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——Purpose—-

The purpose of this User Guide is to provide detailed information of the resources
available on the Clinic Portal, and how to carry out the tasks and responsibilities
of the Staff role. The Clinic Portal will be used by the Staff to manage patient
appointments.

-=-Overview—-

The role of the Staff is to check-in patients with scheduled online appointments,
cancel and reschedule patient appointments as needed, and also accommodate
registration and scheduling for walk-in patients. The Staff is responsible for
managing the Appointment Dashboard for a given site location.

—=Clinic Portal Features - Staff——

e Logging into the Clinic Portal

e Appointments Dashboard

e Checking in a Patient

e Rescheduling and Cancelling an Appointment
e Booking Walk-In Appointments

e GCenerate a Summary of Appointments

e Export appointments to a CSV
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Navigate the Clinic Portal as Staff
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1. From the Login screen, check the box to confirm you understand and will
comply with confidentiality and acceptable use rules and click Login.

2. Loginto the Clinic Portal using the staff credentials sent to your registered

email address.

Arizona Vaccination Program

a

VI

< @ o

Sign up your application on our safe and
highly secure platform

* | have read and attest to adhere to the ADHS
Acceptable Use and Confidentiality Agreement

O gin & |

Forgot password?

ARIZONA DEPARTMENT
OF HEALTH SERVICES

‘

o'F
Sign in with your existing account
Email Address

Email Address

Password

Password

= T

Once you are logged in, the Appointments Dashboard will display. This is the
default view for the Staff.

2% Dashboard

v Patient Check-In

Search By AppointmentID ~

Enter Appointment ID

FIRST LAST DATE OF
NAME NAME BIRTH

F  Walk-In
S— Appointments
Q,  Advanced Search
ID EVENT NAME DATE TIME
EI Adverse Form
o Exports

TYPE STATUS ACTIONS ACTIONS
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Look Up An Appointment ID

To check in a patient, you will need the QR code or the Appointment ID. This
section reviews the steps for finding the Appointment ID if the patient is unable
to provide it.

You will begin the search on the Dashboard, searching under the patient’s
appointment ID or their entire first or last name and date of birth.

If you're unable to retrieve the appointment with a basic search, you will use the
Advanced Search tool. This feature lets you enter as few as three letters of the
patient’s name, which can be helpful if a name was misspelled when the
appointment was scheduled. The steps for using the Advanced Search tool are
detailed after the Dashboard Search

#8 Dashboard

«  Patient Check-n  Search By AppointmentiD  ~ 1234
%  Walk-In
Appointments

Bl Summary
T RN DATE OF

vanced Search  |f) EVENT NAME DATE  TIME  FIRSTNAME LASTNAME po-.” TYPE STATUS  ACTIONS
B AdverseForm 1234 ARG MaccipeFvent  03-07-20216:00PM  Jane Test  05-05-1955 Call-In h"‘*c'”d‘e“ Reé“'a:z”'e
< eports 0200 0—lbS: ¢ ¢ 4 < " O A4

Dashboard Search

1. Click the dropdown arrow in the field to the right of Search By and select
the filter you want to use.

v reiemcnecen Search By  Appointment D~ Enter Appointment ID Search Q, Clear
# walk-In

m s Appointments

Q

1 Advers

& Exports
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You can filter by:

e Appointment ID
e First Name and DOB (Date of Birth)
e Last Name and DOB

* First Name and DOB
pa— Last Name and DOB s
% wolin Appointment ID
e - Search By—=ppomrmermre erermppentment 1D
Q rch
I
&

Once you select the search filter, an entry field will display that corresponds with
your selection.

e Appointment ID: A text entry box displays. Whenever possible, search on
Appointment ID, as this search will always return a single result.

Search By AppointmentID ~ Enter Appointment ID

e Name and Date of Birth (DOB): A text entry box for first name or last name
will display. A date box will also display to enter or select the DOB. When
using either of the name filters on the Dashboard Search, you must enter
the ENTIRE first or last name.

Search By First Name and DOB~  Enter First Name MM/DDYYYY [ Clear

Search By Last Name and DOB~  Enter Last Name MM/DDYYYY B Clear
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2. Enter your criteria and click Search.

3

Search By FirstNameandDOB~  Jane 050511955 () Search Q Clear
Appointments
DATE OF
[} EVENT NAME DATE TIME FIRST NAME  LAST NAME BIRTH TYPE STATUS ACTIONS ACTIONS

The dashboard will display all appointments that match the criteria you entered.

