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Chapter 4: Appointment Scheduler
Section 4: Scheduling Appointments
Lesson: Family Appointment Record

Objectives:

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

. maneuver between the “Family Record” screen, “Find Appointment”
screen, “Appointment Request” screen and “Client Search” screen and
understand how they interrelate; and

. read and understand all sections on the “Family Record” screen.

Overview:

The “Family Appointment Records” screen is the focal point of all searches,
creating appointment requests and booking appointments throughout the
Appointment Scheduler area. This screen allows you to view all family members
appointment records on a single screen which makes it quick and easy to find
appointment details for all family members, coordinate family appointments,
manually schedule appointments or create appointment requests. A history of
canceled and rescheduled appointments is also available from this screen.

Instruction:

Reviewing “Family Appointment Records” screen

The starting point for this section is:
Appointment Scheduler = Scheduling = Family Appointments

1. Select “Family Appointment Records.”
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Figure 1: “Family Appointment Records” Screen

There are four sections to the “Family Appointment records” screen,
“Selection,” “Pending Requests,” “Family” and “Client Appointments.”

2. Search for and return with client to “Family Appointment
Records” screen.

2.1  The “Selection” section displays the “WIC ID,” “Name” and, if
known, “Risk,” “Language” and appointment preferences for
“Time Pref.” and “DOW?” (day of week).

2.2  The “Pending Requests” section shows any appointment
requests currently pending.

. “Clinic” displays the clinic where the appointment request
is to be scheduled.

. “WIC ID” displays the WIC ID of the family member to be
scheduled.

. “Month” displays the month the appointment request is to
be scheduled in.
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2.3

“Appt. Type” displays the type of appointment to be
scheduled.

“Topic” displays the code for the class topic if the
appointment type is “GE.” (Group Education). If the
appointment type is other than “GE” this field will be
blank.

If the appointment type is “GE”, the title of the class will
display in the “Group/Class” field. If the appointment
type is “GS” (Group Screen) the real appointment type for
the group screen will display. If the appointment type is
other than “GE” or “GS” this field will be blank.

“Time Pref” displays time preference associated with the
specific appointment request. If no time preference, the
field will be blank.

“DOW?” displays the day of week preference associated
with the specific appointment request. If no day of week
preference, the field will be blank.

If the user has indicated that an interpreter is needed for the
appointment requested, the “Intr” field will display “yes.”
If an interpreter has not been indicated, the field will be
blank.

If the user has indicated a language other than the client’s
usual spoken language for a specific request, it will display
in the “Lang” field.

The “Auto Sched” field indicates whether or not the auto
scheduler is intended to schedule the appointment request.
When the user clicks the “Select” box beside a specific
request, the “Find Appointment” and “Modify
Request” buttons become enabled. The “Find
Appointment” button takes the user to the “Find
Appointment” screen to schedule an appointment for the
specific request. The “Modify Request” button takes the
user to the “Appointment Request” screen where the
request the user selected is available for modification.

The “Family” section displays the “WIC ID” of any family
members on WIC, and allows you to select a specific client in
order to create a request, put them on a wait list or find them an
appointment. When the “Select” check box for a family member
is chosen, the “Create Request,” “Find Appointment,” “Put
on Wait List,” and “NE Refusal” buttons are activated.
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Figure 2: “Appointment Request” Screen

. The “Create Request” button takes the user to the
“Appointment Request” screen for an appointment request
to be created. Up to three family members may be selected
at a time.
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Figure 3: “Find Appointment” screen

3 Appointment ...

. The “Find Appointment” button takes the user to the
“Find Appointment” screen to schedule an appointment. Up
to three family members may be selected at a time to
schedule appointments for.

. The “Put on Wait List” button will take the user to a pop
-up screen to choose which wait list to place client on. Only
one family member at a time may be placed on the wait list.

. The “NE Refusal” button brings up a pop-up screen for user
to document participant refusal to attend a second NE contact.

2.4  The “Client Appointments” section displays scheduled
appointments for all the family members on WIC. From this area
an existing appointment can be rescheduled, and the user can view
the family’s appointment cancel/reschedule history. Past
appointments are archived off of this area 11 months after the
appointment was last modified.

. “Clinic” displays the clinic the appointment is scheduled in
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. “WIC ID” displays the ID number of the family member
scheduled. Data in this column can be resorted by clicking
on the column heading.

. “Appt. Date” displays the date of the scheduled
appointment. Data in this column can also be resorted by
clicking on the column heading.

. “Start Time” displays the start time of the appointment.

. If the local agency is using family precoding, the “Fam”
field will display an “F” in the appointment was scheduled
into a slot that was open for family coordination.

. “Topic” displays the class topic if the appointment type is
“GE.” (Group Education). If the appointment type is other
than “GE” this field will be blank.

. If the appointment type is “GE”, the title of the class will
display in the “Group/Class” field. If the appointment
type is “GS” (Group Screen) the real appointment type for
the group screen will display. If the appointment type is
other than “GE” or “GS” this field will be blank.

. If the user has indicated that an interpreter is needed for the
scheduled appointment the “Intr” field will display “yes.” If
an interpreter has not been indicated, the field will be blank.

. If an interpreter is required for the scheduled appointment,
the client’s spoken language will display in the “Lang”
field. If an interpreter is not required the field will be blank.

. “Mail Code” displays the client’s mail code for the month
the appointment is scheduled for.

. The “Status” field lists the current status of the appointment.

. “Actual Staff” is a drop down field that allows the user to

document appointment attendance by choosing the name of
the staff person who actually saw the client.

. When the “Select” box beside a specific appointment is
checked, the “Reschedule” button is activated. The
“Reschedule” button takes the user to the find
appointment screen to reschedule the appointment selected.
When an appointment is rescheduled the old appointment
information is captured in the “Cancel/Reschedule
History” and the appointment is re-opened for use.

J/ NOTE: Only current and future dates can be selected for rescheduling.
The “Cancel/Reschedule History” button takes the user to the

“Cancel/Reschedule History” screen which displays a six month
history of canceled and rescheduled appointments.
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Chapter 4: Appointment Scheduler
Section 4: Scheduling Appointments
Lesson: Special User — Group Scheduling

Objectives:

Upon completion of this lesson the user will be able to:
. set up and maintain group nutrition education classes; and
. create and maintain Group Screening appointments.

Overview:

Before you can use the Appointment Scheduler to make appointments for Group
Nutrition Education Classes and Group Screenings, you need to complete a few
‘background’ screens. Classes are set up under specific topics that come from the
topics table, which is maintained by the state. Classes are maintained through
base tables set up at the local level. You will also need to complete the “Class
Locations” table in order to identify where the classes will be held within your
agency.

The “Group Education Classes” screen allows the user to create or display
information pertinent to a class. Once this screen is completed and booked into
the Daily Clinic Schedule, clients can then be booked into the class either
automatically or manually.

“Group Screening” is a way to schedule a group of clients into one appointment
type and time frame. The “ Group Screening” screen allows multiple clients to be
scheduled as a group appointment. This screen works very much like the “Group
Education Classes” screen.

Instruction:

Entering Class Locations

Class locations are entered here so when you are setting up your classes you are
able to select a location for the class from a drop down menu. The address you
choose when setting up your class is the address that will print on the client’s
appointment notice. We recommend that you put in an address for each site
where you teach classes, including your main clinic sites. If you choose not to do
this, however, the location for class will default to the address for the clinic the
class was set up in.

The starting point for this section is:
Appointment Scheduler = Tables = Class Locations
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Figure 1: “Class Locations” Screen

3 Appointment ...

. The screen is agency specific.

. The top part of the screen is labeled “Selection.” The “Agency” field
displays your local agency based on your log on.

. The bottom left side of the screen is labeled “Locations” and displays
information input from the “Location Details” section.

. The bottom right side of the screen is “Location Details.” This is where

you input information about the class locations.

1. Enter the “Location Name” for this class location in the
“Location Details” section.

. When you enter this screen, the cursor will already be located in
the “Location Name” field.

. Click on the “Insert Record” icon to create a blank row for the new
Class Location, if necessary.

. When you tab off the “Location Name” field, the system displays

this information in the “Locations” section.

J NOTE: To modify an existing location, you must first select that location on
the left side of the screen in the “Locations” sections by placing your cursor on
the location and clicking.
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6.

7.

Tab to the “Address” field and enter the address for this class
location.

. This address will be printed for the class address on the
appointment notices.

. Complete the address for the class location by entering the “City,”
“State,” and “Zip” fields.

. If left blank, the physical address for the clinic will print on class

appointment notices.

Tab to the “Phone” field and enter the phone number for this
location, if desired.

. If left blank, the client phone number for the clinic will print on the
appointment notices.

Tab to the “Effective Date” field and enter the date this
location is effective as a class location.

