Chapter 6 Daily Program Operations Module

Overview

The Daily Program Operations module allows you to record and maintain information about
workers at your site. You can record information about a worker's capabilities, help workers
schedule and track appointments with other workers, and assign clients to workers.

The Worker information entered in this module contains the worker's name, Worker ID, phone
number, job title, position, supervisor name, status, languages spoken and understood, and a
profile.

TIMS compares languages the worker speaks with the client’s primary language and notifies
you if there is no common language between client and worker. TIMS permits worker-client
assignments where there is no common language, but gives you a warning and provides an
opportunity to assign the client to a language-compatible worker. Worker Assignments may be
transferred to other workers.

The Appointments option is used to schedule appointments for workers at your site. Worker
appointments are scheduled with other workers. Client appointments with workers can be
viewed but not created or edited on the Worker Appointment window. All modifications to
client appointments are done on the client's appointment window.

When worker appointments are scheduled, the date, time, and appointment type (e.g., staff
meeting, training session, etc.) are required.



Chapter 6 - Daily Program Operations

Quick Start

Open the Daily Program Operations module

There are two ways to open the Daily Program Operations module...
e Open the Client menu and select Daily Program Operations.

If the current module does not have a Client menu, choose the first menu from the left.

Or
e C(Click the Daily Program Operations button on the toolbar.
Blulplr| olslel

Daily Pragrarn O perations L

Add a Worker

To add a worker...
1. Open the Worker menu and select New or click the New Worker button on the

toolbar.
s

2. Enter the worker’s name and click the OK button.

3. Enter the remaining information about the worker and click the Save button.

Add a Worker Assignment

To add a Worker Assignment...
1. Open the Worker menu and select Assignments or click the Assignments button

on the tool bar.
2. Click the New button.
3. Select the client from the browse list and click the OK button.

4. Enter information about the assignment and click the Save button.

Add a Worker Appointment

To add a Worker Appointment...

1. Open the Worker menu and select Appointments or click the Appointments
button on the tool bar.

L
2. Click the New button.

3. Enter the information about the appointment and click the OK button.
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Worker Information

Worker information includes the worker's name, job title, supervisor's name, identification
number, phone number, languages spoken, and profile. This information can be easily
modified.

Note: Users with Medium and High security access can add, edit, and view worker
information. Users with High security access can delete worker information.

Add a Worker
To add a worker...
1. Open the Daily Program Operations module.

2. Open the Worker menu and select New or click the New button on the toolbar.

0

3. Enter the worker’s Last Name, First Name, and Worker ID if known.

The last name and first name fields are required.

lI:l! Mew Worker - Add Information

Last Hame: ||

First Hame: I

Worker ID: I

oK I Cancel |

4. Click the OK button.

The Worker Information window appears

Last Hame: ITENS-&W 1D: I Dl
First HName: ITF!ENT Phone: [ | -
Middle Initial: [ Active
_ * Yes " Mo
Job Title: I |:|
Supervisor
Supervizor Name:l |;| ' Yes * No |
~ Languages Spoken:
Edit... |
~ Profiles:
Edit... | _Save |
LCloze |

5. Enter the worker's phone number.
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6.

10.

11.

Select the worker's job title from the drop-down list.

If the appropriate job title is not among the available options, have a TIMS System Administrator
add it to the list using the Table Maintenance command in the System module. Since this is a
required field, you may have to temporarily select an inaccurate job title or close the window
without saving.

Select the worker's supervisor’s name from the Supervisor Name list.

If the supervisor's name is not on the list, check the supervisor's record to ensure that they are
designated as a supervisor.

If the worker is actively working at present, select Yes in the Active group.

If the worker is a supervisor, select Yes in the Supervisor group.

This adds the name to the Supervisor Name List.

In the Languages Spoken group, click the Edit button to select the languages
spoken. Select the individual languages the worker speaks or understands in the
Available Languages column and click the Add>> button. If you make a
mistake, select the language in the Selected Languages column and click the
<<Remove button. Click OK when finished.

\' Select Languages

AFGHAN a ENGLISH
AFRIKABNS T SPANISH
ARABIC << Bemove

BENGAL . —l
CANTONESE

CHINESE (MANDARIN]

CREOLE

DA [PERSIAM]

FILIFING [TAGALOG] oK |

FRENCH

GERMAN = Cancel |

In the Profiles group, click the Edit button to select locally defined worker
attributes for the current worker. The number and type of profiles available
depend on what profiles were defined by the TIMS System Administrator. Select
the individual profiles in the Available Profiles column and click the Add>>
button. If you make a mistake, select the profile in the Selected Profiles column
and click the <<Remove button. Click OK when finished.

& Select Profiles

Available Profiles Selected Profiles

AVaILABLE EVEMINGS FULL-TIME WORKER
COLLEGE DEGREE ATTEMDED COLLEGE
COMM'TY S%C SENTEMCE 'wkR << Hemove MEDICAL TRAINIMNG

DOT CERTIFICATION PUBLIC HEALTH TRAINING
GRADUATE DEGREE Ana|LABLE WEEKENDS
HIGH SCHOOL/GED
LICEMSED COUMNSELOR
PART-TIME WORKER
WaLID DRVERS LICEMSE
WOLUMTEER Cancel

Add | >>

P Lk

12. Click the Save button.

13.