Search By FirstNameandDOB~  Jane 050511955 ) LRl e
Appointments

ID EVENT NAME DATE TIME FIRSTNAME LAST NAME D;{-E[ﬁF TYPE STATUS ACTIONS ACTIONS
4567 BestVaccine Event 03212021  10:00AM  Jane Test 05051955  Online i - S
1234 ABC Vaccine Event 03-07-2021  6:00 PM Jane Test 05-05-1955 Call-in Done Foliow Up

Advanced Search

If you are unable to retrieve an appointment from a search on the dashboard, you
have additional options under the Advanced Search tool. With this tool you can
search on either Phone number or Date of Birth (DOB) and partial spellings of the
patient’s first, middle, or last name.

This tool is for locating appointments only. You will not be able to schedule,
reschedule, or cancel appointments from this screen. Once you retrieve the
appointment, you will copy the Appointment ID and enter it into the Dashboard
Search to retrieve the appointment and complete the desired action.

1. Click Advanced Search from the menu.

28 Daoshboard

 potient cheer.n  Pone Number Date of Birth Name

. (999)999-9999 MMDDYYYY  [T)  Enter at least 3 letters of either first, middle or last name m Clear
F  walk-in
B summary R

Appointments

5 adverse Form EvEn e - r
& Exports
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2. Enter EITHER a phone number or Date of Birth into the designated field.
Once you enter data into one of those fields, the Name field will become
active.

Enter at least three letters of the first, middle, OR last name.

AND
OR At least 3 letters of either first, middle or last name

Phone Number Date of Birth Name
(999999-9999 MMDDNYYYY (=)  Enteratleast 3 letters of eitherfirst, middle orlast name m Clear

Appointments

Click Search.

Phone Number Date of Birth Name .

099)999-995 05051955 ) TES N

Appontments

If multiple results are returned, you can click on any column title to sort the
data in that column.

Phone Number Date of Birth Name
0510511955 (=] TES e o |
Appointments
FIRST MIDDLE LAST
EVENTID EVENT NAME [[#] DATE TIME HAME NAME NAME DATEOFBIRTH PHOMNE STATUS
13 ABC Vaccine Event 1234 030720 G:0OPM  Jane Test 05-05.1955  123-444.5855 n"““*"‘""
13 ABC Vaccine Event 2 03-03-2021 $:15AM  Jane Test 05-05-1955 123-444-5555 Cancel

When you retrieve the patient’'s appointment, copy the Appointment ID so
you can paste it into the Dashboard Search field to retrieve the patient’s
record for check-in.

Phone Number Date of Birth Name
05051955  [F) TES e oo |
Appointments .
FIRST MIDDLE LAST
EVENTID EVENT HAME [[+] DATE TIME NAME NAME NAME DATEQF BIRTH PHONE STATUS
1 ABC Vaccine Event 1234 03072021 G:0OPM  Jane Test 05051955  123-444-5655 :"m
13 ABC Vaccine Event T2 03-03-2021 3:15AM  Jane Test 05-05-1955 123-444-5555 Cancel
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Check In Patients
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To check in a patient, you will need the QR code or the Appointment ID. The steps
for finding the Appointment ID if the patient doesn't have it are reviewed in the
previous section.

1. To check in a patient, click Patient Check-in on the menu bar, on the left hand
side or click Check-in from the dashboard. The Patient check-in screen will
display.

je==m

Patient Check-In  Search By AppointmentID ~ Enter Appointment ID w Clear
F  Walk-In
— Appointments
Q  Advanced Search FIRST LAST DATE OF
D EVENT NAME DATE TME |\ ME NAME BRTH TYPE STATUS ACTIONS  ACTIONS

Adverse Form

o Exports

The Patient Check-In screen will display.

#

Walk-In

Summary

Advanced

2§ Dashboard
"f

|

Search

& Patient selection

Adverse Form

Exports

© Personal information
© Insurance information

© Screening questions
© Consent
© Appointment details

Patient check-in

Please choose a patient by scanning their QR code. Once scanned, c |
verify their information and click “Continue” to proceed if everything ance
looks correct.