The system displays this information in the “ Locations” section.

Tab to the “End Date” field, and enter the last date this
location is to be used as a class location.

Leave as 00/00/0000 if unknown. The system displays this information in
the “Locations” section.

Save.

Exit.

= Practice Activity #1:

Use the information from your Data Entry Document for this practice. You will
be entering information about Class Locations for your agency.

The starting point for this activity is:

U~ wd P

Appointment Scheduler = Tables = Class Locations

Click the “Insert Record” icon to create a new blank row.

Enter the “Location Name.”

Tab to the “Address” field and enter the appropriate information.
Tab and enter the “City” and “Zip” fields data.

Tab and enter the “Phone” number.

Tab to the “Effective Date” field and complete.
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7. Save and exit.

Entering Nutrition Education Classes

The starting point for this section is:
Appointment Scheduler = Tables = Nutrition Education Classes
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Figure 2: “Nutrition Education Classes” Table

ES Appointment __.

. The top part of the screen is labeled “Selection.”
. The “Agency” field displays your local agency based on your log on.
1. Select the “Topic” for the nutrition education class from the

drop down list.

. The system will display any nutrition education classes previously
entered for this specific topic in the “Classes” section.
. If there are no education classes displayed in this section, the

system will provide a blank line for adding a new nutrition
education class.

. If necessary, click on the “Insert Record” icon to create a new line
for entering the new nutrition education class.
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2. Complete the fields in the “Classes” section.

2.1  “Clinic” designates in which clinic this class is being taught.
Select the clinic from the drop down list.

2.2  “Group/Class Code” is the unique code for this class. The user
enters the code which may be up to ten alphanumeric characters in
length.

2.3 The user must enter the “Class Title,” which is the descriptive
title for this class.

. You will want to use the appropriate language in this table
when setting up your classes since the class title prints
exactly as written on the class appointment notices.

2.4  “Duration (min.)” is the length (in minutes) of the class. This
field is used for informational purposes only. The actual duration
for the Group Education appointment type is assigned on the
Appointment Type Duration Table.

2.5  Select the “Language” in which the class is taught from the drop
down list.

2.6  “Frequency/Date” designates how often this class is taught at

the selected clinic. For example, “Two times per month” or “The
first and third Monday of the month.” This field is informational
only for staff scheduling the class.

3. Double click on the “Notes” field.

This field is in an inactive/display mode until you double click.
Double clicking will open the “Notes” pop-up.

Ch 4, 4015
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Figure 3: “Notes” Pop-Up

3 Appointment ...

. You may enter free form notes about the class here.
. Click “OK” to save the notes and return to the “Nutrition
Education Classes” screen.
. Click “Cancel” to close the pop-up without saving any data.
4. Scroll to right to see the “Effective Date” field, which is used to

designate the first day the class is available for use on the Appointment
Scheduler. This field must be filled in.

5. Complete the “End Date” field only when the class is no longer going to
be used on the Appointment Scheduler, as it will prevent the class from
being able to be scheduled.

JI NOTE: If a class has been de-activated by putting in an end date, but you now
want to start using the class again, you may change the effective date and delete
the end date. This will allow the class to once again be scheduled.

6. Save.

Once the “Nutrition Education Classes” data is saved, the “General Category
Recommendation” button in the lower right hand corner of the screen is activated.
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7. Click the “General Category Recommendation” button to bring
up the “General Category Recommendation” pop-up.
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Figure 4: “General Category Recommendation” Pop-Up

ES Appointment __.

This pop-up allows you to select which categories are recommended for each
class.

J NOTE: Assigning recommended categories to a class here will cause those
classes most pertinent to a client’s category to list first when scheduling a client
into a class.

8. Select a category from the drop down list.
. The “Insert” and “Remove” buttons allow you to add more
categories or delete categories not recommended for this class.
. The “OK” button will save the information and close the pop-up.
. The “Cancel” button will close the pop-up without saving the
information.
0. Save.
10.  Exit.
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= Practice Activity #2:

Use the information from your Data Entry Document for this practice. You will
be entering information about Nutrition Education Classes for your agency.

The starting point for this activity is:
Appointment Scheduler = Tables = Nutrition Education Classes

1. Select the “Topic” for the nutrition education class from the drop down
list.

2. Click the “Insert Record” icon, if needed, to create a new line for your
class.

3. Select the “Clinic” for this class from the drop down list.

4. Tab to the “Group/Class Code” field and enter the code.

5. Tab to the “Class Title” field and enter the descriptive title for the class.

6. Tab to the “Duration (min)” field and enter the descriptive title for the
class.

7. Tab to the “Language” field and select the language from the drop down
list.

8. Tab to the “Frequency/Date” field and enter this data, if appropriate.

9. Tab to the “Notes” field and double click on this field to display the
“Notes” pop-up window.

10. Enter any applicable notes for this class.

11.  Click “OK” to close the pop-up.

12.  Tab to the “Effective Date” field and enter the effective date for this class.

13. Save.

14.  Click the “General Category Recommendation” button to bring up the
“General Category” pop-up.

15.  Select a “Category” from the drop down list.

16. Select any additional categories recommended for this class.

17.  Click the “OK” button to close the pop-up.

18. Save and exit.

Next, we are going to work on setting up the classes and booking them into the
“Daily Clinic Schedule.” There are two ways to add a class into the daily clinic
schedule. One way is through the “Group Education Classes” screen, and the
other is from the “Daily Clinic Schedule” itself.

Booking a Group Education Class into the Daily Clinic
Schedule via “Group Education Classes” Screen

The starting point for this section is:
Appointment Scheduler = Scheduling = Group Maintenance = Group
Education Classes
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Figure 5: “Group Education Classes” screen

The top part of the screen is “Class Info” and is used to set up the classes at a
clinic location and to book the class into the “Daily Clinic Schedule.”

1. Complete the mandatory and optional fields in the “Class Info”

section.

1.1  Select the “Clinic” where the class is to be held from the drop
down list.

1.2  Tabtothe “Topic” field and choose the topic for the class from
the drop down list.

1.3  Tabtothe “Class Title” field and select from the drop down list.

1.4  Tabtothe “Location” field. Once you have selected the location

from the drop down list, the address and phone number fields will
be filled in with the information you entered on the “Class
Locations” table.

. The “Location” field will default to the clinic location if
you don’t select a location here.
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15 Tab to the “Room #” field, and enter the room number where the
class will be held, if appropriate.

. The “Current Booked” field displays the number of
clients currently scheduled for this class. This is filled in
by the system as clients are scheduled.

1.6 Tabto the “Maximum Capacity” field and enter the maximum
number of clients for attending this class.

J NOTE: Setting maximum capacity will indicate the total number of clients who
can attend the class. This number will need to be set approximately two times
higher than the number you really want to attend the class to take into account the
fact that all family members may have a class scheduled, and all will get class
credit, only the parent/guardian may actually attend.

/4 NOTE: When maximum capacity is reached you will receive an error message
when you attempt to schedule someone into the class. If you want to increase the
maximum capacity, you will need to go back into the “Group Education
Classes” screen and change it.

1.7  Tabto the “Notes” field and enter any free form notes for this
class. The field works the same way at the other “Notes” field
previously described.

2. Save.

J NOTE: If you are not ready to actually schedule the class to a specific date,
time and staff, you can stop here. In order to find a class that has been set up, but
not yet scheduled, a search screen can be accessed from this screen by clicking on
the “Open” icon.

3. Click the “Schedule Class” button to display the “Find
Appointment” pop-up.
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‘—-f-‘ Appointment Scheduler - [A52205 - Group Education Classes]
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Figure 6: “Find Appointment” Pop-Up

The “Find Appointment” pop-up is used to search for available times to book the
class into the “Daily Clinic Schedule.”

3.1 In the “Selection” section, the system displays the Clinic from
the “Group Education Classes” screen.

3.2  The “From” field defaults to today’s date, but you may change
this date to another date in the future.

3.3  The “To” field defaults to 00/00/0000, but you may enter a
specific end date on which the system should search the Daily
Clinic Schedule for available times.

3.4  The system displays the “Appt. Type” field as “group education”
this cannot be changed.

3.5  Torestrict the available appointments search further, you may
complete these fields: Staff, Time Pref (select AM or PM),
DOW (Day of Week), Risk, Language.

3.6 Donotuse Topic or Class/Group as selection criteria.
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4. Click the “Find Appt.” button.

‘—-f-‘ Appointment Scheduler - [A52205 - Group Education Claszes]
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Figure 7: “Find Appointment — Open Appointments” Pop-Up

&8 Appointment .

. This allows you to find a time in which to book the class. The
system displays any available times for the class, based on the
selection criteria, in the “Open Appointments” section.

. Clicking the “Cancel” button closes the pop-up without
scheduling the class.

