Creating and Applying an Hours of Operation Template

This resource explains the process of defining clinic hours of operation that are outside the default hours of operation (8 AM —5 PM). If an agency
plans to offer appointments outside the default hours of operation, an Hours of Operation Template must be created and applied to the master
calendar to define the customized hours. It is important to note that all templates are created and maintained at the clinic level.

Go to Scheduling > Templates
- Hours of Operation.

e The Hours of Operation
Template screen displays.

e Previously defined Hours of
Operation templates are
listed on the left side of the
screen, if any exist.

e Click the Show All check box
to display both enabled and
disabled templates.

Hours of Operation Templates & Sandbox andbox

Home Eamily Services Scheduling Qperations Finance Administration Help Logout

<Day Templates  [~| ShowAL | Hours of Operation - Day Template -2 ]
Templite Name
Defanht Hours of Operation
8:00 AM - 5:00 PM
Description

Hours of Operation

o Week Templates [ shawAl
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Hours of Operation Templates & Cross rossroads

Homa  Family Services Yender O Finance Help

Logout
To Create an Hours of s | ke
| sy rows o e T :
Operation Day template by ey Ty
Day
) Hours of Operation ¢

1. Select Create New (if this is not | [— - ' “ '
)
the first template). |

2. Enter Template Name,
Description and Hours of
Operation.

3. Click Save. The name of the
newly created template displays
under the Day Templates option.

» Wk Templates ] show Al -
Create New Canoel
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To Apply the new Hours of
Operation Day template, go to
Scheduling 2> Templates 2>
Apply Templates

1. Enter desired Start Date and End

Date

2. Template Type is Hours of
Operation

3. Select the Hours of Operation
template name which appears in

the drop-down box for Template

4. Select the appropriate Apply
Option

5. Choose the desired Exception
Rules from the drop-downs

6. Click Apply

Apply Templates & Cross rossroads

| metory | [ sppty | | camont
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Nutrition Education Class Templates

Nutrition Education Classes are added to the clinic master calendar by creating and applying templates.

Creating a Nutrition Education Class Template — Day

1. From the Home screen, go to
Scheduling > Templates >
Nutrition Education Classes. The
Nutrition Education Class
Templates screen displays.

2. Select Day Templates on the left
side of the screen. Day is the
default.

Note: Previously defined templates
will show on the left side of the
screen. Click the Show All box to
display both enabled and disabled
templates.

Note: Only one Nutrition Education
Class template can be applied to a
day, so every class taught on the day
that the template will be applied
must be contained in one template.

Vendor O Finance A i ﬂél-p

Home Family Services S«

Logout

|¥Day Templates [ show All

| Nutrition Education Class - Day Template

L

1st Thursday
3rd Thursday

|k Week Templates [] Shaw Al

Template Name Description
~ %" Day Specific Settings
Education Topic From To Class Capacity Maximum Capacity Open Access
[ | | (&) | & |o | o | 0
e Language
S Available for Online
High Risk . e
Dl g O gocking |English =
Assets Special Needs
r r
| Ak || cear |
Classes Totalltems: 0 () |

ion Topic

[ From | To | class Capacity | Open Access | Maximum Capacity | High Risk | Language

save | | Cancel

|» Day Templates  [F] Show All.|

|» Week Templates [ ] Show Al
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3. Enter Template Name. | Nutrition Education Class - Day Template W)
Template Name Description
4. Enter a template Description. : '
5. Within the Day Specific Settings
box: c . Day Specific Settings
ox: Education Topic From To Class Capacity Maximum Capacity Open Access
a. Select Education Topic | I | ) 9 | o o |
b. Enter From and To times Clingk sick @ |L$El
c. Enter Class Capacity :
d. Enter Maximum Capacity
e. Enter number of seats to be
Open Access | add || Ger
f. Enter Language
g. Select Assets if applicable [ et
h' SeIeCt SpeCiaI Needs If lA-BreastfeedmgBas\L;thﬂmeryGuidanc:J] Er
. A-Folic Add -
a p p I ICa b I e :?:‘imz:::sg During Pregnancy
A-Tobaceo, Alcohol and Tlegal Drugs
Age-appropriate Foods
6. Click Add. The screen refreshes S
. . . Breastfeeding: Exdusivity and Duration
and the information displays fresafeedng: Mt it n
. . . reastfeeding: Positionin =
within the Classes gr|d_ Drcaafeccing. s and barrs T
Breastfeeding: Returning to Work or School
Eating Well on a Budget
EFNEP
7. Repeat steps 5 and 6 to add more ‘ ot ov Crcs
classes to the template. . . .
— — e —
. Classes Total ttems: 1) |
8' CIICk Save' A status message | Education Topic | From | To |(Iass(apacitv Open Access | Maximum Capacity HighRisk|l.anguagE
appears indicating success and 2 Family Meals LOOPM  LIOPM 12 o 12 No English
the template is added to the list
of templates. Click Create New to
continue adding templates. Status Message ——— -
»Day Templates
.. 1 ) Mutrition Education Class Il t Thursd
Note: Existing class templates can be ¥ S s e 35d Th"r;dav
Saved SuCCesstully. I u ay
modified by altering the f
. . . . . [
information contained in the fields . -
completed when creating class
temp|ates_ | Create New | [ Save _ Cancel

Creating a Nutrition Education Class Template — Week
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» Day Templates [] show All

IvWeek Templates I Show All

Nutrition Education Class Templates & Cross rossroads

ﬂome garr'l'lly services 5- edul i_.fenu'br -gperauons Finance Help Logout *;
1. From the Home screen, go to \nDay Tempt (Jskowat| | | Mutrition Education Class - Week Tempk -
Template Name Description
SChedulin > Tem Iates > |vwm“ Iemplates DS&WM” | New Week Class Template | Apply to every week
g Y
Nutrition Education Class
Templates. The Nutrition .
Monday X Tuesday K| Wednesday X Thursday X Friday * Saturday X Sunday .

Education Class Templates screen
displays.