Click the Close button to exit the Worker Information window.
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Open a Worker (Change Focus)

The standard method for recording and maintaining information in TIMS is to select a client or
worker and then select commands to perform to that person's records. This process is called
Change Focus. If you select a command before a worker is in focus, the change focus window
will automatically appear enabling you to select one.
To open a worker (change worker focus)...

1. Open the Worker menu and select Open.

You can also use the Open or Change Focus buttons on the toolbar.

E|0r

2. Select the worker you want to open from the list.

Change Focus
—Worker List
Worker Name I Worker ID | Status
“WORKER, DEFAULT -~ Yiew |
AbaZON, AMELIA AJAT Inactive
’ Search
CHATTAHOOCHEE, CHARLES Cwie Active —l
COLUMEIA, COLLEEN CGCo Auctive Delete |
DAMUBE, DARLA poDd Inactive Filter
EAST, ELAINE EEED Active ! Active
FLINT, FLOYD FOF1 Active "~ Inactive
GANGES, GAYLE GAGD Active = All
MOMONGAHELA, MEREDITH FMRO Active -
OK I
Cancel |

3. Click the OK button.

Search for a Worker

The Change Focus window provides basic search capabilities that allow you to find a particular
worker quickly.

To search for a worker...
1. Open the Daily Program Operations module.
2. Open the Worker menu and select Open.

You can also use the Open or Change Focus buttons on the toolbar.

EFOTE'

3. Click the Search button.
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4. Enter the worker’s last name or Worker ID number.

!_I:-l._'i Search Worker - S5et Search Criteria

Last Hame: ||

Firzt Hame: |

0OR

Worker 1D: I

(1] & I LCancel |

5. Click the OK button.

6. Select the worker from the list of possible matches, or click Cancel if none of the
workers is the correct one.

Possible Matches for BRAZ,
 Possible Matches for BRAZ,

Worker Hame I Worker 1D | Status
BRAZ0S, BEATRICE BZBO Active
BRAZOS, BEMJAMIN BOB3 Active

“.Delete |

Filter
" Active
" Inactive
= Al

DK

Cancel |

7. Click the OK button.

Edit Worker Information
When the worker's information changes, it should be updated.
To edit worker information...
1. Open the Daily Program Operations module.
2. Open the Worker menu and select Edit or click the Edit button on the toolbar.

=)
If no worker is currently in focus, the Change Focus window will open, enabling you to select one.
3. Modify the information.
Click the Save button.
5. Click the Close button to exit the Worker Information window.
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Delete a Worker

If a person was entered as a worker erroneously, they should be deleted. However, workers
cannot be deleted once they appear elsewhere in the TIMS database. If a worker is no longer
actively working at your facility, they should be marked Inactive instead of deleted. Once you
delete a worker, that person will no longer appear in TIMS.

To delete a worker...

1. Open the Daily Program Operations module.

2. From the Worker menu, select Open.

You can also use the Open or Change Focus buttons on the toolbar.

[

- @

3. Select the worker you want to delete on the Change Focus browse list.

Change Focus

—worker List
Worker Hame I Worker ID | Status

AMAZON, AMELIA Ald3 Inactive ;I
CHATTAHOOCHEE, CHARLES Ve Active
COLUMEI&, COLLEEN CGC0 Active

DAMUBE, DARLA DoD4 Inactive

E&ST, ELAIME EEED Active

FLINT. FLOYD FOF1 Active
MOMOMGAHELA, MEREDITH MRk Active

ORINOCO, OLMIA aTos Ative

ZUMBRO, ZOLTAN ZESE Artive —

View
Search

Delete

LK

Filter
i~ Active
" Inactive
i+ All

1]

Cancel

K

4. Click the Delete button.

5. Click Yes to confirm that you want to delete the worker.
6. Click OK close the Delete Worker confirmation dialog box.
7. Click the Cancel button to close the Change Focus window.
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Worker Assignments

The Worker Assignment function is used to document a worker's professional relationship with
one or more clients. Assignment information includes, assignment date, assignment status,
status date, who assigned or reassigned the client, current client assignment (if reassigned), and
additional assignment-related comments. During the assignment process, TIMS compares the
languages the worker speaks with the client's native language (or ability to understand English)
to ensure that the worker and client can communicate. A client can be assigned to more than
one worker.

Note: Users with Low and Medium security access can view worker assignments. Users with
High security access can add, edit, and delete worker assignments.

Assign a Worker to a Client
Client-Worker assignments should last throughout the client's tuberculosis regimen.

To add an assignment...
1. Open the Daily Program Operations module.

2. Open the Worker menu and select Assignments or click the Assignments button
on the toolbar.

62

If no worker is currently in focus, the Change Focus window will open, enabling you to select one.

The Worker Assignment window is displayed.

