments at 5:00 p.m. The Appointment
Scheduler uses this table when it matches appointment requests with time
preferences indicated.
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J NOTE: Time preferences can only be set for the whole agency, not for each
individual clinic.

1. Select “Time Preferences” from the drop-down list of tables.
2. Enter the start time and end time for each time preference.

3. Click “OK” and exit.

‘—':-‘ Appointment Scheduler
File Scheduling ‘wait List Tables Output “indow  Help

LA
AS51005 - Time Preferences
_l Selection I—
Agency: ISaIud Medical Center
_I Preferences I—
AM From:ES:DD AM AM To: |12:DD P
PM From: |12:DD PM PM To: FS:DD P
Ewve. From: FS:DD PM Eve. To: F?:DD P
OK I Cancel |
| Ready | December 13, 2002120256 FM | Susan Greathouse | 5alud Medical Certer

= ] Slalll“ 8 Groupwize - M... | Microsoft “whord | RWordPerfect g |

Figure 3: “Time Preferences” Table

| R N o 1202

B8 Select Modu._. | (23 Appointment Sc...

= Practice Activities:

Use your Data Entry Document to associate real appointment types with each
generic appointment type following the steps listed above. Only one user from
each agency can enter information. One can read off the information while other
data it into TWIST.

& Notes:
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