2. Select Week Templates on the
left side of the screen.

3. Enter Template Name.

4. Enter a template Description.

5. Within the Monday through
Sunday week grid, click a specific
day of the week.

Monday X‘ Tuesday X‘ Wednesd X‘ Thursday X‘ Friday X‘ Saturday X‘ Sunday X
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6. The screen refreshes and the
Specific Setting grid displays the
selected day (For example —
Monday Specific Settings).

7. Within the Day Specific Settings
box:

Select Education Topic
Enter From and To times
Enter Class Capacity
Enter Maximum Capacity
Enter number of seats to
be Open Access

Enter Language

Select Assets if applicable
Select Special Needs if
application

P oo oD

> -

8. Click Add. The screen refreshes
and the information displays
within the Classes grid.

9. Repeat steps 7 and 8 to add more
classes to the day.

_ Nutrition Education Class - Week Template

_a

Template Name

[ New Week Class Template

¥Monday - Specific Settings

Description
Apply to every week

~ . Day Specific Settings

Education Topic From To Class Capacity Maximum Capacity Open Access
|General Low risk Top V] | 2:00 PM 0] | 2:30PM UJ | 12 | | 12 | |0 |
= = Available for Online Fangua piat Lo )
CL gk sk o Booking |English ~|
Assets Special Needs
‘ L Update _J |_ Clear N
Classes Total Items: 2 Q
| Education Topic from | To |Class Capacity | Open Access | Maximum Capacity | High Ri Lz |
¥ Family Meals 10:00 AM  10:30 AM 12 0 12 No E
< General Low-risk Tapic 2:00 PM 2:30 PM 12 0 12 No E
[ apply To Work Week
] Apply To Al | Apply ‘ [ Cancel
Classes Total Items: 2 ﬂ ]
| Education Topic From To Class Capacity | Open Access | Maximum Capacity | High Risk | Language |
. Family Meals 10:00 AM  10:30 AM 12 0 12 No English
% General Low-risk Topic 2:00 PM 2:30 PM 12 0 12 No English
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10. Select one of the following:
a. Check Apply to Work 2

Week and click Apply to
apply the day settings to (] Apply To Work Week

the rest of the work week. |:| Apply To Al | Apply J . Cancel |

b. Check Apply to All and
click Apply to apply day
settings to all days (Mon-
Sun).

c. Click Apply to apply the
day settings to Monday
only.

Ld Day Templates [ ] Show All

Status Message

\i.) Nutrition Education Class leeelc Templates [ show Al |
Template - New Week Class
Template was saved successfully.

I

11. Click Save. A status message
appears indicating success and
the template is added to the list [— J [ sove | | ——
of templates. Click Create New to
continue adding templates.

_——— —— T [

Note: Select specific day of the week X y 3| weanesan X |, Foday X X y X ' X X| _Fiday X
Remove data
to modify information for the iz
selected day. Click on the red X by
a day tO remove the hOUfS Family Meals | Family Meals | Family Meals | Family Meals | Family Meals Family Meals Family Meals Family Meals
. . - Family Meals | - Family Meals | - Family Meals | - Family Meals | - Family Meals Family Meals « Family Meals Family Meals
: - : - 10: - :00 - : - ; - i - ; -
previously defined for that day. I | DML | IR | M| m, e el e i
| Low- | G | Low- | G I Low- | Low- | Low- General Low- General Low- General Low-
risk Topic risk Topic risk Topic risk Topic risk Topic risk Topic risk Topic risk Topic
. , . R . GeneralrLa\‘N— » General Lo\fu— . Greneralrto\fw - General Low- | - GreneralrLa\‘N— . G_el?_?ral_mz\%b . G_e;;ral_mz\%—o . G_el?_?ral_m;;b
Note: If a day’s settings are applied e e ] iz S e
to work week but are actually only o i o 4 i 44 i 44
needed for Monday, Wednesday,
and Friday, the user can delete the

settings for Tuesday and Thursday.
This approach saves some time.
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Nutrition Education Topic List

Below is a list of the nutrition education topics available in Crossroads. Not all topics are available to all participant categories. An asterisk indicates

a required topic.

Age-appropriate foods

Age-appropriate portions

Breastfeeding basics and anticipatory guidance (*)
Breastfeeding: Returning to work or school
Breastfeeding: Exclusivity and duration
Breastfeeding: Maternal diet
Breastfeeding: Milk expression
Breastfeeding: Positioning

Breastfeeding: Problems and barriers
Breastfeeding Peer Counselor Program
Eating well on a budget

Family meals

Fast food choices

Feeding cues

Fluoride

Folic Acid (*)

Food safety

Formula preparation

Fruits and vegetables

General low-risk topic

Growth and development

Healthcare provider diagnosed medical conditions
Healthcare provider prescribed diets
Healthy cooking

Healthy eating during pregnancy (*)
Healthy eating habits for children

Healthy gums and teeth

Healthy snacks

High maternal weight gain
High-fiber foods

Immunizations (*)

Infant feeding

Iron-rich foods

Lead poisoning

Low-fat dairy

Low-fat foods

MyPlate Food Guide

Physical activity

Pica

Picky eaters

Potentially harmful food
Pregnancy-related conditions
Preparing for a healthy pregnancy
Recommended weight gain in pregnancy
Second-hand smoke

Smart drink choices

Television viewing/screen time
Tobacco, alcohol and illegal drugs (*)
Trust your child to eat enough
Vegetarian/Vegan diets

Vitamin D

Vitamins and supplements

Wean to a cup

Whole-grain foods
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Creating a Number-based Appointment Template

This resource explains the process of creating a number-based appointment template. Number-based templates establish appointment availability
on the clinic master calendar, where concurrent slots for appointment types are created. The use of concurrent slots allows clinics to schedule
based on the number of simultaneous (or concurrent) appointments of a given appointment type.
Note: All templates are created and maintained at the clinic level

Create a number-based appointment template

From the Home screen, go to
Scheduling > Templates 2>
Number-based Appointment
Templates. The Number-based
Appointment Templates screen
displays.

e Enter a Template Name.
Template names must be unique.

e Enter a template Description.
The description should provide
instructions for applying the
template (specify the days of the
week or month)

e Select a Language from the
Languages multi-select slider list
box. It is recommended that all
languages be selected unless
there is a compelling reason for
selecting one language.