CoTvERE T Client Hame Statuz Statuz Date

03/25/1998 [aLPHA, ANDREW Current

03/25/1998 FOXTROT, FELICITY' F Current ew
03/25/1958 JGOLF , GARRET MEWT Current

03/25,/1938 |ECHO, EDDIE ERNESTO R eazzigned 03/25/1938

Client Information

L LR

Mame: [3LPH&, ANDREW Language: [ENGLISH

City/County Caze No_: " Speak English

State Case No.: SEE 130830 [ Understand English
Azsignment Information

Date Assigned: [03/25/1998[]  Status: [Current Status Date: [00/00/0000 @

Aszzigned By: |UH|NUCU, OLI1A, |v|| Reassigned To: |

Comment:

Cloze

3. Click the New button.
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The Client list is displayed.

Last Mame First Mame MI| State Cazeft |Citp/County Caselt|Primary Languagel
AARDE kA ALE=AMOER OFLTERS34 SPAMNISH -
ALAPHA AMES Q0FLTa354 JAPAMESE
ALLURE BROWH GA1250820 EMGLISH
ALLURE YELLOW OFLT18145 JAPAMESE
aMES ALER OFLT 70433 EMGLISH
ARGEOM HEMRY 097 GA1967 EMGLISH
BODACIQLS GEORGE OFLTS&281 EMGLISH :
BUGS 504 & |00FLT1570 EMGLISH Yiew |
BLUSSY AMHGEELS OFLTA1291 EMGLISH
CLIENT WTHCOMTACTS 341965028 EMGLISH
CLOSED CLIENT 0097GA205 EMGLISH
COFFEE POT OFLTEE934 EMGLISH
COMPAD BRIEF OFLTEE934 ENGLISH | Cancel |

4. Select the client to be assigned and click the OK button.

If you need additional information about a client that you are about to assign to the current
worker, you can click the View button to display a read-only version of the selected client's Client
Information window.

5. If the selected client and the current worker do not have a compatible language,
this warning will appear.

Client Language ¥alidation

The Worker and Client do not have a compatible
language! Do you want to keep thiz assignment?

Yes Mo | §uggestAllemale’w’mkers.__|

e Click Yes to assign the selected client to the current worker even though there
is no compatible language between them.

e Click No to cancel the process that would assign the current worker to the
selected client.

e Click Suggest Alternate Workers to display a list of workers who have a
language compatible with the selected client. If no worker speaks the client's
language, the entire list of active workers is displayed.

6. Enter data in the Assignment Information area of the window.

Azzignment Information

Date Assigned: DB.:’EI'IHSS? Status: [Current Status Date: IDDHUDHUUUU E
Assigned By: KIDD. KIRK K |v Reaszzigned To:
Comment:

e Enter or select the date the client was assigned to the worker in the Date
Assigned field. The current date is entered by default, but the date can be any
time between the client enrollment date and the current date.

e Select the name of the supervisor who requested the client-worker assignment
in the Assigned By drop-down list.

e Comments related to the client-worker assignment can be added in the
Comment box.
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7. Click the Close button to exit the Worker Assignment window.

Edit a Worker Assignment

Sometimes the information on the Worker Assignment window needs to be updated with current
information.

To edit an assignment. ..
1. Open the Daily Program Operations module.

2. Open the Worker menu and select Assignments or click the Assignments button

on the toolbar.
&)

If no worker is currently in focus, the Change Focus window will open, enabling you to select one.

The Worker Assignment window is displayed.

o ERET Client Name Status Status Date
03/25/1338 |ALPHA, ENDREW Current
03/25/1998 [FOTROT, FELICITY F Current £
02/25/1938 [GOLF . GARRET MEWT Current Edit
03/25/1958 |ECHO, EDDIE ERMESTO Feazzigned 03/25/1998

Delete

Save
Client Information

Mame: [ELPHA, ANDREW

City/County Case Nu.:l
State Caze Mo.: ISEB130838

Aszsignment Information
Date Azsigned: |D3.-"25.-"1998 Status: ICurrent

Azzigned By: IDHINDCU, 0L A |;| Reaszzigned To:

Language: IENELISH
[ Speak English
[” Understand Englizh

HBeaszign

[ R

Stop

Status Date: IDD;"DD;"DDDD E

Comment:

Close

3. Select a client from the browse list and click the Edit button.

Modify the Assignment Information and click Save.

Worker languages spoken or understood should match the client’s language whenever possible.

5. Click the Close button to exit the Worker Assignment window.
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Delete a Worker Assignment
When worker assignments are made incorrectly, they should be deleted.
To delete an assignment...

1. Open the Daily Program Operations module.

2. Open the Worker menu and select Assignments or click the Assignments button

on the toolbar.
]

If no worker is currently in focus, the Change Focus window will open, enabling you to select one.
3. Select a client from the browse list and click the Delete button.

4. Select Yes to confirm that you want to delete this assignment. The assignment
will be permanently removed from TIMS.

5. Click the Close button to exit the Worker Assignment window.

Reassign a Client

Sometimes clients need to be reassigned to another worker. Once a client has been reassigned
to another worker, that client assignment record cannot be modified any further. If additional
assignments are required, the current assignment record must be stopped and a new assignment
record begun.

1. Open the Daily Program Operations module.

2. Open the Worker menu and select Assignments or click the Assignments button

on the toolbar.
&)

If no worker is currently in focus, the Change Focus window will open, enabling you to select one.
3. Select a client from the browse list and click the Reassign button.

Click Yes to confirm that you want to reassign the client.
The Select New Worker window is displayed.