Patient Selection

Scan a QR code AppointmentID

OR  ABC123

NEXT >
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2. To begin check-in, you can scan a patient’s QR code (received in their
confirmation email or text) or verify and enter the patient’'s Appointment ID.

a. Toscan a QR code, click ‘Launch Scanner'. A camera will launch to
read the QR code. Align the QR code with the camera so that the QR
code is showing on screen.

b. No QR code? No problem. Just enter the Appointment ID into the
Appointment ID field and click Next.

= Patient check-in
4 lease choose a patient by scanning their code. Once scanned,
'J Pl h by heir QR code. O d |
m verify their information and click “Continue” to proceed if everything Cance
looks correct.
@ Patient selection Patient Selection

© Personal information

© Insurance information Scan a QR code Appointment ID
© Screening questions OR 1234
© Consent

© Appointment details .
NEXT >

3. Verify the patient’s personal and contact information.

You can update information by typing corrections directly into the field. The
updates will save when you click the Next button.

Click Next when the patient’s details have been verified.

NOTE: Updates to the Personal and Contact Information can only be
completed while the patient’s status is Not checked in. Once they are
checked-in, this information can no longer be changed.

° Faliag el ien Personal Information
All fields marked with * are required
* First Name Middle Name * Last Name
o Personal Information
* Gender Marital Status * Date of Birth
Insurance .
¢ 8 Age
Information
* Ethnicity * Race
o Screening questions * Occupation * Preferred Language
Contact Information
e Consent .
Mobile Phone Number Other Phone Number
e Appointment details Opt to receive appoi inders and upd via text
Email Address Apt/Suite No

¥ Street Address

Enter your zip code to auto-fill county, city and state details
* Zip Code * City

State County Q

NEXT >
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4. Verify the insurance information

To add or edit the insurance information, you can update information by typing
corrections directly into the field.

Click Next when the information is verified.

° Patient selection Health Insurance Information
° F’ersoncl' All fields marked with * are required
Information
° Insurance
Information * Do you have Insurance?
Screening
o questions @ Ves O No
e Consent * Type of Insurance
. Medicaid -
o Appointment
details
* Insurance Company Name « Member ID/Policy Number ~Health Plan Phone Number
Insurance Company Name Member ID/Policy Number Health Plan Phone Number
~ Health Plan Address

Health Plan Address Q
< PREVIOUS NEXT >

5. Ask the patient the screening questions.
Click Next

e Patient selection . -
Screenlng qUEStIOFIS

° Personal Information

Patient information and health status will be evaluated on-site by a Department of Public Health nurse who will determine if you are able to receive the
° Insurance Infermation wvaccine on the clinic date, All fields marked with * are required
o Screening questions

e Consent 7.‘ f COVID-19 voccine?
o Appointment details

S < PREVIOUS NEXT >

10
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6. Review the consent to ensure consent was received electronically.

a. If consent was not received electronically, have the patient fill out a
paper consent and check the box stating ‘Consent Received on
Paper.

Click Next.

° Patient selection Consent

° Personal Information
[] Consent Received on Paper
° Insurance Information

° Screening questions

o Consent

o Appointment details a
< PREVIOUS NEXT >

7. Confirm the appointment details and ask any additional questions required for
vaccination. If the patient is not eligible to receive the vaccine for any reason (i.e.
sickness), you can reschedule or cancel the appointment by clicking the
Reschedule or Cancel button.

If the patient is confirmed to receive the vaccination, click Submit.

Appointment Details

@ Fatient selection

The following is time scheduled currently for this patient. If no changes are needed please click

° ge=onaliniomnation submit to complete the check-in.

° Insurance Information

Scheduled Appointment Time
° Screening questions

DATE AND TIME LOCATION
@ consent 03-07-2021 123 Main St
6:00 pm Anytown, Arizona

a Appointment details

Cancel appointment O

< PREVIOUS SUBMIT

The appointment status will update and the clinician can select Start to begin
the vaccination.

~ PatientCheck-In  Search By AppointmentID  ~ 1234 m \—Clem
£  walk-In
Appointments
B Summary
- DATE OF
Q  Advanced Search  |p EVENT NAME DATE TIME FIRST NAME LAST NAME BIRTH TYPE STATUS  ACTIONS
Iz Adverse Form . Reschedule
1234 ABG Vaccipe Event 03-07-20216:00PM  Jane Test 05-05-1955 Call-In Start

1
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Reschedule Patients

To reschedule an appointment, you will need to retrieve the appointment.
Review the steps for finding the Appointment ID if the patient doesn’t have it.

To reschedule an appointment, retrieve the appointment from the Dashboard.
Click Reschedule.