Number-based Appointment Templates & Cross rossroads

Home Family Services Scheduling Vandor Qperations  Finance Mmlnlm"men Help

= Diay Templates [ show Al Number Based - Day Template

| Can handle High Risk appointments
__| an handle Online appointments
Languages
Engish

Template Name

Disscription

|

17 Appolntment Types & Working Hours

From To Concurrent Slots

L) L9

Appointment Types MNo. of Open Access Skols

] It Certfication (4]

[ subsequent Crttication M

[ Wutrition Education - Individual -

+| | ] Fond Beneft lsuance
] Mol Cortfication Assessmment |£‘ L] L
Alpvl;:‘lnlnlfnl | _— | = | 'm,.\ mn:mm

»Week Templates [ Show Al

1% Overhooking Appointment Types & Working Hours

From Ta Overbooking Slots
L LY}
Appointment Types
) Intal Certfication :l
(] subsequent Certfication J
] thutstion Education - indvidusl
] Food Beneltt ssuance
L] M Certfication Assessment 1| Md
Appolmtment From To
‘ Type | |

Claar

Overbooking
Slots

Logaut
.0
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Within the Appointment Types and Working Hours group box, complete the following:

e Enter or select the From time. This time specifies the time that appointments will begin.

e Enter or select the To time. This time specifies the time that appointments will end, not the start time of the last appointment.

e Select one or more Appointment Types. Selecting two or more appointment types at the same time will link them together in the
template (with a shared “from” and “to” timeframe and concurrent slot number). As an appointment is booked for one
appointment type, availability will be reduced for the other appointment types linked to it.

e Enter the number of Concurrent Slots. Concurrent Slots denotes how many simultaneous appointments can be scheduled for the
identified appointment type(s) within each time slot. The Concurrent Slots selection may apply to one specific appointment type, or
it may apply to a set of appointment types if they’re linked together in the template.

Click Add. The screen refreshes and displays the appointment information just entered within the Appointment Types and Working

Hours grid.

Number Based - Day Template

: Template Mame

: Manday thru Thursday

© Duescriplion
Apply this template to every Monday, Tuesday,
Wednesday & Thursday.

i~ & Appointment Types & Working Hours

From To
B15AM 1) 445 PM 0
Appolntment Types

[ nitial Certfication

] Submsequent Certification

[ nutribon Education - Indnvdual
(7] Food Benefir Issuance

| Can handk:

|| €an handie Online appointments
Languages
Engleh |._:
Spanish =
[ Agabic ||
| cambodian
Chinese |4

Concurrent Slors
1
No. of Open Access Slots

h Risk appointmenls

L] Mid Certiication Assessment (=] Add Claar
' Appolntment o - :
| pormen | | pen neurren
| ‘ Type | From To | =

| Number Based - Day Template

Template Name
| Monday thru Thursday

Description
Apply this template to every Monday, Tuesday,
Wednesday & Thursday.

[#] can handle High Risk appointments
[] can handle Online appointments
_Languages

English B

Spanish &=
N Arabic

Cambodian e

Chinese =

~ ‘ * Appointment Types & Working Hours
From To

| (3] \ o)
Appointment Types

Concurrent Slots

No. of Open Access Slots

[ Initial Certification

[] subsequent Certification

[ Nutrition Education - Individual
[] Food Benefit Issuance

| ] Mid Certification Assessment

D

| Add | | clear

[«

Appointment
Type
X Food Benefit Issuance 8:15 AM

| From | To ‘

Open Concurrent
Access Slots

4:45 PM 1

e Repeat the process until all information for the pattern of appointment availability has been entered for this template.
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e An example of a completed template appears below.

Template Name
| i Monday thru Thursday

Description
| i Apply this template to every Monday, Tuesday,
| { wWednesday & Thursday.

[«#] can handle High Risk appointments
[] can handle Onfine appointments

Languages =

=

Spanish

Arabic

Cambodian
Chinese

— ':‘,," Appointment Types & Working Hours -
From = To

Appointment Types

[] subsequent Certification

[ nutrition Education - Individual
[] Food Benefit Issuance

[1 Mid Certification Assessment
[ High Risk Follow-up

™

Concurrent Slots

e —

MNo. of Open Access Slots

Appointment

Type.

To

Open

»<  Food Benefit Issuance 8:15 AM
Initial Certification

poe Subsequent Certification
Nutrition Education - Individual
Mid Certification Assessment
Initial Certification

b e Subsequent Certification
Mutrition Education - Individual
Mid Certification Assessment
Initial Certification

3 Subsequent Certification
Mutrition Education - Individual
Mid Certification Assessment

8:15 AM

11:30 AM

1:00 PM

4:45 PM

11:30 AM

1:00 PM

4:30 PM
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Open Access Slots are optional. Open Access Slots are reserved and cannot be scheduled until a defined period of time before the
appointment occurs. The default is set at 3 days before the appointment, but this window of time can be revised in the clinic set-up. Once

the threshold is reached, the slots are opened and open access appointments can be scheduled. See page 22 for more information about

including Open Access slots in the template. The screen shots below illustrate the addition of Open Access slots.