‘, Select HNew Worker

Worker Name I Worker ID Status
CHATTAHOOCHEE, CHARLES [ Active 1=
COLUMBI&, COLLEEN CGCa Active
EAST, ELAIME EEED Active
FLINT, FLOYD FDF1 Active
GalGES, GATLE GaG Active

MONONGAHELS, MEREDITH MRMO (Ei“:' ;
ORINOCO, LKA oTo3 hictive i P In‘;;ig
PURGATOIRE, PATTY POP4 hictive - = ol

— Languages Spoken:
EMGLISH

FRENCH

SPANISH

Cancel |

5. Select the Worker who will now be responsible for the client and click the OK
button.
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Note that the languages the worker speaks are displayed when the worker is selected. The client's
status changes to ‘Reassigned.” The client's assignment can be viewed on the new worker's
assignment window.

Click the Close button to exit the Worker Assignment window.

Stop a Worker Assignment

When a client is no longer receiving TB-related services, you can stop the assignment.

To stop an assignment...

1.
2.

Open the Daily Program Operations module.

Open the Worker menu and select Assignments or click the Assignments button

on the toolbar.
]

If no worker is currently in focus, the Change Focus window will open, enabling you to select one.
Select the client from the browse list and click the Stop button.

Click Yes to confirm that you want to stop the assignment. The client's status will
change to ‘Stopped.’

Click the Close button to exit the Worker Assignment window.

6-12

TIMS User’s Guide



Chapter 6 - Daily Program Operations

Worker Appointments

TIMS allows you to schedule appointments for workers defined in your TIMS database. To
create a worker appointment, the following information can be entered: appointment date and
time, appointment type, and appointment location. Worker appointments can be added, edited,
voided (cancelled), deleted, confirmed, or rescheduled. After appointments are established, you
can filter which appointments are displayed by choosing a status or appointment type.

The Worker Appointment window will display all appointments for the selected worker. This
includes appointments with other workers and appointments with clients. Only appointments
with other workers can be entered or modified from the Worker Appointment window. All
appointments with clients must be entered or modified on the client's appointment window. The
client appointment window will display only the appointments for the selected client.

TIMS provides the capability to search for existing appointments by date and time. You can
also choose to display appointments for today, a specific date, or all appointments scheduled for
a worker.

Note: Users with Low, Medium, and High security access can add, edit, and view worker
appointments. Users with High security access can delete worker appointments.

Open the Worker Appointments Window
To begin working with worker appointments, you must first open the Appointments window.

To open the current worker’s appointment window...
1. Open the Daily Program Operations module.

2. Open the Worker menu and select Appointments or click the Appointment
button on the toolbar.

LE

If there is no current worker, the Change Focus window will appear enabling you to select one.

Search: For Date | Today | All |
Date Time Location Appt. Type Worker Client Status
08/10,1338|08:00 am|ExaMINATION 2|ELOOD TEST, CHARLEY, CASHEW C |PAST DUE ~ | Hew |
08/10,1998/117:00 am{RADIOLOGY CHEST #-Ra& CHARLEY, CASHEW C |COMPLET Edit |
08/10,/1998 | 02:00 pm|E=AMINATION 1 |BACTERIOLO CHARLEY, CASHEW C |COMPLET =
08/10/1998 | 09:00 prm|EXaMINATION 1 |PHYSICALE CHARLEY, CaSHEW C |COMPLET ¥oid |
08/12/1998|04:00 prCOMFEREMCE A |STAFF MEET|AMAZOM, AMELIY RESCHED Delete |
08121338 09:00 pm(FIELD FIELD SURWECOLLUMELS, COLL SCHEDUL™ Confirm
08131998 08:40 am|{RADIOLOGY CHEST #-Ra& WOWEMBER, NANCY SCHEDUL —l—
8/13,/1998|04:00 pm|COMFEREMCE A |STAFF MEET|AMAZOM, ARELIY SCHEDUL H_eschedulel
08/15/1398|07:00 pr| EXAMINATION 1|SKIN TEST JULIETT, JAME J SCHEDUL +
— Filter Appointments by Status: Filter Appointments by Type:
[ Scheduled g.ﬁgé%ﬁ_ll_g |§$ G -
Pl CHETHPAY j
™ Completed EII-TYTSIIESJL Extibd Close |
[ Canceled SKIN TEST
CLIENT DOT =l
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Search for Appointments

You can search for the selected worker's appointments by using the For Date, Today, or All
filters.

To search for appointments...
1. Open the Daily Program Operations module.

2. Open the Worker menu and select Appointments or click the Appointments
button on the toolbar.

If no worker is in focus, the Change Focus window will open, enabling you to select one.

3. Select the appropriate search option:
Search: For Date I Today I All I

e Click the For Date button and enter a date to display all the appointments for
that date (the Time portion does not affect the filter) and click the OK button.

Enter Filter D ate

Enter Date: IUUD'IH'ISSS -
Time: |U1:UU E " am & pm

DK

e C(Click the Today button to view all appointments for the current date.

e Click the All button to view all the worker's appointments.

Filter Appointments by Status

You can limit which appointments will appear in the browse list by selecting one or more
appointment statuses.
To filter appointments by status...