Search By FirstNameandDOB~  Jane 05051955 |

Appointments

DATE OF
FIRSTNAME LASTNAME  ppry  TYPE STATUS  ACHNS

4567 BestVaceine Event 0327201 10:00AM  Jane Test 05051955  Online r:l°t6he°k°d

D EVENT NAME DATE TIME ACTIONS

Py
Two scheduling options:

Schedule the first available appointment date. The event with the earliest
appointment available will automatically display in the upper right of the
screen. If this location and date are convenient for the patient, you will only
need to select an appointment time.

Select another event or date. The events to schedule within 50 miles of the
patient’s zip code and events the patient was invited to will display under Select
Event. You can easily select a different date or event for the patient.

2 Reschedule a vaccination
'm Complete all sections to reschedule your vaccination appointment Cancel
Scheduling

Booking For = Name Jane Test Date of Birth Feb 1, 1955

Alll fields marked with* are required
Eafliest Available Appointment o

March 7, 2021 ABC Vaccine Event

123 Main St.
B Events within 50 miles Sunday Anytown, Arizona  Get Directions €

3. Select Time
Moming (7AM - 11:59AM) =
Aftemoon (12PM - 2:59PM) -
G ine Ev -
198 Fast teet é:"‘ewn, Arizona Evening (3PM - 5:59PM) v
Easy Voccine Event Lote Evening (6PM - 11:59PM)  +

111 Washington, Ourtown, Arizona
- (7] 9 10 12

* Search for events by preferred zip code

1. Select Event 2. Select Date
Best Voccine Event MARCH 2021

717 Central Ave, Thistown Arizona Su Mo Tu We T R Sa

Quick Vaccine Event

456 MLK Drive, Besttown, Arizono 15 16 1®
n 2z n

Drive Thru Vaccine Event

456 MLK Drive, Hoppytown, Arizona % 20 N

o ABC Voccine Event
© 123 Main Street, Anytown, Arizona @

Book Appointment

12
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Reschedule an appointment - 3 simple steps

If the earliest available appointment date and location are convenient for the
patient, skip to step 3.

To change the location and / or date for the appointment:
1. Select an Event

To select a different location, scroll through Select Event. Events within
a 50 mile radius of the zip code and events that the patient was invited
to will display under Select Events.

If you want to expand your search beyond 50 miles, just click to uncheck
the box. You can also enter another zip code to search for events.

Once you've completed your search, click the button to the left of the
event the patient wants to attend.

*Search for events by preferred zip code
85007 Q

Events within 50 miles

* 1. Select Event

®) Best Vaccine Event
717 Central Ave, Thistown Arizona

O Great Vaccine Event
198 First Street, Mytown, Arizona

O Easy Vaccine Event
111 Washington, Ourtown, Arizona

O Quick Vaccine Event
456 MLK Drive, Besttown, Arizona

® Drive Thru Vaccine Event
456 MLK Drive, Happytown, Arizona

® ABC Vaccine Event
123 Main Street, Anytown, Arizona
2. Select a Date

13
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When you click on an event, the Select Date calendar will automatically
update to show appointment availability for that event.

Dates that have available appointments will display in red. If there are no
appointments for a date, it will show in gray and you will not be able to
click on it.

The first available appointment for the month will have a red circle around
it.

Click on a date to select it.

* 2. Select Date

MARCH 2021

Su Mo Tu We Th Fr Sa

MAR
‘;“}miilii 9 10 12
W
15 16 18
21 22 23
29 30 31

3. Pick a Time

14
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Blocks of time that the event has open for appointments will display
under Select Time.

Ask the patient what time of day they prefer for their appointment.

Click the down arrows on the right of each red bar to display the
appointment times.

The number under “Available” shows the number of appointments
available for that time.

Click the button to the left of the time the patient wants to schedule.

You may need to scroll down to see all the
times available for that block.

Click Book Appointment.

* 3, Select Time

Moming (7AM - 11:59AM) v
Afternoon (12PM - 2:59PM) v
Evening (3PM - 5:59PM) v

Late Evening (6PM - 11:59PM)

* 3. Select Time

Moming (7AM - 11:59AM)

Afternoon (12PM - 2:59PM)

Evening (3PM - 5:58PM) v

Late Evening (6PM - 11:59PM) Y

TIME AVAILABLE
GOOPM 5
O 603PM 5

6:06 PM 5

O
e

Provide the Appointment ID

15
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After clicking Book Appointment, the appointment details screen will display.