5. Click the “Select” checkbox corresponding to the desired date
and time slot for the class.

6. Click the “Book” button to book the selected time.
. If you do not want to continue with booking the class, click the
“Cancel” button to close the pop-up.
. When you click the “Book” button, the pop-up closes and the

following fields in the Class Info section of the “Nutrition
Education Classes” screen are now filled in: Instructor, Date
Held, Start Time, and End Time.

7. Save.
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Jd NOTE: To schedule another class, click the “New Class” button. The screen
will clear allowing you to book the next class as previously described.

8. Exit.

= Practice Activity #3:

Use the information from your agency calendar for this practice. You will be
entering information about Group Education Classes for your agency.

The starting point for this section is:
Appointment Scheduler = Scheduling = Groups Maintenance = Group
Education Classes

Select the “Clinic” from the drop down list.

Tab to the “Topic” field and select the topic from the drop down list.

Tab to the “Class Title” field and select from the drop down list.

Tab to the “Location” field and select from the drop down list.

Tab to the “Room #” field and enter the room number, if appropriate.

Tab to the “Maximum Capacity” field and enter the maximum number for

this class.

Tab to the “Notes” field and enter any applicable notes.

Save.

Click the “Schedule Class” button.

0.  Onthe “Find Appointment” pop up, edit the “From” and “To” dates if
needed.

11.  Click the “Find Appt.” button.

12. Click the “Select” checkbox corresponding to the desired date and time for

U~ wN

2o

this class.
13. Click the “Book” button.
14. Save.

15. Exit the “Group Education Classes” screen.

Booking a Group Education Class into the Daily Clinic
Schedule via the “Daily Clinic Schedule” screen

The starting point for this section is:
Appointment Scheduler = Scheduling = Daily Clinic Schedule
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‘—;-‘ Appointment Scheduler - [A51705 - Daily Clinic 5chedule]
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Figure 8: “Daily Clinic Schedule” Screen
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Locate the GE appointment slot you wish to set up and book.

Double click the “Group/Class” field on the row in which the

GE appointment is located.

This brings up the “Group Education Classes” screen.
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‘—‘:"‘ Appointment Scheduler - [A52205 - Group Education Clagzes]
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Figure 9: “Group Education Classes” Screen

3. Complete the mandatory and optional fields in the “Class Info”
section.

4, Save.

5. Exit the screen by clicking the “Exit” icon, which returns you

to the “Daily Clinic Schedule” screen.

6. Click “Yes” on the pop-up to update the schedule with the
class that you have just set up.

Clicking “No” means the class will not be scheduled.

© See Job Aid “Making a Group Education Appointment.”

Booking a Group Screening

This function is similar to booking “Group Education Classes,” only you are
booking appointments for Group Screenings (sometimes called “group
certifications”) rather than group classes. We are going to work on setting up
group screenings and booking them into the “Daily Clinic Schedule.”
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The starting point for this section is:
Appointment Scheduler = Scheduling = Group Maintenance = Group
Screening

'—j-‘ Appointment Scheduler - [A51905 - Group Screening]
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Figure 10: “Group Screening” Screen

The top part of the screen is “Group Info” and is used to set up the screening at a
clinic location and to book the class into the “Daily Clinic Schedule.”

1. Complete the “Group Info” section.

1.1  Select the “Clinic” where the screening is to be held from the drop
down list.

1.2  Tabto“Group Screening Type” and enter appointment type
from the drop down list.

1.3  The “Language” field is a drop-down window that allows you to
select the language in which the appointment will be conducted
once the appointment has been booked using the “Schedule”
button, which is discussed later.

1.4 Tab to “Room Number” and enter if desired
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1.5 The “Appt. Date,” “Start Time,” and “End Time” fields
display the date and times for which the appointment is scheduled.
These fields are filled in by the system once the class is booked.

1.6  Tabto “Location Name” and select location from the drop down
list.

1.7  The “Current Booked” field displays the number of clients
currently scheduled for this appointment. This is filled in by the
system as clients are booked.

1.8  The “Primary Staff” field displays the name of the primary staff
person assigned to this appointment once the appointment is
booked.

1.9 Tabto “Maximum Capacity” and enter the maximum number of
clients that can attend this screening.

J NOTE: Setting maximum capacity will indicate the total number of clients who
can attend the screening.

/4 NOTE: When maximum capacity is reached you will receive an error message
when you attempt to schedule someone into the screening. To increase the
maximum capacity, you will need to go back into the “Group Screening”
screen and change it.

1.10 Tabto “Notes” and enter any notes applicable to this screening.
2. Save.

J NOTE: If you are not ready to actually schedule the group screening to a
specific date, time and staff, you can stop here.

J NOTE: In order to find group screenings that have been set up, but not yet
scheduled, a search screen can be invoked from this screen by clicking on the
open folder icon in the top tool bar.

3. Click “Schedule” button. To display the “Find Appointment”
screen.
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‘—-f-‘ Appointment Scheduler - [A52205 - Group Education Classes]
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Figure 11: “Find Appointment” Pop-Up

3.1 In the “Selection” section, the system displays the Clinic from
the “Group Screenings” screen.

3.2  The “From? field defaults to today’s date, but you may change
this date to another date in the future.

3.3  The “To” field defaults to 00/00/0000, but you may enter a
specific end date on which the system should search the Daily
Clinic Schedule for available times.

3.4  The system displays the “Appointment Type” field as “group
screen” this cannot be changed.

3.5  Torestrict the available appointments search further, you may

complete the remaining fields: Class/Group, Staff, Time Pref
(select AM or PM), DOW (Day of Week), Risk, Language.

Click the “Find Appt.” button.

Ch4,401.18



Oregon WIC TWIST Training Manual November 15, 2011

‘—-f-‘ Appointment Scheduler - [A51905 - Group Screening]
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Figure 12: “Find Appointment-Open Appointments” Pop-Up

. This pop-up allows you to find a time in which to schedule the
screening.

. The system displays any available times for the screening, based
on the selection criteria, in the “Open Appointments” section.

. Clicking the “Cancel” button closes the pop-up without scheduling

the screening.

5. Click the “Select” checkbox corresponding to the desired date
and time slot for the screening.
6. Click the “Book” button to book the selected time.
. When you click the “Book” button, the pop-up closes and the
following fields in the Class Info section are now filled in: Primary
Staff, Appointment Time, Start Time, and End Time.
. The “Secondary Staff” button is also now activated.
. If you do not want to continue with booking the screening, click
the “Cancel” button to close the pop-up.
7. Click the “Secondary Staff” button.
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This pop-up allows you to select other staff members to be assigned to the
screening appointment.

‘—-f-‘ Appointment Scheduler - [A51905 - Group Screening]
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Figure 13: “Secondary Staff” Pop-Up

B8 Appointment .

8. Select a staff member from the drop down list.

. The “Insert” and “Remove” buttons allow you to add more staff
members, if available, or delete staff members not needed for this
screening.

. The “OK” button will save the information and close the pop-up.

. The “Cancel” button will close the pop-up without saving the
information.

0. Save and Exit.

J NOTE: To schedule another screening, click the “New Screen” button. The
screen will clear allowing you to schedule the next screening as previously
described.

JI NOTE: To delete a screening that has not yet been booked, use the “Delete
Screen” button. Once a screening has been booked, however, the “Delete
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Screen” button is no longer enabled. To delete a booked screening, you must go
to the Daily Clinic Schedule and change the GS appointment type to clear the
scheduled screening.

J NOTE: Group screening appointments will not show up in reports, such as the
Productivity or Show Rate reports.

J NOTE: You will not be able to print vouchers from the “Group Screening”
screen.

= Practice Activity #4:

Use the information from your @ Activity Sheet for this practice.

The starting point for this section is:
Appointment Scheduler = Scheduling = Groups Maintenance = Group
Screenings.

1. Select the “Clinic” from the drop down list.

2. Tab to the “Group Screening Type” field and select the appointment type
from the drop down list.

3. Tab to the “Room #” field and enter the room number, if appropriate.

4. Tab to the “Location” field and enter the location, if desired.

5 Tab to the “Maximum Capacity” field and enter the maximum number for

this screening.

Tab to the “Notes” field and enter any applicable notes.

Save.

Click the “Schedule” button.

On the “Find Appointment” pop up, edit the “From” and “To” dates if

needed.

10.  Click the “Find Appt.” button.

11. Click the “Select” checkbox corresponding to the desired date and time for
this screening.

12. Click the “Book” button.

13.  Click the “Secondary Staff” button.

14, On the “Secondary Staff” pop-up, select any secondary staff to be
assigned to this screening.

15.  Click “OK.”

16. Save.

17. Exit the “Group Screenings” screen.
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v”Skill Check:

Using your Data Entry Document, complete the nutrition Education Classes table
and set up your Group Nutrition Education classes as completely as you can.