1. Open the Daily Program Operations module.

2. Open the Worker menu and select Appointments or click the Appointments
button on the toolbar.

If no worker is in focus, the Change Focus window will open, enabling you to select one.

3. Click one or more status designations for the appointments you wish to view in
the browse list: Scheduled, Past Due, Rescheduled, Completed, or Canceled.

Filter Appointments by Status:
[ Scheduled
[ Past Due
[~ Rescheduled
[T Completed
[” Canceled
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Filter Appointments by Type

You can separate appointments that will appear in the browse list by selecting one or more
appointment types.

To filter appointments by type...
1. Open the Daily Program Operations module.

2. Open the Worker menu and select Appointments or click the Appointments
button on the toolbar.

If no worker is in focus, the Change Focus window will open, enabling you to select one.

3. Select the appointment types you wish to view in the Filter Appointments by

Type list.
Filter Appointments by Type:
HIY TEST -
PHYSICAL Exdbd _I
SkIM TEST
CLIEMT DOT
FIELD SURWEILLAMCE
OFF-SITE MEETIMG
STAFF MEETING =]

Add a Single Appointment

If you need to schedule a worker appointment that will not occur regularly or will occur only
one time, use the Single appointment option. This is the default option.
To schedule a single appointment...

1. Open the Daily Program Operations module.

2. Open the Worker menu and select Appointments or click the Appointments
button on the toolbar.

Li
If no worker is currently in focus, the Change Focus window will open, enabling you to select one.

3. Click the New button.
This displays the Add New Appointment dialog box.

!_ﬁ Add Hew Appointment(z]

Appointment Type: .2 1
| l;l D ate: IEIEIJ"2?'H2DDEI E Repes:
Location: Worker Assigned: Time: IWE " am
[ 1= =l & pm ok |
Cancel |
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4. Select the type of appointment from the Appointment Type list. If the list does
not contain the appropriate appointment type, type in a new appointment type
description to add it to the list of available options.

Add Item to List?

@ The reazoncode that was entered iz not on the reasoncode izt Would vou like to add it
how?

5. Select the location at your facility where the appointment will actually take place
from the Location list. If the location is not on the current list, you can type in the
location name to add it to the list of available options.

Add Item to List? [ <]

@ The locationcode that was entered iz not on the locationcode list. Would you like to add it

now?
] w |

6. If appropriate, select the staff member who the appointment is with from the
Appointment With list.

Workers cannot be added at the time an appointment is created; the worker must have been
previously defined in the Daily Program Operations module.

Enter or select the appointment date in Date box.

Enter or select the appointment time in Time box. Be sure to specify either a.m.
or p.m.

9. Click the OK button.

Add a Recurring Appointment

Workers may have the same type of appointment on multiple occasions. TIMS has a Repeat
Appointment feature that automates the process of creating repeating worker appointments.

To create a repeating appointment...
1. Open the Daily Program Operations module.

2. Open the Worker menu and select Appointments or click the Appointments
button on the toolbar.

If no worker is in focus, the Change Focus window will open, enabling you to select one.

3. Click the New button.
This displays the Add New Appointment dialog box.

!_I-_'ﬁ' Add New Appointment(s]

Appointment Type: .2 9
I ||;I Date: IEIS.I’2?£2DEID E Repes
Location: Worker Aszigned: ) " am
Time: |12:DD E
| [Tl =l ' pm ok |
LCancel |

4. Click the Repeat button.
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B,

Repeat

5. Select the type of appointment from the Appointment Type list. If the list does
not contain the appropriate appointment type, type in a new appointment type
description to add it to the list of available options.

Add Item to List? [ <]

@ The reasoncode that was entered iz not on the reasoncode list. Would wou like to add it
naw?

Ha |

6. Select the location at your facility where the appointment will actually take place
from the Location list.

If the location is not on the current list, you can type in the location name to add it
to the list of available options.

Add Item to List?

@ The locationcode that waz entered is not on the locationcode list. Would you like to add it

now?
] we |

7. If appropriate, select the staff member who the appointment is with from the
Appointment With list.

Workers cannot be added at the time an appointment is created; the worker must have been
previously defined in the Daily Program Operations module.

Enter or select the appointment date in Date box.

Enter or select the appointment time in Time box. Ensure to specify either a.m. or
p.m.

10. Select how often you want the appointments to occur from the Repeat Cycle
group.

Repeat Cycle
[ " Dailp/wWeekly " Monthly

e Select Daily/Weekly for appointments that should occur more than once a
month.

e Select Monthly for appointment that should occur on a monthly basis.

11. For Daily/Weekly appointments:

— Daily/wWeekly

0On what day(s]: Wednesday
Thursday
Friday
Saturday

Every 1 '_E weeks

Repeat 1 ,—E times

e Select the day(s) of the week you want the appointment to occur in the
On what day(s) list. You can select more than one day.

e Enter or select how frequently you want the appointment to occur in the
Every _ weeks box.

e Enter or select the number of cycles in the Repeat __ times box.
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12. For Monthly appointments:

— Monthly

[~ Which week: I‘Ist E
Day of: ISunda_l,l

[ Specific date I ,—E
Everp I_‘IE months

Repeat 1= times

If you want the appointment to occur on a specific day and week each month
(for example, every third Thursday of the month), select Which Week, then
select a week and day of the week.

