APPOINTMENT CONFIRMAT IONS: How TO LOAD APPOINTMENTS IN CLIENTTELL

UPLOAD APPOINTMENT REPORTS TO GENERATE REMINDER CALLS

1. Navigate to Allscripts = Scheduling - Scheduling

Appointment Detail Repnrt‘ Appointment Analysis Encounter Tracking Recall Report

Repo rts eAppo i ntm ent Deta iI Repo rt Stored Job: [Confirmations 2 Days Before (CientTel) =1
Report Preferences: |No Group Fields

S cut by Appointment Date/Time

Detail=d

Select Appointment Statuses: I‘Selected Appointment Statuses ﬁ ifj
D d h S d J b b d I Select Appointment Types: [Selected Appointment Types 24 44
a : ro p OW n t e to re o OX a n S e ECt Select Coverage Statuses: |AH Coverage Statuses g
“ H H . ” Select Resources: [Selected Resources 2 4
Confirmations 2 Days Before (ClientTell) et i e TSRO =
Select Scheduing Locatons: [AllGcheding Localions el

. Select the Appointment Date-From and To

(these should be the same date)

c. Select Run

. Select Export

Acpointment Date - From: [05/02/2015 |¥
Date Booked - From: v

™ AM Appointments Only
™ PM Appaintments Only
™ new Patients Only

™ Incude Coverage Status

™ Print Cover Page

Ta: [osoor201s [
To: v

i. The Export Box will open—> Enter name - Select OK
It is best to just enter the date without extra characters:
June 2, 2015 = ApptDetail62 or July 15 = ApptDetail715

tatus;
Select Export File Name [ %]
Type

Select Export File Name x

Export File Name: |Appﬂ3etail62

dhere  Export File Name: I pitDetail
ment

VEYE-DBO1\ntierFiles The Eye Institute\CSV Files| ... |
Rang oK I Cancel | Help |
all

[ T__Tumber of conies:

e. Thereport will save to your

N Drive “Allscripts CSV Files”
(Located here: \\eye-
dbO1\NtierFiles\The Eye
Institute\CSV Files)

VEYE-DBO l\ntierFilesThe Eye Institute\CSV Filest, ... |

i|  Cancel | Help |

(?(;.v [+ Computer ~ Allscripts CSV Files (V:)

Orgarize ~ Bum  New folder

= Favorites
B Desktop
4 Downloads
] RecentPlaces

Bl Ubraries
] Documents
& Music
[ Pictures
B videos

)98 Computer

[ 5# ADMINISTRATIVE SHARE (B:)
f&l, Local Disk (C:)

] G MARKETING (M:)

&8 Allscripts CSV Files (N:)

= Name “

Date modified

(EL) ApptDetails 1
(E) ApptDetaila2
(EL) AppiDetails3
(&) ApptDetails4
(L] ApptDetailss
(E) Appipetailszs
(2] ApptDetail529

| Placehaider

5/27/2015 9:31 AM
5/29/2015 9:40 AM
5/27/2015 9:32 AM
5/27/2015 9:33 AM
5/27/2015 9:33 AM
5/19/2015 11:24AM
5/27/2015 9:31 AM
5/28/2013 12:09PM
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APPOINTMENT CONFIRMAT IONS: HOow TO LOAD APPOINTMENTS IN CLIENTTELL

MAIN MENU SUPPORT CONTACT US LOG

“Ficlienttell

2. Navigate to www.clienttell.net
a. Select Client Login (top right of page)

U sername: f | a ey econ @ ReminderManager™ U LabResuftsManager™ (S;h PreferenceManager™
Password: appt1445

%
% BillPayManager™ BreadcastManager™ lz VerifyManager™

MallManager™ AppManager" €3 Messagecenter
) »

b. Select Reminder Manager

«Zclienttell

ReminderManager

c. The Reminder Manager Screen opens
—>Select Upload Files

d. The File Upload Page Opens—>Select the - Remingetiones

» MAIN MENL

date you wishto upload -> Select Browse = e

Tosay's date i May 29, 3018
Comrvent Time:10:34:00 AM

Piaan g your dady Scace by Yewean
upkode] maiple . TN you i frished cresd Liloed once. Thask you

Dt Batauts 10 2 b Bays i advance e sancy senis Aol STHORE
dale

Piaane select appt date 96027201 = Browse.
e telect ppl da nans | Browse.
Prair sebect apot. das vaaeis | Browsa.
Padia solect spot. deh = Browie.
Piaase velect apct. date ] Browse.
Pigae select apot. date = Browae.
e e Browse.
Ploase seiect o6t Satn (6022015 | Browse

4 Chocse Fig to Upicad

e. The File Browser will open = Navigate to L I

| Organize = pewtolder

your N Drive “Allscripts CSV File” = Select [ W

B ApptDetaitil

. . % Computes Detail
h fl I W I h | 9 I n % ADMINISTRATIVI &l =
s (B sppiretait3
& 08iC) &) o
(s HB_RECOVERY (f i
= x (] ApptDenainis
it [ e
= Alkscripts \:;L B dppiveaitzs
. £ dncsipts C3N F Placeholdes
1% FORMS PORTAL &
4 FORMS PORTAL
B e i may
o ) | iades
5 DIGITALMEDL ( WBac vour o
B Jewi's iPhene |/ peia fias
| B ek trec et T . " o2 b
Fie naene: ApptDetaitid v | AN )
[ open ] [ conce
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APPOINTMENT CONFIRMAT IONS: HOow TO LOAD APPOINTMENTS IN CLIENTTELL

File Upload

Today's date is May 29, 2015

f. Your file will be loaded-> Select Upload R -

Date defaults to 2 business days in advance. Please correct if you are sending appoiniments for different
dat

Pl loct date- 1?-' N:\AppiDetsild2. CS\ Browse
Fl lect apgt. date: 1?-' Browse.
Pl lect date: 1?? Browse.
Pl lect date: 1?? Browse.
Plez . date: m T
Fle. lect apzt. date: m Froase
P lect e m Browse...
Pl Ject date m Browse._
Pl Ject date: m Browse.
Fl lact date: 1?-' T

—— [Uptoad
Please, ciick once. Upload fimes may vary

'
g. You will see Upload Successful for all

the files you uploaded.

Filename Size Appt Date Upload Time
ApptDets#i? CSW 43070 DE02/2015 05/20/2015 10:50:18

e Upload

CHECK CANCELLED APPOINTMENTS

clienttell

1. Navigate to the Appointment Reminder

ReminderManager™

Screen - et st

REPORTING
Curent Repart

20150807

2. CUSTOM REPORTS—>Select the Date
Range you wish to pull cancelled
appointments for=> Submit —

3. CURRENT REPORT-> Displays basedon ="
the dates you select in CUSTOM
REPORTS

4. Answered— Cancelled - Will display number of cancelled appointments = Select to

open a detailed list

3. Cancelin Allscripts
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