& Notes:
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Chapter 4: Appointment Scheduler
Section 4: Scheduling Appointments
Lesson: Schedule Appointment Now

Objectives:

Upon completion of this lesson the user will be able to:
. navigate to the Appointment Scheduler from the Intake functional area and
schedule a client two different ways.

o use the “Family Appointment Record” to schedule an appointment.
o schedule an appointment from the Daily Clinic Schedule

o recognize the different appointment types available in TWIST; and
. distinguish between generic and specific appointments.
Overview:

You are in the middle of completing a certification, and you need to make an
appointment, or on the phone prescreening a potential client and also want to
book an appointment for them at the same time. What do you do? Well, with the
help of fast paths or a push button on your screen, the TWIST Appointment
Scheduler is just a click away! Let’s review a few possible situations when you
might need to quickly schedule an appointment and see how easily you can do it.

The Job Aid at the end of the chapter outlines the many ways that you can
schedule an appointment in TWIST.

© See Job Aid “How to Make an Individual Appointment”
for more information.

Instruction:

Scheduling an Appointment from Enrollment & Intake

There are two different ways to schedule an appointment from Enroliment &
Intake. One is through “Applicant Prescreening” and other is through
“Enrollment”.

The starting point for this section is:
Client Processes = Enrollment and Intake = Applicant Prescreening
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## Client Processes - [CPON 05 - Applicant Prescreening State 102350418 Name:Manion, New Client DOB-09/01/1999]
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Figure 1. “Applicant Prescreening - WIC Intake” Screen

1. Retrieve the client for whom you wish to make an
appointment.

2. Click “Create Appt./Request” button.
This will take you to the “Family Appointment Record” screen. The

Family Appointment Record allows you to see all the appointments for the
entire family. It is the most important screen for appointment scheduling.

% Appointment Scheduler - [A52405 - Family Appointments]
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Figure 2: “Family Appointments” Screen
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3. In the “Family” section, click the “Select” checkbox
corresponding to the client for whom you want to make an
appointment.

When you click the “Select” checkbox, the “Create Request,”
“Find Appt.,” “Local Print Month” and “Put on Wait List”

buttons are activated.

If you need to see more information on the client, double click on
the WIC ID.

4. Click the “Find Appt.” button to view the “Find Appointment”

pop-up.

‘-;-‘ Appointment Scheduler - [AS2: - 5[
File Edit ‘Window Help

B+ - EH | 9F | s 2|5 2|

[rre—
|
[selection |
Clinic: [Spanish Forest Grove | From: [11j14/2003 To: [00/00/D000 - Appt. Type: [ ||
Topic: | [=] class f Group: [ =l Staff: [ =]
Time Pref: [ -] Do [ [=] sk [ [-] Language: [ =1
Open Appointments |
Appointment Fam| Gen. Topic Groupf Lang Staff | M| setect WICID Appt B
Date Time: Appt Class Matchi Schd Type
P D1/14/2003 a0 AM A F‘Iar\a Tree o I MIED hd
1/14/2003 [08:50 AM 1 laria Tree o u ~[[F1 -
1f14fz005 [p9:i0 AM W laria Tres o u - [[Row -
1/14/2003 P9:30 AM R F‘Iar\a Tree o I - ||RR hd
1/14/2003 [09:50 AM A laria Tree o u - [[as -
1f14{2005 [10:25 AM W laria Tres o u - [[Row -
1/14/2003 [L0:45 AM R F‘Iar\a Tree o I - ||RR hd
1/14/2003 [11:05 AM 1 laria Tree o u ~[[F1 -
1/14/2003 [11:20 AM 1 laria Tree o o -||F1 -
1/15/2003 DE:30 AM A F‘Iar\a Tree o I MIED hd LI
Save Permanent Preferences | | ERd.&pok,. Eouk Close/Cancel |
Reschedule | CancelRe-scheduls History |
Fieady | Januawy 14, 2003 10:01:22 AM | Barbara Howe [*#/ashington CHD

Bson|| @R S | Fr| B | S| Cor B B [[Ea- .| [ REE NHOBE 0o
Figure 3: “Find Appointment” Pop-Up

In the “Selection” section, “Clinic” will default to the clinic you
are currently in. You can change this by selecting a different clinic
from the drop down list.

The system defaults the “From” date to today’s date, but you may
change this to any date in the future.

The “To” date should be entered if there is an end date for which
you need to limit the search. This may be left at the default
“00/00/0000” if no end date is needed. If you have a large number
of appointment templates already scheduled, it is better to put in an
end date, so the system can respond more quickly to your query.
You may enter any other selection criteria, if desired, for “Appt
Type,” “Staff,” “Time Pref.,” “DOW,” or “Interpreter”.
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© See Job Aid “Appointment Types” for more
information.

o “Language” refers to client language preference. This field does
not need to be filled in unless you want the client to have an
appointment in a different language from their spoken language
indicated in the Client Primary. In other words, this field works as
a language “override” of the language listed in the Client Primary.

o If you have selected the appointment type of group education
(GE), you may select the “Topic”. You may select the
“Class/Group” if you have selected an appointment type of
either group education (GE) or group screening (GS).

o The system will display the client’s risk level in the “Risk” field if
the client is already enrolled in WIC. If you are coming from
prescreening, this field will be blank. The risk level is modifiable
and is used to match the client to the appropriate staff person based
on risk level.

o If you want to save “Time Pref.,” “DOW” or “Staff” preferences
in the client’s record for future appointments, click the
“Permanent Preference Change” button.

. Click the “Cancel” button to close the pop-up without making an
appointment.

5. Click the “Find Appt.” button at the bottom of the pop-up
screen.

-';‘;?Appointmenl Scheduler - [AS2205 - Group Education Classes]
File Edit ‘“Window Help

B+ - 2@ oF| s |52

AS2105 - Find Appointment
[selection |
Clinic: [Harney Health Dept. | From: [18j26/2002 Tai [i0j00j0000  Appt. Type: [GROUP EDLICATION |
Tapic: [ [=] s | Group: [ | Staff: [ |
Time Pref ! I:E DOW: V| Risk: V| Language: vl
Open Appointments |
Appointment Fam| Gen. Tapic Groupj Lang Staff Manual| Selsct WICID Appt | ]
Date Time Appt Class Makch) Schd Type
P [pejze/z002 jpa:as am E I ‘esting Testing (& [res - ~[[=E -
B/26/2002 [05:45 AM E o Fertifier pamtest  fres r ~||[cE ~
Bj27j2002 [19:45 AM 3 Jo [Testing Testing (A fres u ~|[cE ~
5/27/2002 J9:45 AM E '\Io ertifier pamtestr. fres [ - ||GE -
8/28/2002 J9:45 AM E No esting Testing (A‘Ves [ - /||GE hd
8/28/2002 [03:45 AM E o Fertifier pamtest  fres r ~|[cE -
B/28/Z002 [05:45 AM E o [esting Testing (A fres r ~||[cE ~]_|
B/29j2002 [19:45 AM [E o [Fertifier pamtest  [res u ~|[cE ~
5/30/2002 J9:45 AM = o [Testing Testing (A:[res [ - ||GE -
8/30/2002 J9:45 AM IE o ertifier pamtest  [Yes [ - /||GE hd LI
e e e el e ek | deseicancel |
Eatiers Marker ||| Pt AIETE | A |
| August 26, 2002 02:15:44 P | State User 03 |Haney CHD

[Ready

SR e sect Modies (B Appointment . EICSWINNT Profi. | BT CorelwiordPerts.. | [ N 200 216 Fu
Figure 4: “Find Appointment” Pop-Up
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o This displays the open appointments that meet the selection
criteria.

. The “Appointment Date” displays the date of the available
appointment.

o The “Appointment Time” displays the start time of the
appointment.
o The “Fam” field will display an “F” if this appointment is

restricted to coordinated family appointments times. Most agencies
will not be using this feature.

o The “Generic Appt Type” field displays the generic
appointment type if the appointment found is included in a generic
type.

o The “Topic” field will be populated with the topic only when this
appointment is for a GE (group education) class. (See Notes)

. The “Group/Class” field will be populated with the
corresponding class or group code if this appointment is for a GS
(group screening) or GE appointment.

. The “Lang Match” field displays a “Yes” if the language needs
of the client match the language skills of the staff member. A “No”
indicates that there is not a match between the client and the staff
member’s language. You can still, however, book the appointment
with that staff and the appointment will display in the Family
Appointment record with a “Yes” in “Interpreter” and the
language needed.

. The “Staff” field displays the staff member’s name.