Provide the patient with the Appointment ID and instruct them to make note
of it and take it to their appointment.

Instruct the patient to bring their Vaccination Record Card with them to the
appointment to have it updated with the date they received their second dose.

Appointment Details
APPOINTMENTID 1234

NAME Jane Test

DATE OF BIRTH 05/05/1955

EVENT ABC Vaccine Event

ADDRESS 123 Main Street, Anytown, Arizona, 85034
APPOINTMENT

fwaass 03/07/2021

APPOINTMENT
TIME 6:00 PM
EVENT

INFORMATION Bring your appointment ID and arrive 15 minutes early

Back to homepage

Schedule Walk-In Appointments

You have the option to book appointments for people who come to an event
without an appointment.

1.  From the Dashboard, click Walk-In

2% Dashboard

~ Patient Check-In Search By AppointmentID ~ Enter Appointment ID m Clear
&  Walk-In

Appointments
B Summary PP

Advanced Search FIRST LAST DATE OF
ID EVENT NAME DATE TIME (AME NAME BIRTH TYPE STATUS ACTIONS ACTIONS

Q
I Adverse Form

Exports

[

2. Click to choose from the available Vaccination Programs. You can select more
than one. Click Next once you have selected the appropriate Program(s).

16
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[ = | Schedule a vaccination
" Cancel
’m Complete all sections to schedule your vaccination appointment R

Vaccination Programs

o Vaccine Group Choose a Vaccination Group

e Personal Inform

Health Insurance
Information

Please choose from the following available vaccination groups. You can also choose multiple
groups.

o Supplemental El Flu
Questions

[[] covip 19
6 Scheduling

NEXT >

3. Enter the patient’s personal and contact information. Fields marked with an
asterisk (*) are required. Click Next once completed.

Note: Although an email address is not required, we strongly encourage the
patient to provide one so they receive notifications about their vaccinations
(appointment reminders, confirmation vaccines were administered,
confirmation of follow up appointments, etc.)

o Vaccine Group Personal Information
All fields marked with * are required
* First Nome Middle Name * Lost Name
0 Personal Information )
* Gender Marital Status * Date of Birth
Health Insurance Age
Information * Ethnicity * Race
: * O ion »
0 Supplemental Questions =Pt ) reiiseed Longuage
Contact Information
e Scheduling * Mobile Phone Number Other Phone Number
Opt to receive appoi inders and upd via text
Email Address Apt/Suite No

* Street Address

Enter your zip code to auto-fill county, city and state details
* Zip Code * City

State County Q

NEXT >

If the appointment is being scheduled for someone under 18 years of age, when
you enter the date of birth, you will be prompted to enter the first and last name
of a guardian.

17
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Personal Information

All fields marked with * are required

* First Name Middle Name
* Gender Marital Status
Age *' 4 * -
17 Guardian First Name
* Ethnicity * Race
* Qccupation * Preferred Language

Contact Information

* Mobile Phone Number Other Phone Number

Opt to receive appointment reminders and updates via text

Email Address Apt/Suite No
* Street Address

Enter your zip code to auto-fill county, city and state details

* Zip Code * City

State County

* Last Name

* Date of Birth
02/01/2004

* Guardian Last Name

4. Ask the patient whether they have insurance and select Yes or No depending on

their insurance status. If No, click Next.

If the patient asks why this information is being requested, it may be helpful to
explain that "COVID-19 vaccines are free; however, insurance information is
being requested during appointment scheduling so that an administration fee
can be billed to insurance if you are insured. There will be no out-of-pocket costs

requested during your appointment time and

you should not receive a bill."

Health Insurance Information

o Vaccine Group

o Personal Information All fields marked with * are required

Health Insurance

Information

* Do you have Insurance?

O Yes @ No

< PREVIOUS NEXT >

5.

If the patient responds ‘Yes' for insurance, fill in the required information. All

fields marked with an asterisk (*) are required. Click Next when you're done.

18
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Health Insurance Information

All fields marked with * are required

* Do you have Insurance?
@ Yes O Mo

* Type of Insurance

Private v

Private Insurance Information

< PREVOUS NEXT >

6. Ask the patient the supplemental questions. Click Yes or No to answer all of the
questions and click Next.

o Vaccine Group Supplementol Questions
o Personal Information Please answer the questions to provide additional information for public health. All fields marked with * are required.

o Health Insurance Information

* Do you live in a shelter or other congregate living O Yes O No
o Supplemental Questions settings with vulnerable populations?
* Are you immunocompromised or do you have an O Yes O No

underlying medical condition not limited to COPD,
heart disease, diabetes, or chronic kidney disease?