#9 - =
N , * Appointment Types & Working Hours 1 . Appointment Types & Working Hours
From Concurrent Slots
From To i Concurrent Slots —| —‘
230PM )] [430PM  ©)) (1 | L O L © L
_ : Appointment Types No. of 0Open Access Slots
Appointment Types No. of Open Access Slots D Initial Certiication :
@ Initial Certrﬁcauon. - |E] {4 ] O Subsequent Certification D
/] subsequent Certfication |] [] Nutrition Education - Individual
[ Nutrition Education - Individual ] Food Benefit Issuance
] Food Beneft Issuance . ‘ ﬁ a— | (] Mid Certification Assessment [ | Add || Clear
(] Mid Certffication Assessment (= -~ ——
- Appointment ‘ = ‘ To ‘ Open Concurrent
Appointment From = Open Concurrent Type Access Slots
Type Access Slots ¥ Food Benefit Issuance 8:15 AM 4:45 PM 1
> Food Benefit Issuance 8:15 AM 4:45 PM 1 Initial Certification
it P Subsequent Certffication
e Cerl‘.rﬁcatlon_ - X Nutrlign Education - Individual HBALL EEDAL :
% Subsequent Certfication 8:15 AM 11:30 AM 3 Mid Certification Assessment
Nutrition Education - Individual ' ' Initial Certfication
M'_d. Certrﬂ(_?ahop Asasct Subsequent Certffication . .
Initial Certification X Nutrifion Education - Individual 11:30 AM 1:00 PM 1
Subsequent Certification . P
: . Mid Certffication Assessment
X Nutrition Education - Individual L3000, | L0OPH 1 Initial Certfication
Mid Certification Assessment Subsequent Certification
?T‘ Cemﬁ?gb% i X Nutrition Education - Individual LOuHS EDIR :
ubsequent Certification ; ; i ificati t
X Nutrition Education - Individual LouEr HELTA: 2 Initial Certification
Mid Certification Assessment Subsequent Certfication 2:30PM - 430PM 4 1
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Overbooking Slots are also optional. See page 25 for more information about including Overbooking in the template. The screen shots below

illustrate the addition of Overbooking.

17 Appointment Types & Working Hours ¢

From

Types

(] el Certfication

[ subsequent Certfication

[ Nutrition Education - Individual
[T Food Benefit Issuance:

e

Concurrent Slots

-
No. of Open Access Slots

| S |

| add || cear |

{1 mid Certication

From To
830 ()

Types

Types & Working Hours

10308 ()

Overbooking Slots

3
|

() il Certfcation
/] Subsequent Certfication
[¥/] Nutrition Education - Individual
[] Food Benefit Issuiance
| [l Certfcation Assessment

A [ add || cear |

Appointment
Type
X Food Beneft Issuance
Initial Certfication
X Subsequent Certffication
Nutrition Education - Individual
Mid Certfication Assessment
Inital Certfication
e Subsequent Certification
Nutrition Education - Individual
Mid Certfication Assessment
Initial Certfication
X Subsequent Certffication
Nutrition Education - Individual
Mid Certification Assessment
X Intial Certfication
Subsequent Certfication

‘ From

8:15AM

§:15AM
11:30 AM

1.00 PM

2:30 PM

-

4:45PM
11:30 AM

1:00PM

4:30PM

4:30PM

Concurrent
Slots

Open

- &' Appointment Types & Working Hours

From To
[3) \

i Appointment Types

Appointment
Type

x|

Overbooking
Slots

5)

(] Iniial Certfication

] Subsequent Certification

[ Nutrition Education - Indvidual
[ Food Benefit Tssuance

[ Mid Certiication Assessment

o

KN

Concurrent Slots

No. of Open Access Slots

| add || cear |

43 ouarhooki

From To

5]
Appointment Types

Types & Working Hours

9

Overbooking Slots

[l it Certfication

O Subsequent Certification

[ Nutrition Education - Individual
["] Food Benefit Issuance

[ Mid Certification Assessment

] [man]

H[I@a"

Appointment
Type
X Food Benefit lssuance
Initial Certification
% Subsequent Certification
Nutrition Education - Individual
Mid Certfication Assessment
Initial Certification
% Sub?equent Cerpfmation_
Nutrition Education - Individual
Mid Certfication Assessment
Initial Certification
% Subsequent Certification
Nutrition Education - Individual
Mid Certfication Assessment
% Initial Certfication
Subsequent Certification

‘ From

8:15AM

8:15AM
11:30AM

1:00 PM

2:30PM

To

445 PN

11:30 AM

1.00 PM

430 PM

430 PM

Concurrent

Slots

Open
Access

Type
Initial Certification
X Subsequent Certification
Nutrition Education - Individual
Mid Certfication Assessment

‘ Appointment

‘ From ‘ To ‘

8:30 AM 10:30AM 3

Overbooking
Slots
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e Click Save. The template information will be saved and the template name will appear on the left side of the screen

Number-based Appointment Templates & CSC Data Conversion

Home Family Services Scheduling

Vendor gperatis

Finance  Administration

Help

Logout

‘ Number Based - Day Template /] enabled

L 6a

r% b 2

‘bWeek Templates [ ] shmu.ﬂl‘

Template Name

: Monday thru Thursday

Description

Apply to every Monday, Tuesday, Wednesday & Thursday

[/] Can handle High Risk appointments
[_] can handle Online appointments

Languages

: — :,' Appointment Types & Working Hours -

~** overb g Appc Types & ing Hours
From To o Concurrent Slots From To Overbooking Slots
— © | © g |
Appointment Types No. of Open Access Slots Appointment Types - :
Initial Certfication Initial Certification P
[ Initial Certificat (] Initial Certifica
[ subsequent Certfication [] subsequent Certfication D
utrition Education - Individu: utrition Education - u
("] Nutrition Education - Individual [ Nutrition Education - Individual
Benefit Issuance — —— Benefit Issuance —
[ Food Benefic [ Food Benefit
[ Mid Certfication Assessment |£| ‘ﬂ‘ [ Mid Certfication Assessment | add J ‘ﬂ'
Appointment Open Concurrent Appointment Overbooking
????? Type I From | To \ ) : Type From To Slots
X Food Benefit ssuance 8:15 AM 4:45 PM il Initial Certffication
Inttial Certffication Subsequent Certification . .
X Nutrition Education - Individual B0 10300, |3
X Subsequent Certfication 815 AM 11230 AM 3 . ¥
Nutrition Education - Individual ' - Mid Certification Assessment
Mid Certfication Assessment
Initial Certification
Subsequent Certfication Y "
x Nutrition Education - Individual Hedham | 00N 1
Mid Certfication Assessment
Initial Certification
Subsequent Certffication . .
x Nutrition Education - Individual L L0EM o0 M 3
Mid Certfication Assessment
Initial Certification - .
b 4 Subsequent Certfication 2:30PM 4:30 PM 4 1

e The next step is to apply the template to the master calendar. See page 27 for Applying Templates.
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Modifying an Existing Number-based Appointment Template

Modifications can be made to a Number-based Appointment template in a variety of ways

Go to Scheduling > Templates
- Number-based Appointment
Templates.