. The “Manual Schd” field displays a “Yes” if the appointment
must be scheduled manually. A “No”” means that the appointment
may be scheduled using the automatic scheduler. The default is
“No”.

o The “Select” checkbox is used to select the appointment for
booking. You can un-select an appointment by clicking this box
again before you book the appointment.

o The “WIC ID” field will display the client’s WIC ID number once
the “Select” checkbox has been marked for the appointment.

o The “Appointment Type” field displays the appointment type
that will go in the client’s record.

6. Check the “Select” checkbox next to the desired appointment.

o The system fills in the “WIC ID” field with the client’s ID number.

. The “Book” button becomes activated.

. If a generic appointment type (AA, RR or NN) is selected, you
must choose a real appointment type to fill the slot.
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7. Click the “Book” button to schedule the appointment and
close the pop-up.

o The client appointments section of the family appointments screen
is now populated with the scheduled appointment information. The
information is automatically saved.

'-,:? Appointment Scheduler - [AS2405 - Family Appointments] I = x|
File Edit ‘indow Help

B+ - |z@ oF| s |52

Selection |
WIC ID: [I0533502-01  Name: Howe, Sperialwoman Risla | Language: | Time Pref.: Duw:|

~[Pending Requests [Family ]
Clinic|  WICID Month| Appt | Topic Groupf Time | DO | Intr |Language | Auto | Ref |Select M
Type Class Pref Schd | used .| "y [posazsoz-o1 L
P [0z |posszsoz-or Mar  Rw ‘es | —
I 0833502-02 r
z |possssoz-01 oy JGE [aM RUITS AND YEGETABL a5 L] B r
2 |pos3ssoz-03 ov  JGE  [aM RUITS AND YEGETABL &5 [ " |posazsnoe r
_ o2 poazssoz-04 MeR RC £ I " |poszEszos r

Eind fippentment || Madfy Request | Pt O st List

_[Client Appointments |

Clinic|  WICID Appt Start | &ppt Topic Group | Intr | Lang | Mail | Status | Actual Selectl
Date Time | Type Class Code Staff
b oz 0833502-01 [101472002 &30 am Re [ es Engish [P [sH [=][cruz, md=] [

10 posazsne-ol fiorR2zo0z [izi00 P [5E [SENERAL MUOTRITI: FRUITS AND VEGETABLE! Br [ [ -

__Jpzpoeazsvz-oz fioirizo0z piiaoem [iE [EENERAL NUTRITI: FRLITS AND WEGETABLE: B [k = L

_Jpzposszsvz0z fioermooz PriEorm EE [ENERAL NUTRITICFRUITS AND VEGETABLE! | RS -

= 0833502-04 [1024/2002 o0 am i | ISP_|BK - ~| [
feschedul | CanceliRe-schedule History |

[Fready | January 14, 2003 10:4810AM [ Barbara Howe |\washington CHD

S| @@ ® || Ey o] S| B B | Bo [[Ea .| [REEONZBE 0o
Figure 5: “Family Appointments” Screen

“Client Appointments” Section

. The “Clinic” field lists the clinic where the appointment is to be
held.
. The “WIC ID” field displays the 1D number for the scheduled

client.

. The “Appt Date” field lists the date of the appointment.

o The “Start Time” field lists the scheduled start time for the
appointment.

. The “Appt Type” field lists the specific appointment.

. The “Topic” field will display a topic if this is for a group
education class.

. The “Group/Class” field will display the group or class title if
this appointment is either a group education class or group
screening appointment.

. The “Intr” field will display “Yes” if an interpreter is needed or
“No” if one is not needed. See Figure 5: “Family Appointments”
Screen for an example.
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The “Language” field will display the language for which an

interpreter is needed, if “Yes” is displayed in the “Intr” field.

The “Mail Code” indicates where the client’s Fls will be printed.

This field is display-only and based on what was entered in the

the current status of the appointment.

The “Actual Staff” field is used when documenting appointment

attendance so the staff person who actually saw the client can be

is used for rescheduling appointments.

[ ]
[ ]
client’s intake record.
° The “Status” field lists
[ ]
captured.
. The “Select” checkbox
This is discussed in another lesson.
8. Exit.

Now that we know the first way to schedule a client through Enrollment and
Intake, let’s take a brief look at the other way.

The starting point for this section is:

Client Processes = Enrollment and Intake = Enrollment

'—}’ Client Processes - [CPO60S - Enrollment State ID:2350992 Name:Howe, Noweight D!
File Edit indow Help

| SETES

B+ - |2E oF |t @ |5|?]

Selection ]

’—‘WIC ID: 50837501—02 Name: HDWE, Moweight

DOB: JS/15/1981 | WIE Cat.: YOMAN, PREGUANT Te.Type:p

Income Eligibility |WIE\r\take v | WIC Hotes |

| Income Eligibility |

Calculate Income For: [FAMILY

[=] Proof of Ib: [BIRTH CERTIFICATE

[*] Proof of Residency: [BAMK STATEMENT /BANK CHECK] |

Mo In Farily: 3 Unborn Counted:
Eood Stamps: Oreqgan Health Plan: E

Income Provider | Interval | Amount |
=

New Income Date: [10/18/2002
Tanp: [YE5 [=] elighilty Pending:[ Eligitiity Pending Date: |

Source | Proot of Income | monthly | aual |

—
0.00]

[
jli| [ =]l

| d |

Totals: |—|—

Clear Screen | Averaging |

Change Transaction Typs | Decermine Sty |

[Ready

| Jaruary 14, 2003 11:00:26 A

| Barbara Howe [ Washington CHD!

Ao D E WA W || Fe] B | Sro| B K | B s [[He [REGONEES oo
Figure 6: “Enrollment” Screen

Click on the “open” icon to retrieve your client.
Fast Path to “Family Appointments”.

Schedule the appointment as outlined earlier in the lesson.
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= Practice Activity #1:

Use the information from your @ Activity Sheet for this practice.

The starting point for this activity is:

No ok

©o

Client Processes = Enrollment and Intake => Prescreening

Click on the “Open” icon to open the “Client Search” pop-up and return to
the “WIC Intake” screen with your client.

Click on the “Create Appt./Request” button to go to the “Family
Appointments” screen.

Click the “Select” checkbox corresponding to your client’s WIC ID
number.

Click the “Find Appt.” button to bring up the “Find Appointment” pop-up.
Enter the desired “Selection” criteria.

Click the “Find Appt.” button to display the open appointments.

Locate the desired appointment and click the corresponding “Select”
checkbox.

Click the “Book” button.

Exit.

Scheduling an Appointment from Daily Clinic Schedule

The starting point for this section is:

Appointment Scheduler = Scheduling = Daily Clinic Schedule

In the Daily Clinic Schedule, select the clinic and date where
you want to schedule the client.

% Appointment Scheduler - [AS1705 - Daily Clinic Schedule]

Fie Edt Widow Help

||+ = |wd|0eF | tbr|2 2|

2| March2003 election ——
5u MoTuWe Th Fr Sa
- 1 Clinic: [McMinnville =] Date: fpa7zo0z
2 3 4568 7 8

910 11 1213 14 15

16[77 18 18 20 21 22 Display Schedule Resieduien | Clinic Appointments_ |
2324 B/EF B A

Group/ [ Intpr | Lang
Class

3 B -
|| FR |- -] ] -
N T e EC = =
| [penam [0 am = ~ ~ ~I[ErEAK -
:m [£0:20 AM [rr_=] Mo [~][oF = - =

[rozoam [io:a0 am [’ I=] Mo [=][oF = - =
| fosoam firooam [re_[=] rio [+][or [+ ~) -

[rrsam [inss am [~ veslr][oF = - =
: rissam fizasem [ 1 LI= M| > [[LumcH |

Adl| I [
ESETN T I =3 = | ) I O B = 0 I I i

Ready | March 05, 2003 07:38: 35 PM | Susan Greathouse | 5alud Medical Center

Figure 7: “Daily Clinic Schedule” Screen

Ch4,402.8



Oregon WIC TWIST Training Manual August 31, 2003

2. Select an open appointment time.

3. If you know the client’s WIC ID number, enter that number in
the WIC ID field for that appointment time.

J/ NOTE: Remember you can double-click on the WIC ID number in the Daily
Clinic Schedule to display the name, category and date of birth of the client.

4. Tab to the Appointment Type field and select the correct
appointment type for that client’s appointment. You may need
to adjust the start or end times for the appointments before
and after if the appointment type you select doesn’t match the
appointment length in the schedule.

J NOTE: If you do not know the client’s WIC ID number, you can click on the
open appointment slot and then use the Fast Path to go to the Client Primary and
retrieve the client you are trying to schedule. As in Step 4 above, you may need to
change the Appointment Type and adjust the appointment start and end time so
that times do not overlap.