19
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Step 5 of 5 - Scheduling

Booking For —  Patient : Jane Test Date of Birth :May 5, 1955

* 1. Select Event * 2. Select Date * 3. Select Time
@ ABC Vaccine Event 12 Feb - 30 Jun MARCH 2021 3 Moming (FAM - 11:59AM) v
123 Main street, Anytown, Arizona
o Stateor Dose 2 Test Event, 12 Feb - 30 Jun Su Mo Tu We T F Se Afternoan (12PM - 259PM) ~
B B MAR Evening (3PM - 5:59PM) -
a‘ 9 10 12
15 16 18
21 22 23
29 30 A

BOOK APPOINTMENT

Schedule the appointment - 3 simple steps

The events that the account has access to will display.
1. Select an Event

To select a location, scroll through Select Event. All events that the
account has access to book into will display under Select Events.

Once you've completed your search, click the button to the left of the
event.

Step 5 of 5 - Scheduling

Booking For —  Patient : Jane Test Date of Birth :May 5, 1955

* 1. Select Event

@ ABC Vaccne Event 12 Feb - 30 Jun
123 Main street, Anytown, Arizona

State of Arizona - Dose 2 Test Event, 12 Feb - 30 Jun
150 N 18th Ave, Phoenix, Arizona 85007
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2. Select a Date

When you click on an event, the Select Date calendar will automatically
update to show appointment availability for that event.

Dates that have available appointments will display in red. If there are no
appointments for a date, it will show in gray and you will not be able to
click on it.

The first available appointment for the month will have a red circle around
it.

Click on a date to select it.

* 2. Select Date

MARCH 2021

Su Mo Tu We Th Fr Sa

MAR

15 16 18
21 22 23
29 30 31

21
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Blocks of time that the event has open for appointments will display
under Select Time. Click the down arrows on the right of each red bar to
display the appointment times. The number under “Available” shows the

number of appointments available for that time.

Click the button to the left of the time the patient wants to schedule.
You may need to scroll down to see all the times available for that

block.
Click Book Appointment.

* 3. Select Time

Morning (7AM - 11:59AM)

Afternoon (12PM - 2:59PM) v
Evening (3PM - 5:59PM) v

Late Evening (6PM - 11:59PM) A

S

»

G

* 3. Select Time

Moming (7AM - 11:59AM) v .
Afternoon (12PM - 2:59PM)

W

Evening (3PM - 5:59PM) v

Late Evening (6PM - 11:59PM) A

TIME AVAILABLE

@® coorm 5
O eo3pM 5

QO e06PM 5

Book Appointment

Confirm the appointment

Review the appointment details and click Confirm to schedule the appointment.
If you will be checking them in now, make note of the Appointment ID to retrieve
the appointment on the Dashboard and follow the Check-in instructions.

22
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Book this appointment?

Event
ABC Vaccine Event

L
—

"1 Event Location
keat01De 123 Main Street, Anytown, Arizona

ly Appointment Date Appointment Time h Fr
03/07/2021 6:00 PM
! 1 s
9 Dec - 31 .
= o Gem |,
:M-Mummmn -| | w15 1 7 18 ¢

Schedule 2nd Dose (follow up) Appointments

To schedule 2nd Dose (follow up) appointments, you will need to retrieve the
appointment. Review the steps for finding the Appointment ID if the patient
doesn’t have it.

Once you retrieve the record for the patient’s first dose vaccination, confirm their
Status = Done. *

Search By FirstNameandDOB~  Jane 051051985 [ Clear
Appointments
DATE OF
D EVENT NANE DA TME  FRSTNAME LASTNAME pggry TYPE  STATUS  ACTIONS  ACTIONS
1234 ABC Viaceing Event 05-10-2021 600PM  Jane Test 05051955  Online  Done FollowUp

Also, take note of the date they received the first dose.

In the next step, you will schedule their 2nd dose appointment on the dashboard.
The date for their 2nd dose must be scheduled at least 21 days from their first
dose for Pfizer and 28 days for Moderna.