If you want the appointment to occur on a specific date each month, select
Specific Date and enter or select the date.

For all monthly appointments, enter or select how frequently you want the
appointment to occur in the Every __ months box.

Enter or select the number of times the appointment occurs in the
Repeat ___ times box.

13. Click the OK button.

Edit a Worker Appointment

Sometimes it is necessary to adjust the details of an appointment after it has been entered. Only
worker-specific appointments can be edited; client appointments with the selected worker that
appear in the appointment list cannot be edited. Not all appointment details can be modified.

To edit an appointment...
1. Open the Daily Program Operations module.

2. Open the Worker menu and select Appointments or click the Appointments

button on the toolbar.

2

If no worker is in focus, the Change Focus window will open, enabling you to select one.

The Worker Appointment window is displayed.

Current Worker: "WORKER. DEFAULT

Search: ForDate | Today |  anm |

Date | Time Location _|Appt Type| worker Clisnt Status
05/12/2000(12:00 prof&/T LOCATION 1[SKIN TEST STONE. SAM MN SCHEDUL =]~ Hew
05./12/2000(12:00 prols/T LOCATION 1[PHYSICAL E PEE. EM MN SCHEDUL —
05/12/2000(12.00 prf&/T LOCATION 1|HIV TEST TIMES. LAN MH SCHEDLUL =
05/12/2000(12.00 pm|a/T LOCATION 1|BACTERIOLO QUEEG, GUICK MN SCHEDUL Moid
05/12/2000(12:00 pmfa/T LOCATION 1|BLOOD TEST PLAMS, MEDICATION MMNSCHEDLIL Delete
05.12/2000(12:00 prol/T LOCATION 1{BACTERIOLO OPEN. CLIENT MN SCHEDUL —
05/12/2000(12:00 pmfa/T LOCATION 1|BACTERIOLD REACTOR, JANE MM SCHEDUL M
05/12/2000(12:00 prol&/T LOCATION 1{BLO0D TEST REFORTS, MEDICAL MN[SCHEDUL | Reschedule|

m WORKE KER. DELET SCHEDUL =

Filter Appointments by Type:
¥ Scheduled EACTERIOLOGY

I~ Past Due BLODD TEST

[~ Rescheduled 2
I Completed

Close

SKIN TEST
[~ Canceled 'WORKER APPOINTMENT 121

8/24/2000 1:03 pm

3. Select the appointment you want to edit from the Appointments list.
Completed appointments cannot be edited.

4. Click the Edit button.

5. Make the necessary changes to the appointment.
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6.

7.

Not all appointment details can be changed once they have been entered. If you cannot make the
necessary changes to a worker appointment, you may have to delete the current appointment and
create a new one.

Click the OK button.
Click the Close button.

Reschedule a Worker Appointment

If necessary, appointments can be rescheduled for another time or date.

To reschedule an appointment...

1.
2.

Open the Daily Program Operations module.

Open the Worker menu and select Appointments or click the Appointments
button on the toolbar.

2

If no worker is in focus, the Change Focus window will open, enabling you to select one.

The Worker Appointment window is displayed.
Current Worker: "WORKER. DEFAULT

Search: ForDate | Today | AN |
Date Time Location |Appt Type|  Worker Client Status
05/12/2000[12:00 pra&/T LOCATION 1/SKIN TEST STONE, SAM MN SCHEDUL. -‘ Hew
05/12/2000(12:00 prml&/T LOCATION 1/PHYSICAL E PEE. EM MM SCHEDLL —
05,12/2000(12:00 pml&/T LOCATION 1/HIW TEST TIMES, L&N MN SCHEDLL —
05/12/2000(12:00 pr|&/T LOCATION 1|BACTERIOLD QUEEG, QUICK MN SCHEDUL Yoid
05/12/2000(12:00 pra&,/T LOCATION 1/BLOOD TEST PLANS, MEDICATION MNSCHEDLL Delste
05/12/2000(12:00 prml&/T LOCATION 1/ BACTERIOL] OPEN, CLIENT MN SCHEDLL Confirm
05/12/2000[12:00 pr|/T LOCATION 1/ BACTERIOLY REACTOR, JAME MN |SCHEDUL =
05/12/2000[12:00 prl&/T LOCATION 1/BLOOD TEST REPOATS, MEDICAL MN|SCHEDUL | | Beschedule|
-~ Filter A by Status: Filter Appointments by Type:
¥ Scheduled BACTERIOLOGY
W (R EHEST sy
I~ Rescheduled Hiv TEST
™ Completed PHYSICAL EXa Close
[~ Canceled SEIHNTIES )
WORKER APPOINTMENT 121

8/24/2000 1:03 pm

Select the appointment in the browse list that needs to be changed.
'‘Completed' appointments cannot be rescheduled.

Click the Reschedule button.

The New Appointment Date and/or Time dialog box appears.

Enter Date:  |03/18/1997
Time: ID‘I:DD El  am & pm
oK LCancel I

Enter or select the new date for the appointment in the Enter Date box.

Enter or select the new time for the appointment using the Time box. Be sure to
specify am or pm.