The Number-based Appointment
Templates screen displays.
Previously defined templates are
listed on the left side of the
screen. Click the Show All check
box to display both enabled and
disabled templates.

Number-based Appointment Templates & Sandbox andbox

e Family Services Scheduling™\Qperations  Finance  Administration  Help Logout
rDay Templates  [show Y| | Nuljer Based -Day Template al
Monday to Friday Template Bpiate Name ¢ [/} Can handle High Risk appointments

g [T] Can handie Onfine appointments
Do, Languages
}' Engish ‘
&l |
| N |
Y Types & -9 Hours.
From To Concurrent Slots From To Overbooking Slots.
9 [ 9] [ J [ 9] ol ]
Types -« No. of Open Access Slots Types
[ el Certfication <] [ Tl Certfication =
[ subsequent Certiication D [] Subsequent Certiication D
] Nutsition Education - Individual 1 [ Nutrition Education - Indwvidual
[ Food Benefit lssuance 7| o ~ [ Food Beneft Isuance i) = =
L et At & — I ceticaton sesnent L =
Appointment Open Concurrent Appointment Overbooking
2% ‘ from To e ‘ i From To i
2 Week Templates [ ] show. Al
| sawe || cancel
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Click on the template name and
the screen will refresh to display
the template details.

Home Family Services Scheduling  Vendor

Operations  Finance  Administration Help

Number-based Appointment Templates

[rDay Templates [ show Al | | Number Based - Day Template _[7] enabled

Template Name
| Monday to Friday Template

[Z] can handle High Risk appointments
| [ can handle Onfine appointments

Description
Apply this template to every day of the week.

Languages =

~ £ Appointment Types & Working Hours ¢ v Types & Working Hours
From = To o Concurrent Slots From To Overbooking Slots
L © L8 L___J L& L _© L]
Appointment Types = No. of Open Access Slots Appointment Types
[ ital Certiication (] nital Certfication
[ subsequent Certiication m [] Subsequent Certification m
(] Nutrition Education - Individual (] Nutrition Education - Individual
[] Food Benefit Issuance (] Food Benefit Issuance
[ mid Certiication Assessment [ - (] mid certfication =
Appointment Open Concurrent Appointment Overbooking
Type ‘ from ‘ ™ ‘ Access | Shots ‘ Type ‘ from | * ‘ Shots
Initial Certfication
Subsequent Certification . .
X Mutrition Education - Individual S5 130 3
Mid Certfication Assessment
¥ Food Benefit Issuance 8:15AM 11:30 AM 2
Initial Certfication
Subsequent Certification . .
X Nutrition Education - Individual Loopm 30 3
Mid Certfication Assessment
X Food Benefit Issuance 1:00 PM 4:30PM 2
»Week Templates  [] show Al
Create New ‘ ‘ Save ‘ | Cancel
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Note: The user may add new information to the template by entering data in required fields for From, To, Appointment Type(s) and Concurrent

Slots.

Click Add

The screen will refresh to
display the new line in the
Appointment types &
Working Hours Grid

From
&
ppointment Types

— :,' Appointment Types & Working Hours

[] Subsequent Certification

[ Nutrition Education - Individual
[] Food Benefit Issuance

[ Mid Certiiication Assessment

| ] High Risk Folow-up

‘Concurrent Slots

|
No. of Open Access Slots

| I

Add

Clear

Appointment
Type

‘ From ‘ To

Open

‘Concurrent
Slots

Initial Certfication

Subsequent Certification
Mutrition Education - Individual
Mid Certfication Assessment
Food Benefit Issuance

Food Benefit Issuance

Initial Certfication

Subsequent Certification
Mutrition Education - Individual

X XX X

Mid Certification Assessment

8:15AM 11:30 AM

8:15AM 11:30 AM
11:30 AM 1:00 PM

1:00PM 4:30 PM

~ 7 Appointment Types & Working Hours

From

<

Appointment Types

To

[] mitial Certification

[ subsequent Certification

[ Mutrition Education - Individual
[ Food Benefit Issuance

[] Mid Certification Assessment

Concurrent Slots

| S |
No. of Open Access Slots

| I

Add

Clear

Appointment
Type

e

open
Access

‘Concurrent
Slots

Triitial Certfication

Subsequent Certification

Nutrition Education - Individual

Mid Certfication Assessrnent

Food Benefit Issuance

Food Benefil Issuance

Triitial Certfication

Subsequent Certification

Nutrition Education - Individual

Mid Certfiication Assessment

Triitial Certfication

x Subsequent Certification
Nutrition Education - Individual

X XX X

Mid Certfication Assessment

B:15 AM 11:30 AM

815 AM 11:30 AM
1L:30 AM 1:00 PM

11:30 AM 1:00 PM

1.00 PM 430 PM

 —
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To delete a line of
information from the grid,
click the red X beside the line
to be deleted.

The Screen will refresh to
display the updated
Appointment Types &
Working Hours grid

G RPPUIILITICIL | YPES oL VWO Ry MUl o

From
9

Appointment Types

To o0

[ mnitial Certfication

[ subsequent Certification

[ Mutrition Education - Individual
[ Food Benefit Issuance

| [] mid Certification Assessment

Concurrent Slots

|

Mo. of Open Access Slots

| E—

Appointment
Type

From

Open

Concurrent
Slols

Initial Certification
b Subsequent Certification
Nutrition Education - Individual

i Certfication Assessment
b4 d Benefit Issuance
Food Benefit Issuance

Initial Certification

Y Subsequent Certification
Nutrition Education - Individual
Mid Certffication Assessment
Initial Certification

% sSubsequent Certification
Nutrition Education - Individual
Mid Certffication Assessment

3:15 AM

8:15 AM
11:30 AM

11:30 AM

100 PM

11:30 AM

11:30 AM
1:00 PM

1:00 PM

430 PM

Appointment
Type

From

To

Open

Concurrent
Slots

Initial Certification

% Subsequent Certification
Nutrition Education - Individual
Mid Certfication Assessment

¥ Food Benefit Issuance
Initial Certfication

% Subsequent Certification
Nutrition Education - Individual
Mid Certfication Assessment
Initial Certification

% Subsequent Certification
Nutrition Education - Individual

Mid Certfication Assessment

8.15 AM

11:30 AM

11:30 AM

1:00 PM

11:30 AM

100 PM

100 PM

4:30 PM
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To revise information in one
of the rows, select the line.
Information specific to that
line displays in the fields
above the grid.