1. Once you have the patient's first dose appointment displayed on the
Dashboard, click Follow-Up.

Search By First Name and DOB ~ Jane 05051955 [ m Cleor
Appointments
DATEOF
() EVENT NAME DATE  TME  FRSTNAME LASTNAME gy TYPE  STATUS IONS  ACTIONS
124 ABC Vaceing Event 05-10-2021 €00PM  Jane Test 05051955  Online  Done FollowUp

23
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2. Review the personal information and click Next.

Schedule a vaccination

This is followup of appointment 1234

@ Personal Information Personal Information

Contact Information

The current event and linked follow-up events will display. The first available date
for the selected event will display under Select Date.

There is a minimum waiting time between receiving 1st and 2nd vaccine doses:

e Pfizer: 21 days
e Moderna: 28 days

Book the follow up

1. Select the event: The current event and linked follow up events will display.
The calendar will automatically update with available appointments once you
pick an event.

2. Select a date: Determine the first date the patient is eligible to receive their
second dose and click that date.

o Datesinred have available appointments. Dates in gray have no
appointments available.

o Click the arrow (>) to the right of the month to advance to the next
month.

3. Select a time: Click the down arrows on the right of each red bar under
Select Time. Click the button to the left of the time the patient wants to
schedule.

4. Click Book Appointment.
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Step 2 of 2 - Scheduling

Booking For —  Patient : Jane Test Date of Birth :May 5, 1955

150 N 18th Ave, Phoenix, Arizona 85007

* 1. Select Event * 2. Select Date * 3. Select Time 3
@ ABC Vaccine Event 12 Feb - 30 jun n JUNE 2021 Morning [7AM - 1159AN)
123 Main street, Anytown, Arizona
Su Me Tu We Th Fr S
o State of Arizona - Dose 2 Test Event, 12 Feb - 30 jun u ° © ’ a Afternoon (12PM - 2:59PM) v

Evening (3PM - 5:50PM) v

e 4 5 Late Evening (6PM - 11:55PM) ~

6 7 8 9 10

13 14 1 16 17 18 19

20 21 E 23 24

Review and confirm the appointment

Review the details of the appointment and when the patient confirms this
as their desired appointment, click Confirm.

The appointment is now scheduled.

If the patient wants to change the date or time of the appointment, click
Cancel and make new selections.

Book this appointment?

Event
ABC Vaccine Event

Event Location
123 Main Street, Anytown, Arizona

Appointment Date Appointment Time
06/28/2021 6:00 PM

" e

Provide the Appointment ID
After clicking Book Appointment, the appointment details screen will display.
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Provide the patient with the Appointment ID and instruct them to make note
of it and take it to their appointment.

Instruct the patient to bring their Vaccination Record Card with them to the
appointment to have it updated with the date they received their second dose.

Appointment Details
APPOINTMENTID 578
NAME Jane Test
DATE OF BIRTH 05/05/1955
EVENT ABC Vaccine Event
ADDRESS 123 Main Street, Anytown, Arizona, 85034
APPOINTMENT
DATE 06/28/2021
APPOINTMENT )
TIME 6:00 PM
EVENT Please bring a photo identification document to your appointment. If this is your second dose,
INFORMATION please bring your vaccination card.
Back to homepage
Cancel Appointments

To cancel an appointment, you will need to retrieve the appointment. Review the
steps for finding the Appointment ID if the patient doesn't have it.

1. Once you retrieve the record, click Cancel under the far right Actions column.

Search By FirstNameandDOB~  Jane 05/0511955 m Clear
Appointments
DATE OF )
D EVENT NAME DATE TIME FIRSTNAME ~LASTNAME BIRTH TYPE STATUS ACFIONS ACTIONS
1234 ABC Vaccine Event 03-07-2021  6:00 PM Jane Test 05-05-1955  Online Done Reschedule
Cancel

2. Select the cancellation reason from the dropdown list. Select Other if the reasons
provided do not describe the patient’s reason for cancelling.

After the cancellation reason is selected, click Yes. If you do not want the
appointment cancelled, click No to return to the dashboard.
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Cancel Appointment Cancel appointment

- . ; »
Are you sure you would like to cancel this appointment? Are you sure you would like to cancel this appointment?

. Reason for cancellation:
Reason for cancellation:

Changed their mind

- Administrative Reason

Sick

Called into work

Received vaccine at another facility

H Experienced reaction to the first dose F
(1]

No

Other
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Summary of Appointments

The Appointment Summary feature lets you view and export appointment details
for today, tomorrow, and yesterday for any event you have been assigned to. You
will be able to filter the appointments to customize what you view and export or
if you prefer, you can just export all appointments for the event.