Click the OK button.
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Cancel a Worker Appointment

Some appointments need to be canceled without being rescheduled. If the appointment cannot
be rescheduled, you may cancel it using the Void function.
To cancel an appointment...

1. Open the Daily Program Operations module.

2. Open the Worker menu and select Appointments or click the Appointments
button on the toolbar.

If no worker is in focus, the Change Focus window will open, enabling you to select one.

The Worker Appointment window is displayed.

Cument Worker: "WUORKER. DEFAULT

Search: ForDate| Today |  an |
Date | Time | Location |Appt Type|  Workes Client Status
05/12/2000[12:00 pm|4/T LOCATION 1|SKIN TEST STONE, SAM MN SCHEDUL =]  Hew
05/12/2000[12:00 pm|&/T LOCATION 1[PHYSICAL E FEE, EM MN SCHEDUL oo
05/12/2000(12:00 pm/&/T LOCATION 1|HV TEST TIMES, LAN MN SCHEDUL —
05/12/2000(12:00 pml/T LOCATION 1|BACTERIOLT QUEER, QUICK MN SCHEDUL Void
05/12/2000(12:00 pm//T LOCATION 1/BLOOD TEST PLANS, MEDICATION MSCHEDUL Delete
05/12/2000(12:00 pra//T LOCATION 1|BACTERIOLH OPEN. CLIENT M SCHEDUL -
05/12/2000[12:00 pm|A/T LOCATION 1[BACTERIOLY REACTOR,JANE MM |SCHEDUL Confirm
05/12/2000(12:00 pro/4,/T LOCATION 1|BLODD TEST REPORTS. MEDICAL MNSCHEDUL | | Beschedule|
Al KEF, DELE SCHEDLU LS
by Stalus: Filter Appointments by Type:
¥ Scheduled BACTERIOLOGY
" rtou -
I~ Rescheduled Al TEST
™ Completed PHYSICAL EXAM Close |
I~ Canceled SFORRER BPFOINTMENT 121

8/24/2000 1:03 pm

3. Inthe browse list, select the appointment that needs to be canceled.

Completed appointments cannot be voided.
4. Click the Void button.

5. Click the Yes button to confirm that you want to cancel the appointment.

Void Appointment

@ Appointment will be marked as "Cancelled”. Do you want to continue?

The Status changes to ‘Canceled.’
Current Worker: "WORKER. DEFAULT

Search:  For Date I Today | All I

Date Time Location  |Appt. Type Waorker Client Status
05/12/2000{12:00 pmA/T LOCATION 1|PHYSICALE PEE. EM MN SCHEDUL = Hew |
05/12/2000(12:00 pmA/T LOCATION 1|HIY TEST TIMES, LAN MM SCHEDUL Edit
05/12/2000(12:00 prm|A/T LOCATION 1|BACTERIOLC GQUEEG, QUICK MH SCHEDUL =
05/12/2000(12:00 prm|A/T LOCATION 1|BLOOD TEST PLAMS, MEDICATION MNSCHEDUL Yoid
05/12/2000(12:00 prm|A/T LOCATION 1|BACTERIOLC OPEN, CLIEMT MM SCHEDUL Delete
05/12/2000(12:00 prm|A/T LOCATION 1|BACTERIOLC REACTOR, JAME MM |SCHEDUL =
05/12/2000(12:00 prm/A/T LOCATION 1|BLOOD TEST REPORTS, MEDICAL MM SCHEDUL ﬂl
05/12/2000(12:00 pmA/T LOCATION 1|CHEST =<-Ra AMES, ALEX MM CAMCELEL | Reschedule

200 prlAAT LOCATION ] KER, DELET| CANCELEPS

— Filter App by Status: Filter Appointments by Type:

¥ Scheduled BACTERIOLOGY

[~ Past Due BLOOD TEST
CHEST HRay

[ Rescheduled Hi TEST

[~ Completed PHYSICAL EXAM Close
SKIN TEST

¥ Canceled \WORKER APPOINTMENT 1]

6. Click the Close button.
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Delete a Worker Appointment

When an appointment was made in error, it should be removed from the TIMS database.

To delete an appointment...

1.
2.

Open the Daily Program Operations module.

Open the Worker menu and select Appointments or click the Appointments
button on the toolbar.

If no worker is in focus, the Change Focus window will open, enabling you to select one.

The Worker Appointment window is displayed.
Current Worker: "WORKER. DEFAULT

For Date | Today | AN |

Search:

Date_ | Time Location |Appt Type|  Waorker Client Status
05/12/2000[12:00 pm|A/T LOCATION 1[SKIN TEST STONE. SAM MN SCHEDUL = Hew
05/12/200012:00 pm|A/T LOCATION 1/PHYSICAL E PEE. EM MN SCHEDUL Edit
05/12/200012:00 pm|A/T LOCATION 1/HIV TEST TIMES. LAN MN SCHEDUL =
05/12/200012:00 pm|A/T LOCATION 1/BACTERIOLD QUEEG, QUICK MN SCHEDUL Yoid

05/A12/2000(12:00 pm|&/T LOCATION 1/BLOOD TEST
05/12/2000/12:00 pra[A/T LOCATION 1|BACTERIOL]
05/12/2000/12:00 pra|A/T LOCATION 1|BACTERIOLD

PLANS, MEDICATION MNSCHEDUL
OPEN, CLIENT MM SCHEDUL
REACTOR, JANE MM SCHEDUL
REPORTS, MEDICAL MN|[SCHEDUL
SCHEDLIL =

Delete
Confirm
Reschedule

Filter Appointments by Type:

¥ Scheduled BACTERIOLOGY

I Past Due BLOOD TEST
CHEST %-RaY

I” Rescheduled Hiw TEST

I Completed PHYSICAL EXAM LClose
SKIN TEST

I Canceled “WORKER APPOIMTMENT 1]

842442000 1:03 pm

In the browse list, select the appointment that needs to be deleted.
Completed appointments cannot be deleted.