2% Appointment Scheduler - [A51705 - Daily Clinic § chedule]

Eile Edt “Window Help
BRI IR
«| March2003 3| ’—pelactinn — Assigned Name

Su Mo TuWe Th Fr Sa P [Icertifier 1
- 1 Clinic: | McMinnwile [~] Date: p3/17/2003 istitian Knapp

2 3 4 856 7 8 GBO105 - Fast Path
9 10 11 1213 4 15| ————— __ [Fast Path Options |

6T e e 2 22 Display Schedul
Destination

23 24 25 % 27 28 249 |
a0 3 [Call For an Appointment:

[Call Fer an Appointment{Spanish)

Assigned Name: W Client Master Search
Start end [Fam| wiCcD [anity Appoinitments btus | Actual Mon Client | -]
| | Time Time okice For Individual Appointments Staff Activie
_53130 Al 53150 falil |7| lotice For Individual Appointments(Spanish) |' —l = |L|
s oo || 11—
9:10AM pozsaM ||
9:25 AM 0940 AM [ |[0321502-03 ] corcel | =l FC L =
w50 aM fimooam [ = , — — [~ = |[6REAK -
1000 aM [[10:20 A Ho [id| or
fo:zoam [i0:40 am -
io:anam [rionam [ | rC_ [ [ [ [ [me [=][or T=1[ [~ [=] -
fr:asam frosseam [ [« [ [ ves[x][or =] | -l
trssam frzasem [ =1 [ [ [ | | = [[tonch |
izas P prasem [ | (R [ | | ves[=[or T=]| | '|J
Open Fast Path Window | March 05, 2003 01:42:31 PM [ Susan Greathouse | Salud Medical Center

Astar| | Fro. | W | Fvie | Evie | Elvie.| 21 | R, | Bt A I NHm@R e
Figure 8: Fast Path from “Daily Clinic Schedule” Screen

5. Click “Save” to save the scheduled appointment.
X Tips and Shortcuts:

You can also schedule a client directly by starting in the Family Appointment
record and retrieving the client for whom you are scheduling an appointment. The
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process for scheduling an appointment is exactly the same once you reach the
“Family Appointment Record” screen, no matter how you get there.

You can reach the “Family Appointment Record” to schedule a client from:

the “Applicant Prescreening” screen using the “Create Appt./Request”
button,

the “Enrollment” screen using the fast path,

the “Nutrition Education Plan” screen using the “Schedule Appointment”
tab, and

the Appointment Scheduler module under “Scheduling”

- Practice Activities:

The starting point for this activity is:

oUW

Appointment Scheduler = Scheduling = Daily Clinic Schedule

Select the date and clinic where you want to schedule your client’s
appointment.

Click on the WIC ID field on the time of the appointment.

Click on the Fast Path icon and select “Client Master Search”.
Find yourself in the Client Master and click “Return with Client”.
Adjust the appointment type to “F1".

Save and exit.

v"Skill Check:

Now you are going to get a chance to put this new scheduling knowledge to the

test!

Use the information from your < Activity Sheet for this practice.

1. Prescreen a client that does not yet exist, and make an appointment for
their certification appointment from the “Applicant Prescreening” screen.
Make up the client information.

2. Print out the “Family Appointments” screen for this client after you have
booked the appointment.

& Notes:
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Chapter 4: Appointment Scheduler

Section 4: Scheduling Appointments

Lesson: Scheduling a Client into a Group Nutrition
Education Appointment

Objectives:

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

. schedule clients into group nutrition education appointments.
Overview:

Scheduling and maintaining group appointments are important elements of WIC
business. Federal regulations require that WIC clients be offered nutrition
education contacts. Classes can be easily scheduled and maintained within the
TWIST system using the same basic functionality that applies to scheduling
individuals and families.

Instruction:
Reviewing the “Group Education Classes” Screen
The starting point for this section is:

Appointment Scheduler = Scheduling = Group Maintenance = Group
Education Classes
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‘—‘:"‘ Appointment Scheduler - [A52205 - Group Education Clagzes]
File Edt “Window Help

B+ - =8 0% | %@

_l Class Info !
linic: [Escort =] Tapic: [SENERAL NUTRITION =] Class Title: [FAMILY MEAL TIMES =]
Instructar: Ellie Excellant Lanquage: English Date Held: ﬁl,l’lS,l’ZDDS
Location: I ;I Rooma#: I Start Time: Fl :00 PM
Address: Current Booked: 6 End Time: FZ:DD PM
IMaximum Capacity: 15
Ciky: I Motes:
State: I I I
Phane: I - Welete Eass | Mew Class Sehedile Eass
- 1
ﬂ ElassIlist I [ Display FI Print Information
WIC ID | MName | Phone Murnber | Status |
|30?5331s-o1 I.Qshland, amy C | 503 - 995 - 9933 |BOOKED |
'JD?53316-02 I.Qshland, Andrew C I S03 - 995 - 9935 IBOOKED LI
|JD?53009-01 payton, Darla € | 503 - 262 - 6398 |BOOKED |
I~
F0?5?045-01 Fossil, Fred C hag | 503 - 673 - D071 IBOOKED Ll
'JD?SSZ?S-DI Fheyenne, Christina C | cOs - 2a0- 1192 |BOOKED |
» F0?532?5-02 |cheyenne, Christopher C | 503 - 290 - 1192 |m vl
Farrners Mark et Eligibility | Farmers Market |szuance | Farily Surariary Screen | Frikt &)l Fl's | FPrint Selected Flz
|5ave | Movember 29, 2005 12:37.04 PM | Susan Greathouse | famnnet_train / famnet_practice

aSlall”J o & B8 5 4 | @Nov | K¥ wior., |.M|c:r | {281 Micr. | B el |(ESAp. ,WN%;H%W@@M 12:37 PM
Figure 1. “Group Education Classes Screen

. There are two parts to this screen: “Class Info” at the top, which displays
information about the Group Education Class, and “Class List,” which
displays information about those clients scheduled to attend the class.

. The “Class Info” section is completed by the scheduling person in your
local agency and booked into specific appointment slots on the “Daily
Clinic Schedule.” You will know that this has been done when you see
both the “Topic” and the “Group/Class” fields are filled with text.

. After the class is scheduled in the “Daily Clinic Schedule,” clients can
then be booked into the class.

When you are using the “Group Education Classes” screen for scheduling, you
will be using the “Class List” part of the screen, but let’s briefly review the “Class
Info” section so you know what information is available.

. The “Clinic” field will display the clinic at which the group education
class will be held.

. The “Topic” field indicates the topic of the class.

. The “Class Title” indicates the name of the class.

. The system displays the “Instructor” field with the name of the staff

person assigned to this class.
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The “Language” field displays the language in which the class will be
taught.

The “Date Held,” “Start Time,” and “End Time” fields will display
the date and times for which the class is scheduled.

The “Location” field displays the location of the class. If this is blank,
the location will be the same as the physical address of the clinic where
the class is scheduled.

The “Address,” “City,” “State,” “Zip,” and “Phone” fields display the
corresponding data for the class location site.

The “Room #” field displays the room number where the class will be
held, if available.

The “Current Booked” field displays the number of clients currently
scheduled for this class. This is filled in by the system as clients are
scheduled.

The “Maximum Capacity” field displays the maximum number of
clients for attending this class. When booking clients, if the number of
clients in the “Current Booked” field exceeds the number entered as the
maximum, the system will display a message to prevent over booking.
The “Maximum Capacity” may then be increased by the person in charge
of scheduling, if desired, to accommodate more clients in the class.

The “Notes” field shows any notes entered relating to this class.

JA NOTE: The “New Class” and “Schedule Class” buttons are used by your
scheduling person to book the Group Education class in your agency’s “Daily
Clinic Schedule” screen.

Scheduling a Client in a Group Education Class

There are three different ways to book clients into group education classes by
using: 1) the “Group Education Classes” screen, 2) the “Daily Clinic Schedule”
screen or 3) the “Family Appointment Record” screen.

The starting point for this section is:

Appointment Scheduler = Scheduling = Group Maintenance = Group
Education Classes

Click the “Open” icon to display the “Select Group Education
Class” pop-up.