Make the desired changes to
one or more of the required
fields and click Update.

~ & Appointment Types & Working Hours

From To ™

11:30AM () LOOPM ()

Appointment Types

[ tnitial Certification

[] subsequent Certification

[ Mutrition Education - Individual
[#] Food Benefit Issuance

| ] mid Certification Assessment

Concurrent Slots

2z

No. of Open Access Slots

L |

[ Update ] [ Clear

Appointment
Type From To

Open

Concurrent
Slots

Initial Certification
Subsequent Certification . .

x Mutrition Education - Individual Bi15 AM 1L:304M
Mid Certification Assessment

> Food Benefit Tssuance 11:30AM  1:00PM
Initial Certification
Subsequent Certification i .

X Nutrition Education - Individual 1:304M 1:00PH
Mid Certification Assessment
Initial Certification
Subsequent Certification . .

x Mutrition Education - Individual Lo o <E Wi
Mid Certification Assessment

: {——

i APPOINtMEnt Types & Working Hours

From = To 0
BiL5AM (L) 4:30PM L)

Concurrent Slots
| 1 |

[ Initial Certffication

(| Subsequent Certification

[] Mutrition Education - Individual
[/ Food Benefit Issuance

| ] mid Certiiication Assessment

No. of Open Access Slots

Appointment
Type | From ‘ To

Concurrent
Slots

Initial Certfication
Subsequent Certification .
x Nulriti:jn Education - Individual Bi15 AM
Mid Certification Assessment
Food Benefit Issuance
Initial Certfication
pre Subsequent Certification
Nutrition Education - Individual
Mid Certification Assessment
Initial Certification
Subsequent Certification . X
x Nutrition Education - Individual 1:00PM 4:30PM
Mid Certification Assessment

11:30 AM

X

11:30 aM 1:00 PM

11:30 AM 1:00 PM
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e The Screen will refresh to ~ 7 Appointment Types & Working Hours
display the updated From To o Concurrent Slots
information. o L |
Appointment Types No. of Open Access Slots
(] Tnitial Certfication
O Subsequent Certification
(] Mutrition Education - Individual
[ Food Benefit Tssuance s .
| ] Mid Certiication Assessment R =N
e After all desired modifications Appointment e - Open Concurrent
have been completed, save Type Actess _
e Tnitial Certfication
the template. The modified 5 Subsequent Cerfcaton I ;
template must be applied |t Mutrition EdULd[Uﬂ'IHdWUIJdl ' .
h lendar i Mid Certiiication Assessment
to the master calendar in % Food Benefit Issuance BSAM 430 PM 1
order for the changes to take Tnitial Certfication
Subsequent Certification . )
effect. X Nutrition Education - Individual LI30M | L:00 PM L
Mid Certiiication Assessment
Tnitial Certiication
Subsequent Certification ) )
X Nutrition Education - Indvidual i, o, £
Mid Certiiication Assessment
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Number-based Appointment Templates — Adding Open Access Slots

Adding Open Access Slots to a Number Based Appointment Template

Designating a number of slots as Open Access allows appointments to be reserved until a defined number of days before the appointments occur.
The number of days is defined as a set up activity. The default open access window in Crossroads is 3 days. This may have been changed in some

clinics.

1. From the Home screen, go to
Scheduling > Templates >
Number-based Appointment
Templates.

2. To add open access to an existing
template: from the list of
templates on the left side of the
screen, select the template to
which you wish to add open
access slots. Template details will
populate the Appointment Types
and Working Hours box.

3. To add open access slots to a
new template: follow the same
steps as below but enter Open
Access slots as the template is
being created.

Note: It is recommended that all
open access appointments within a
template be created in rows solely
for the purpose of defining open
access appointments, not mixed with
other (non-open access)
appointments.

Number-based Appointment Templates & Cross rossroads

Home Family Services Scheduling Vendor Oy s Finance Al

Help

Logout

|rDay Templates -1 Show Al | | NHumber Based - Day Template

2]

1st Mon, 2nd and 4th Thursday
Corrected Clinic Template - 2 CP
Wednesday Template

Template Name

[Z] Can handle High Risk appointments

[3) || Description

r :' Appointment Types & Working Hours
From To

[ (7] 9

‘Concurrent Slots

[[] can handle Online appointments

- :' Overbooking Appointment Types & Working Hours —————————————————————————
Overbooking Slots

From To

[ ()

(9] .

Appointment Types MNo. of Open Access Slots Appointment Types

[ nitial Certification E] [ [ nitial Certification E]

[] subsequent Certification [] subsequent Certification

[ Mutrition Education - Individual D [ nutrition Education - Individual D

[ Food Benefit Issuance I ] Food Benefit Issuance [

[] Mid Certification Assessment E] | Ak 1 | clear I [CImid Certification Assessment E] | add I | clear 1
@[v;;intment | From ‘ o | Open cs(::‘csurrent | @&ﬁntment ‘ From | o ‘ {;vl;rsbooking

|>Week Templates ] Show All|

save | [ Cancel
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Enter or select From and To
times that you wish to have open
access appointments.

Select one or more Appointment
Types to be open access.

Select the number of Concurrent
Slots (i.e., number appointments
that can be scheduled at any
given time during the selected
time period).

Select the No. of Open Access
Slots (i.e., the number of
appointments created by this
row that will be held for open
access scheduling).

Example: If you wish to have two
back-to-back open access
appointments for initial or
subsequent certification between
8:00 and 9:00, the number of
concurrent slots required is 1 (1
appointment occurring
concurrently) and the number of
open access slots would be 2 (2
30 min appts in 1 hour).