Click the Delete button.

The appointment is removed from TIMS.

If the selected appointment was a single appointment (not part of a set), click the
Yes button to delete the appointment, or click the No button to end to operation.

Delete Appointment
@ Delete This Appointment?
Yes

If the selected appointment was part of a recurring appointment set, you be asked
if you want to delete the entire set. Click the Yes button to delete the entire set, or
the No button to delete only the selected appointment.

Completed appointments in the series will not be deleted.

@ Delete Al Related Repeat Appointments?

Mo | Cancel |

Click the Close button to exit the Worker Appointment window.
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Confirm a Worker Appointment

When an appointment is completed, it should be confirmed.

To confirm an appointment...
Open the Daily Program Operations module.

1.
2.

The Worker Appointment window is displayed.

Current Worker: "WIORKER. DEFAULT

LE

Open the Worker menu and select Appointments or click the Appointments
button on the toolbar.

If no worker is in focus, the Change Focus window will open, enabling you to select one.

Search: For Date | Today

Date Time Location

05/12/2000(12:00 pm/|&./T LOCATION 1/SKIN TEST

All

Appt. T!!DEI ‘Worker

05/12/200012:00 prm|&/T LOCATIOM 1|PHYSICAL E!

05/12/2000/12:00 pmA/T LOCATION 1/HIY TEST

05/12/2000/12:00 prm&/T LOCATION 1|BACTERIOL]

05/12/2000(12:00 pm|&/T LOCATION 1|/BELOOD TEST

05/12/2000(12:00 pm|&/T LOCATION 1|BACTERIOLD

Client Status
STOME. SAM MN SCHEDUL =] Hew
PEE. EM MN SCHEDUL —
TIMES, LaN M SCHEDLL —
QUEEG, QUICK MN SCHEDUL e
FLANS. MEDICATION MNSCHEDUL Delete
OFEM. CLIENT MN SCHEDUL

05/12/200012:00 pr|&/T LOCATION 1|BACTERIOLD

REACTOR, JAME MN SCHEDUL

[~ Filter A i by Status:

05/12/2000/12:00 pm/A/T LOCATION 1/BELOOD TEST

¥ Scheduled
™ Past Due

I~ Rescheduled
™ Completed
I” Canceled

REPORTS, MEDICAL MK SCHEDUL Reschedule|

Filter Appaintments by Type:

CHE!
HI
PHY!

BaCTERIOLOGY
BLOOD TEST

TEST
SICAL EXah
SKIN TEST

\wORKER APPOINTMENT 1.7

BT =-Ratr

Close

8/24/20001:03 pm

The Status will display ‘Completed’.
Currert Worker, "WORKER. DEFAULT

Select the appointment in the browse list that needs to be confirmed.
Click the Confirm button.

Click Yes to confirm that you want to mark the appointment as “completed.”

Search: F_ulDuIel Inday |

Al

Dale Time Location  |Appl. Type W onker Cliw=nit Stalux
FIMN TEST JHPLET RS Hew
05101339 CUMIEA EACTERIOLE [6HE, OME COWPLET | it
0/12¢200 CUHIET SKIN TEST OUEEG.QUICE MN |COMPLET -
031272000 CUMIET SFIN TEST [ALAPHA, AMES MN |COMPLET Vot
/122000 CUMIET SKIN TEST [SAGOM. HENAY MM |COMPLET Dolete
031272000 CUHIEA SFIN TEST BLIGS, 506 MH COMFLET =
03122000 CUHIET SEIN TEST GOSN, ZENOBLS M [COMPLET ﬂl
03/12/2000) CUNIET EFIN TEST CLOSED, CLIENT MM |COMPLET . | Resohedule
03122000 CLHICA SKIN TEST AL LURE, YELLOW MN_|COMPLET
~Filter A by Statua: Filter Appaintmerntz by Typa:
¥ Scheduled BACTERIDLOGT
I Past Due BLODD TEST
I Rezcheduled
¥ Completed Llose
r 5KINTEST
i 1=
Camcelerd WFK ER APPOINTMENT 12

6. Click the Close button to exit the Worker Appointment window.
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Reports

The Daily Program Operations offers several reports. They are:

Appointment-By Client (Not available in this version of TIMS)
Appointment - By Worker (Not available in this version of TIMS)
Assignment - By Client (Not available in this version of TIMS)
Assignment - By Worker (Not available in this version of TIMS)
Assignment - Number and Types of Clients

DOT Summary - By Worker

DOT Summary - All Workers
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