. This pop-up allows you to search for any scheduled group
education class.
. There are two sections to the pop-up: “Selection” and “Results.”
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‘—-f-‘ Appointment Scheduler - [A52205 - Group Education Classes]
File Edit “indow Help

B+ - 2H 9F s @ S|P

—[Class Info |
-Felection i
Clinic: {Harney Health Dept. hd Topic: | Class Title: | =]
Inskructor: | Language: | Date Held: lJD,l’DD,l’DDDD
Results |
pic Class Title Language | Dake Held Location Mame Start Time | End Time I;I
LUPPLEMEMTIMNG YOUR BF INFANT EMGL 12/25/2001 weet Harney Hospital 5130 AM 9:15 AM
LIPPLEMEMTING ¥OUR BF INFP\N% MiEL 1/0zfz002 larney Cormmunity Center 9:05 &AM |10:05 AM
— LUPPLEMEMTIMG YOUR BF INFANT EMGL 1f0z{z002 9:35 &M |10:35 AM |
—E EANING MGL 1/03/2002 945 AM [10:45 AM |
EANING MGL 1/04/2002 9:05 AM [10:05 AM
N EEDING YOUR NEWEBORMN-SPANISE 5PN 1j07 /2002 9:35 AM [10:35 AM
LUPPLEMEMTIMNG YOUR BF INFANT EMGL 3/06/2002 9:35 &M |10:35 AM
Ly EALTHY HOLIDAY COOKING MiEL 3/07(2002 9:35 &M |10:35 AM
UPPLEMENTING YOLR BF INFAMT EMGL 3/19/2002  Harney Community Center 1035 AM [11:35 AM
UPPLEMENTING YOLR BF INFANT  EMGL 3(21/2002 9:35 M [10:35 AM
UPPLEMENTING YOLR BF INFANT  EMGL 3/25/2002 935 AM 1035 AM
a b
Mew Search | Retrieve | 6] I Cancel |
Eatmersiidarket | Erint &l FL's | Erint FL's |
| = | August 27, 2002 01:11:41 PM | State User 03 | Harney CHD .
pen

13 11 43PM 2? Aug 2002

PR r=r|

S [ [ T R 2ol | T (RY G NHXK L = =% G FFam 111 PM

Figure 2: “Select Group Education Classes” Screen

In the “Selection” section, enter data into the fields on which
you wish to search for a group education class.

. Adding more information in the “Selection” section fields will give
you more limited results.
. You must enter at least the clinic name to search for a class.

Click the “Retrieve” button.

Locate the desired group education class and double-click on
that line.

. Once you double click on the appointment line, the pop-up will
close and return you to the “Group Education Classes” screen with
the “Class Info” data populated.

If clients have already been booked into this class, their names and
corresponding information will be shown in the “Class List” section.

J NOTE: You may also click once on the desired appointment line and then click
the “OK” button to close the pop-up and return to the “Group Education Classes”
screen.
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7.

Click the “Insert Record” icon to create a new row for
scheduling a client to this group education class.

There are two ways to enter the client information into the class:

5.1

5.2

Save.

Enter the client’s “WIC ID” and tab to the “Status” field.

The system displays the client’s “name” and “phone number” in
the corresponding fields. The system defaults the “Status” field to
“booked.”

If you do not know the client’s ID number, you can fast
path to client master search, search for and return with
the client.

The client will then be retrieved directly into the class.

Notice that the “Current Booked” field in the “Class Info” section
has been updated to include the client you just scheduled for the
class.

To continue booking other clients for this same group education
class, tab off the “Status” field to create a new client row.

Exit the “Group Education Classes” screen.

J NOTE: The “Display FI Print Information” checkbox, and the “Farmers
Market Eligibility”, “Farmers Market Issuance,” “Family Summary
Screen”, “Print All FIs,” and “Print Selected FIs” buttons are all used when
the class is held and are explained in detail in other lessons.

= Practice Activities:

Using your < Activity Sheet, follow the steps below to schedule your client to a
group nutrition education class.

U~ wd P

Click on “Appointment Scheduler.”

Click on “Scheduling.”

Click on “Group Maintenance.”

Click on “Group Education Class.”

Click the “Open” icon.

In the “Selections” section, enter the corresponding data from your
activity sheet.

Click the “Retrieve” button.
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8.
9.

10.
11.

12.
13.

Double click on the class designated on your activity sheet.

Click the “Insert Record” icon to create a new client row in the “Class
List” section.

Enter the “WIC ID” number.

Tab to the “Status” field and keep the “booked” status entered by the
system.

Save.

Exit the “Group Education Classes” screen.

Congratulations! You have scheduled your client to a Group Nutrition Education
Class!

Scheduling a Client into Group NE via the “Daily Clinic
Schedule” Screen

The “Group Education Classes” screen may also be accessed from the “Daily

Cli

nic Schedule.”

The starting point for this section is:

Appointment Scheduler = Scheduling = Daily Clinic Schedule

‘—-_':-‘ Appointment Scheduler - [AS51705S - Daily Clinic Schedule] I =18

File

Edit ‘Window  Help

B+ -l 0F| s i S| R

5 B 7 8 9 10 11
12 13 14 15 16 17 18
19 20 21 22[23 24 25 Display Schedule Rescheduls | Clinic Appointments |

26 27 28 29 30 31

ﬂ January 2003 ﬂ election I Assigned Name
Su Mo Tu'we Th Fr 5a

arbara Howe
T2 3 4 Clinic: [Forest Grave [*] pate: jn1f23iz003 | Jichi Cejalva

e

Assigned Mame: Farbara Howe

Start | End Fam WIC ID Appt Topic | Group) | Intpr | Lang |Manual| Status | Actual Mon Client |d
Time Time Tvpe Class Schd Staff Ackivit
50 AW [0 AW || R | I [ [res[>]for |~ = =
| [osoam fosoam || R T=I | [ faof=ffor [=0C =0l  [~]
| [ios0am frrosam [ [Fr_[=| | [ of=fior =l =l =]
| [iiosam [izoam || Fz_T=I I [ o f=ffor [=0 (=0l  [=]
[ [iieoam [isoam || [E_T=1I I [ o [=ffor [=f[ [=ff  [~]
[ [iosoam fzsoem || e T=1 | [ [res|=ffor [=0[ [~  [~]
| 12:30 PM |12:40 M |_| | v|| | | | |_[;||_|;||_|;| LUMCH -
| [z preioem || e T I [ o =ffor [= [=0f  [=]
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Figure 3: “Daily Clinic Schedule” Screen
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1. Double click in the “Group/Class” field corresponding to the
desired group education class.

This will take you directly to the “Group Education Classes” screen. You
can then schedule the client as previously outlined.

4 NOTE: When the “Group Education Classes” screen is accessed this way it is
not necessary to search for the class you want. You are already there!

Scheduling a Client in a Group Education Class via the
“Family Appointment Record” Screen

The starting point for this section is:
Appointment Scheduler = Scheduling Family Appointments => Family
Appointment Record

1. Using the “Open” icon, search for and return with the client to
the “Family Appointment Record” screen.

2. Select the WIC ID number of your client by clicking on the
select box.

3. Select the “Find Appt.” button which will take you to the “Find
Appointment” screen.

Please refer to the “Schedule Appointment Now” lesson for more
information on this screen.

4. Under the “Appointment Type” field, select “Group Education”
from the drop down list.

5. Click on the “Find Appt” button.

All group education classes with openings will be listed under the “Open
Appointments” section of the screen.

6. Select the class by clicking on the select box.
The client’s WIC ID number will auto-fill.

7. Click on the “Book” button.
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You will be taken back to the “Family Appointment Record” and the class
appointment you just made will be visible under the “Client’s
Appointments” section.

J NOTE: You can only schedule one family member at a time into a group NE
class from the “Family Appointment Record” screen, even if it for the same class.

v SKkill Check:
Use your @ Activity Sheet for this practice.

The client needs to be scheduled into a group nutrition education class on the
topic of “General Nutrition.”

Print out the blank ““Group Education Classes’ screen before you schedule the
appointment and then print out the screen again after you have scheduled the
appointment.

& Notes:
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Chapter 4: Appointment Scheduler
Section 4: Scheduling Appointments
Lesson: Handle Walk-In & Overbook Appointments

Objectives:

Upon completion of this lesson the user will be able to:
. schedule walk-in clients in the “Daily Clinic Schedule.”

Overview:

Making a space in the clinic schedule for walk-in appointments is a common WIC
occurrence. TWIST allows you to book a walk-in appointment or add a necessary
space in a busy schedule, while at the same time, keeping track of and reporting
the number of walk-in appointments!

Let’s go to the “Daily Clinic Schedule” and see how to handle a walk-in client.

Instruction:

How to Format a Lesson

The starting point for this section is:
Appointment Scheduler = Scheduling = Daily Clinic Schedule

‘-:-‘ Appointment Scheduler - [A51705 - Daily Clinic Schedule] I = x|
File Edit “Widow Help
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26 27 28 29 30 A
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(Mfpsoam peisam [ EE]| 1 | [me [-[er = [~ =]
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osnAM [rosam || FL =] | | | (Mo [=for T | =
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Figure 1: “Daily Clinic Schedule” Screen
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NOTE: Please refer to Chapter 4, Lesson 202 Daily Clinic Schedule for more
detailed instructions on the “Daily Clinic Schedule” screen.

In the “Selection” section, select the “Clinic” from the drop down
list.