1. To begin, click Summary from the Dashboard.

88 Dashboard

+  Patient Check-In Search By AppointmentID ~ Enter Appointment ID m Clear |

%  Walk-In
B Summa ry Appointments

Q  Advanced Search

FIRST LAST DATEOF
ID EVENT NAME DATE TIME TYPE STATUS ACTIONS ACTIONS
Adverse Form NAME NAME BIRTH

o Exports

2. Click the down arrow in the Select Event field to review all the events you're
assigned to then click the down arrow to select the day, either today, tomorrow,
or yesterday.

Note: If the event is not today, tomorrow, or yesterday, then no appointments will
display.

— L7 ONA DEPARTMENT
—H OF ltIE-lL H.S:E'-'ll-..ES OU: State of Arizona

23 Dashboard

Appointment Summary

Select Event Select Day
== Ma event selected -- - Today - Expaort All ok
R

~  Patient Check-In

% Walk-In

Q,  Advanced Search

EI Adverse Form
Q

& Exports

Mo results found

3. Click on the event that you would like to review and which day. If you would like
to just review the appointments or you want to select which types of
appointments you want to export, click Search.

If you want to export all appointments for the event, click on the event and the
day and then click Export All.
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Appointment Summary

Select Event Select Day

-- No event selected -- Today - m Export All
* 11 — ABC Test Event
12 — Best Test Event

You can select the appointments you want to view by clicking one of the
following options:

e Scheduled
o All statuses scheduled out of the number of available appointments
o The number before the slash (/) refers to the total number of all
appointment types for the day you selected (not checked in,
cancelled, checked in & vaccinated)
e Scheduled - Not checked in
o Scheduled appointments that have not yet checked in
e Scheduled - Cancelled
o Appointments scheduled for the day selected which have been
cancelled
e Checkedin
o Appointments that have checked in for the day selected, but have
not yet been vaccinated
e Vaccinated
o Appointments for which vaccinations have been completed

Appointment Summary
Select Event Select Day
513/2720 257 40 6 210
Scheduled- Scheduled- Checked in Vaccinated

Scheduled today Mot Checked In Cancelled today today

Appointments
FIRST MIDDLE LAST DATE OF PHONE
ID
CONSENT DATE TIME TYPE NAME NAME NAME BIRTH NUMBER STATUS
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Export Reports

1. To export any of the appointment summaries, just click the desired event and
day and click the Export All button.

Select Event Select Day
513/2720 257 40 5] 210
Scheduled- Scheduled- Checked in Vaccinated
Scheduled today I Mot Checked In [ Cancelled today today
’ Appointments
FIRST  MIDDLE LAST DATEOF  PHONE
ID CONSENT DATE TIME TYPE STATUS
‘ NAME NAME NAME BIRTH NUMBER
4798 03-8-2021 5:08pm  Online Jane Test 02-01-1955 (65111212 Checked in
4892 A 03-8-2021 515pm  Walk-In John Test 04-03-1958 (S05)111-222 Checked in
AMRT NLAINI1_ EI9am  Online Sam Samnle  NA11.1077 (RREAMATT? Charked in

2. A pop-up will display letting you know that the export has started. Click Show All
Exports to see the status of the report.

Export Started !! &

o

Show All Exports
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3. While the report is still generating, you will see the status as processing and once
it completes, the status will change to completed and you will be able to

download the file by clicking Download.

Note: a CSV file is generated and will be in your downloads folder.

Export Requests

ID REQUEST TYPE

DATE REQUESTEDON  REQUESTSTATUS  ACTIONS
553 Appointment 03-07-2021,08:12 COMPLETED

To return to your Exports later, just click the Exports option from the Dashboard.

«  Patient Check-In Search By AppointmentID ~ Enter Appointment ID

Walk-In

Appointments
Summary

Advanced Search

#
L1}
Q
ID
I8 Adverse Form
o4 Exports

FIRST LAST DATE OF
EVENT NAME DATE  TIME NAME NAME BIRTH TYPE STATUS ACTIONS

ACTIONS

This concludes the instruction guide for staff to schedule, cancel, and reschedule

appointments, and generate reports.

Please contact your Site Administrator or Organization Unit (OU) Administrator if

you have any questions or need assistance with this portal.
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