8. Click Add.

| Humber Based - Day Template [/ Enabled

Template Name [/| can handle High Risk appointn
| Typical Thursday [[] can handle Online appointmen
Description Languages
Apply this template to every Thursday dinic. English E]
Spanish (=]
A Arabic
Cambodian
Chinese E]
- : * Appointment Types & Working Hours
From To = Concurrent Slots
|2:00em )] |s:00em L1 ,
Appointment Types No. of Open Access Slots
[ Initial Certification E] | 2 |
[ subsequent Certification
[ Mutrition Education - Individual
[_] Food Benefit Issuance - :
[] mid Certification Assessment E] Add | Clear |
Appointment Open Concurrent
Type From To Access Slots
Initial Certification
Subsequent Certification
Mutrition Education -
XK | ik 8:00 AM 11:30 AM &
Mid Certification
Assessment
Initial Certification
Subsequent Certification
Mutrition Education -
h 4 e 1:30 PM 4:00 PM 5
Mid Certification
Assessment
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9. The screen refreshes to display
the defined time slot in the
Appointment Types and Working
Hours grid with the number of
Open Access slots and number of
Concurrent Slots defined with the

row. Appointment Open Concurrent
Type P o Access Slots
Initial Certification
Note: Whether an Appointment Subsequent Certification
o . 3¢ Mutrition Education - B:00AM  11:30 AM 6
Type is eligible for Open Access is Individual
) ) Mid Certification
defined during the setup process. Assessment
Initial Certification
Subsequent Certification
... Mutrition Education -
10. To add additional open access X Individual 1:30 FM 4:00 PM 5
appointments, repeat steps 3-8 Mid Cerﬁjﬁfﬁﬂn
until all desired open access slots Initial Certification
are added X Subsequent Certification +00FM 3:00 PM 2 1
11. Click Save. A status message
displays indicating success and )
the template is saved. (crestetiew ||[ save || conces

Note: When creating a template with
this feature, the following choices
are recommended: Select 1 Status Message
concurrent slot and choose a
number of Open Access slots that
will fit the selected time frame for
the selected appointment type(s). RN \J,'r
For example, the number of Open
Access slots would be 4 if the
selected appointment types were
30 minute appointments and
selected timeframes were from
2:30 To 4:30 (spanning 2 hours).

‘ir) Number Based Template - Typical
Thursday was saved successfully.
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Number-based Appointment Templates — Adding Overbooking

Adding Overbooking Slots to a Number Based Appointment Template

Overbooking increases the number of slots available during the selected block of time for the appointment types selected. Overbooking slots have
a distinct appearance on the master calendar. Users must conscientiously choose to search for overbooking slots when searching for appointments

using Quick Appointments.

1. From the Home screen, go to
Scheduling > Templates >
Number-based Appointment
Templates.

2. From the list of templates on the
left side of the screen, select the
template to which you wish to
add overbooking slots.

3. To add Overbooking to a new
template: follow the same steps
as below but enter Overbooking
slots as the template is being
created.

Vendor  Operations Finance  Administration Help

Number-based Appointment Templates & Cross rossroads

Logout
|xDay Templates 1 Show All| | | flumber Based - Day Template [ éf) |
ést MT;’dzll;lq ?n;i 4th| I:hu-r;dca: Template Name [Z| Can handle High Risk appointments

orred Inic Tempiate [[] can handle Online appointments
Wednesday Template — !
{3) | | pescrintion Languages -
English
| Al
~ t* Appointment Types & Working Hours |+ overbooking Appointment Types & Working Hours —————————— &
From - To Concurrent Slots - From - To Overbooking Slots
[ ) 3 \ [ 3 [ |
Appointment Types - Ho. of Open Access Slots Appointment Types
[ tnitial Certification E] [ [ tnitial Certification E]
[ subsequent Certification [ subsequent Certification
[ Mutrition Education - Individual [ Mutrition Education - Individual
[] Food Benefit Issuance - [] Food Benefit Issuance S
[] Mid Certification Assessment E] Add Clear [ Mid Certification Assessment E] Add Clear
Appointment open Concurrent Appointment Overbooking
omert | o | 10| = [ | = | oo
IpWeek Templates [] show Al
save | [ camcel |
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4. Enter or select From and To
times.

5. Enter the number of
Overbooking Slots.

6. Select one or more Appointment
Types.

7. Click Add. The screen refreshed
to display the defined time slot in
the Overbooking Appointment
Types and Working Hours grid.

Note: The list of Appointment Type
selections for Overbooking may be
limited. Whether or not an
Appointment Type is eligible for
Overbooking is defined during the
setup process.

Note: Overbooking To and From
hours must be within the hours
defined within the Appointment
Types and Working Hours.

8. Repeat step 3-6 until all desired
overbooking slots are added.

9. Click Save. A status message
displays indicating success and
the template is saved.

J

o - t * Overbooking Appointment Types & Working Hours
From To Overbooking Slots
L) L) |

Appointment Types

[ tnitial Certification E]
[ subsequent Certification

[ Mutrition Education - Individual

[ Food Benefit Issuance

[ Mid Certification Assessment | Add ] | Clear ]
Appointment Owverbooking
Type ‘ From ‘ To ‘ Slots

- t * Overbooking Appointment Types & Working Hours

From To Overbooking Slots
a0 (O (s @) |2 |
Appointment Types
[C] tnitial Certification E]
[/ Subsequent Certification
[AiNutrition Education - Individuak
[C] Food Benefit Issuance - L
[l Mid Certification Assessment E] | Add | Clear J
Appointment Overbooking
Type ‘ From ‘ To Slots
Appointment Overbooking
‘ Type From To Slots
Subsequent
Certification
% Nutrition Education - 8:30 AM 9:30 AM 2
Individual
Mid Certification
Assessment
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Apply Template Options

This resource explains the process of applying a scheduling template (Hours of Operation, Nutrition Education Class, or Number-Based
Appointments) to the master calendar.

From the Home screen, go to Scheduling 2>
Templates = Apply Templates. The Apply
Templates screen displays.