In the “Calendar” section, click on the number corresponding to the
day on which you wish to schedule the walk-in appointment.

To move the calendar forward or backward by month, use the arrows in
the left and right hand corners of the calendar.

Click the “Display Schedule” button.

The “Assigned Name” section displays the list of staff names assigned
to the schedule for that date.

Click on the desired staff person’s name to view their schedule for
the day.

Search for an open appointment slot in the lower half of the screen.

If there is a blank row on the “Daily Clinic Schedule,” signifying an
open appointment slot, you may use this time slot to schedule the walk-in.
If there are no open slots, you must create one.

Click on the “Insert Record” icon to create a new row.

You will then need to enter the “Start Time” field for this appointment
time.

Set the “End Time” of the appointment just before the one you are
creating so that it is the same as the start time of the
appointment you are creating.

This is done so the new appointment does not start before the one before it
ends.

Enter the client’s “WIC ID” number.

If this is a new client, you will first need to complete the client
demographics and prescreening data for them in order to get a temporary
WIC ID number.
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Tab to the “Appt Type” field and select the appointment type from
the drop down list, if needed.

. If this is a newly created schedule row, you must select an
appointment type from the drop down list

. If you are using an existing slot, and it already has the correct
appointment type in the field, there is no need to change it.

o If the appointment type field is populated, but the appointment

type is not correct, select the correct appointment type from the
drop down list

. When an appointment type is selected, the end time will auto fill
based on the duration of the appointment as defined in the
appointment types duration table.

Adjust the “ Start Time” for the appointment that begins after the one
you are creating.

. This is done so the next appointment does not start before the one
you are creating ends.
. If you are adding the appointment to the end of the day, there will

be no next appointment.

Tab to the “Status” field and select “WI (Walk In)” from the drop

down list.

. The “Walk In” status means the same thing as “Kept.”

. Using the “Walk In” status instead of “Kept” allows the system to
track and report on the number of Walk In appointments done in
the clinic.

In the “Actual Staff” column, you can select the name of the staff
person if you know who will be seeing this client. Otherwise,
this can be left blank and the staff will document this later on
the Family Appointment Record.

Save and exit.

“Refresh” to see the appointment on the “Family Appointment
Record” screen.

J NOTE: Be sure and leave the status as “Walk-in” rather than “Show,” so
that your agency can track the number of walk-ins. If you change the status to
“show?” there is no way to distinguish between clients who had a scheduled
appointment and those who did not.
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v”Skill Check:

Now that you have reviewed the “Daily Clinic Schedule” screen and practiced
how to add a walk-in appointment, it’s time to give it a try on your own! Go to
today’s “Daily Clinic Schedule” screen and add in a walk-in appointment for an
existing client. When you are done, make a screen print of the “Daily Clinic
Schedule” screen showing your scheduled appointment.

& Notes:
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Chapter 4: Appointment Scheduler
Section 4: Scheduling Appointments
Lesson: Scheduling Group Screening Appointments

Objectives:

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

. schedule clients into group screening appointments.
Overview:

Group screening appointments, sometimes called “group certifications”, are often
used to screen and certify a group of WIC eligible clients who all belong to the
same category. This group process often allows for the processing of more clients
than could be done by scheduling individual appointments for them. This is
especially true for clients new to WIC who need an orientation to the program.

Group screening appointments can easily be scheduled with the TWIST system
using the same process as for other appointment types. Let’s look at the “Group
Screening” screen and see how easy it is!

Instruction:
Reviewing the “Group Scheduling” Screen
The starting point for this section is:

Appointment Scheduler = Scheduling = Group Maintenance = Group
Screening
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‘—':-‘ Appointment Scheduler - [AS51905 - Group Screening]
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Figure 1. “Group Screenlng” Screen

There are two parts to this screen, “Group Info” at the top, which
displays information about the Group Screening appointment, and
“Group List,” which displays information about those clients
scheduled to attend the appointment.

The “Group Info” section is completed by the scheduling person
in your local agency and booked into specific appointment slots on
the “Daily Clinic Schedule.”

When you are using the “Group Screening” screen for scheduling, you will be
using the “Group List” part of the screen, but let’s briefly review the “Group
Info” section so you know what information is available.

1. Review the “Group Info” section.

11

1.2

The “Clinic” field indicates the clinic at which the screening
appointment will be held.

The “Group Screening Type” field displays the type of
group screening appointment (e.g., new child certification, new
pregnant woman certification, etc.)
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1.3

14

1.5

1.6

1.7

1.8

1.9

1.10

111

1.12

1.13

The “Language” field is a drop-down window that allows
you to select the language in which the group screening will be
conducted.

If applicable, “Room Number” shows the room in which the
appointment will be held.

The “Appt. Date” field displays the date on which the
appointment is booked.

“Location Name” lists the location for this appointment.

The “Current Booked” field displays the number count of
clients already scheduled for this appointment. As you
schedule clients for this appointment, you will notice the
number changes accordingly.

The “Start Time” field displays the time this appointment
starts. This comes from the “Daily Clinic Schedule” screen.

The “Primary Staff” field displays the name of the staff
person who is scheduled as the primary staff person for this
appointment.

The “Maximum Capacity” field lists the maximum number
of clients who should be booked for this group appointment.

The “End Time” field displays the time this appointment is
scheduled to end.

The “Notes” field shows any notes entered relating to this
screening appointment.

The buttons to the bottom right of the “Group Info” section,
“New Screen,” “Schedule,” and “Secondary Staff” are
all used by the person setting up and scheduling the screening
appointments.

Scheduling a Client in a Group Screening Appointment

The starting point for this section is:
Appointment Scheduler = Scheduling = Group Maintenance = Group

Screening

1. Click the “Open” icon.
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This displays the “Select Group Screening” pop-up.

‘—':-‘ Appointment Scheduler - [AS51905 - Group Screening]

File Edit “Window Help
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a
= |
| | i
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Figure 2: “Select Group Screening” Pop-Up

. This pop-up allows you to search for any scheduled group
screening appointments.
. There are two sections to the pop-up: “Selection” and
“Results.”
2. In the “Selection” section, enter data into the fields on which

you wish to search for a group screening appointment.

The more information you enter in the “Selection” section fields,
will give you more limited results.

You must use at least one field from the “Selection” section on
which to search.

3. Click the “Retrieve” button

4, Double click on the appropriate screening appointment.

Once you double click on the appointment line, the pop-up will
close and return you to the “Group Screening” screen with the
“Group Info” data populated.
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. If clients have already been booked into this screening
appointment, their names and corresponding information will be
shown in the “Group List” section.

/4 NOTE: You may also click once on the desired appointment line and then
click the “OK” button to close the pop-up and return to the “Group Screening
screen.

5. Click “Insert”

This creates a new row for scheduling a client to this screening
appointment.

6. Enter the client’s “WIC ID”

If you do not know the client’s WIC ID, you can fast path to client master
search, find and return with your client.

7. Tab to the “Status” field.

. The system displays the client’s “Name,” “DOB,” and “Phone
Number” in the corresponding fields.
. The system defaults the “Status” field to “booked.”

8. Save.

o Notice that the “Current Booked” field in the “Group Info”
section has been updated to include the client you just scheduled
for the appointment.

o To continue booking other clients for this same screening
appointment, tab off the “Status” field to create a new client row,
or click the insert icon.

J NOTE: You cannot print vouchers from this screen. In addition, data from
this screen does not appear on productivity or show rate reports.

9. Exit.

< Tips and Shortcuts:

The “Group Screening” screen may also be accessed from the “Daily Clinic
Schedule” screen by double clicking in the “Group/Class” field corresponding to
the desired group screening. When the “Group Screening” screen is entered this
way it is not necessary to search for the screening you want. You are already
there!
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- Practice Activities:

Using the information on your @ Activity Sheet, follow the steps below to
schedule your client to a group screening appointment.

The starting point for this activity is:
Appointment Scheduler = Scheduling = Group Maintenance = Group

Screening

1. Click the “Open” icon.

2. In the “Selections” section, enter the corresponding data from your
Activity Sheet.

3. Click “Retrieve.”

4. Double click on the screening appointment designated on your Activity
Sheet.

5. Click “Insert.”

6. Enter your “WIC ID” number.

7. Tab to the “Status” field and select the status from the drop down list.

8. Save.

9. Exit the “Group Screenings” screen.

Great job! You have scheduled your client to their Group Screening appointment!

v"Skill Check:

You are now going to schedule a client into a group screening. For the purposes
of this activity, you are a WIC clerk. The person to your right will be your client.
She is trying to make an appointment to put herself back on WIC. She is pregnant
and will be scheduled into a group screening for pregnant women. Do a screen
print of the screen that shows your client has been scheduled successfully. Good
Luck!
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