The following fields display with pre-selected
answers:

« The Day and Week buttons inthe top

left corner signify Day templates or Moms s Py Saayjoes Yondor Qperstons _ Finance  Administraton_ belp Logoun
Apply Template: (2]
Week templates. The system has auto- —
selected Day. SIERRIE T S oo YT _ Bucaption Fik
26/2015 1] = If the selected date(s) falls on a Holiday  1f the selected date(s) falls on a non working day

End Date Template Do Hot A > Do Mot Ay -1
e  The Start Date defaults to the current 3252015 : E = ' o

system date plus one day. The End Date
defaults to 30 days beyond the Start

Date. Change these dates to apply the 2 f2 I fs fe Z 0
template to the desired timeframe.

e The field titled, “If the selected date(s) s
falls on a Holiday, defaults to “Do Not
Apply.” Holidays refers to those dates _ _ _ .
identified in your clinic set-up as ¢ " ! * ” § -
Holidays observed by your agency.

o If Do Not Apply is selected, the = E £ 3 22 »
template will not be applied to
Holidays.

o If Apply to Next Working Day is
selected, the template will be applied
to the next working day following the
Holiday

History Apphy Cancel
o If Apply to Previous Working Day is

selected, the template will be applied
to the previous working day prior to
the Holiday

o If Apply is selected, the template will
be applied to Holidays.
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e The field titled, “If the selected date(s)
falls on a non-working day”, defaults to
“Do not Apply”. Non-working days,
usually Saturdays and Sundays, are
identified as non-working days in the
clinic set-up.

Apply Templates = Cross

0  If Do Not Apply is selected, the
template will not be applied to a non-

working day. T
Start Date Template Type Appiy Optios e plion Ruke
. . ,[ a sojerted on a Holday the selected riing
0  If Apply to Next Working Day is %ﬁu P [:,t e = :;m ) =
selected, the template will be applied 2T ) R — ‘
to the next working day following a [proviens | [ coar |
non-working day.
2 3 4 5 & 7 8
o If Apply to Previous Working Day is
selected, the template will be applied
to the previous working day prior to a = o o & = - -
non-working day
o If Apply is selected, the template will
. . 16 ” 18 » w a1 2
be applied to non-working days.
These fields require an entry:
= ED JE5 * z 0 "
® Template Type: A variety of
template types will display in the . . . . . - -
drop-down box. When applying a
Number Based Appointment Slots
Template, select that option. Herory | [ Aoty cancel

® Template: Only the names of the
templates that have been created
for the selected template type will
populate in the dropdown box.
Select the template name to be
applied.
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Apply Options: The options
displaying in this dropdown
box are:

O Every Day

0 Every Selected Number of
Days

0 Selected Days of the Week
0 Selected Date every Month
O Selected Date of Selected
Month
Select the option that will
meet the needs of the
template you’re applying.
The following guidance
demonstrates how each
option would apply a
template to the Master
Calendar.

T ek |
S Dat LED A TR Appy Options ¢ P
[3102015 S amber Based It [—E\ I the selected date{s) falls on a Holiday — If the selected date(s) falls on a non working day
End Date - Tempiate .+ Every Doy 106 Hot Aogly 0] D0 Not Apply =
10/2015 At B 3rd Every Seected Number of Days ’
‘Selected Days of the Week
- Selected Day Template Detalls ‘Selectad Date Every Month
ntment & Working Hours. |

Appoi Types

« §15 AM to 445 PM (Concurrent - 1) Food Bervefk Essuance
~ B:15 AM ko 12:00 PM (Concurrent - 4) Intial Certfication, Sul
« 12:00 PM to 2:00 PM (Concu Educition Cortfication.

+ 2:00 PM o 4:45 PM (Concurment - 4) Initial Certfication, Subsequent Certfication, Nutrition Education - Individual, Mid Certfication Assessment, High Risk Folow-up

bsequent
rrent - 2) Ingl Certhication, Subsequent Certfication, Nutrion

- Indrvidual,
= Indnadual, Mid

Asscssmont, High itk Folow-up

0 n R 1
1 7] i 1 £
(3 1 = % 2
£ 3l F] 3

(et ]
1 15
2 8
28 Fo
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Apply Options

[E'u.n'leryr Day H

Monday Tuesday Wednesday Thursday Friday Saturday Sunday

e This calendar view displays if
Every Day is the chosen
Apply Option
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Apply Options -

[E".nln.=_'r1,|r Selected Mumber of Days H
Every Days).
8/1/2012
Tuesday Wednesday Thursday Friday Saturday Sunday

e This calendar view displays if
Every Selected Number of
Days is the chosen Apply
Option
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~ Apply Options -

| Selected Days of the Week =

8/1/2012

Tuesday Wednesday Thursday Friday Saturday Sunday

e This calendar view displays if
Selected Days of the Week is
the chosen Apply Option
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~ Apply Options

[Selected Date Every Maonth H

8/1/2012

Tuesday ‘Wednesday Thureday Friday Saturday Sunday

e This calendar view displays if
Selected Date Every Month is
the chosen Apply Option
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~ Apply Options
| Selected Date of Selected Month

e This calendar view displays if e
Selected Date of Selected
Month is the chosen Apply
Option. This screen shot

Monday Tuesday Wednesday Thursday Friday Saturday Sunday

illustrates the selected month
of August. October was also
selected, and is illustrated by
the screen shot on the

following page.
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Note: This shows that October was
also impacted because it was a
selected month in the apply options.

10/1/2012

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday Sunday

Columbus Day
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Applying a Number-based Appointment Template — Preview & Apply

The user can view the effects of a template on the master calendar before it is applied to the master calendar.

e Choose the desired Apply
Option for the selected
template.

e Clicking Preview button in

the middle right of the ApDIY Templates & Cios rossoads
Family Services Scheduling VYendor Operations  Finance  Administration Help Logout
screen. @mw«u )
. 5;:(.n;tz Template Type ception Aule
° The preVIeW Calendar :i:; : !::‘b:.:;mlf{vmrm-:qh 2 an::ﬁedw:]hhw:amy ::::(mquqlakfn:mmw
. 123172015 *] 0 F y Termplate
refreshes according to the e
. T & Hours
apply option selected. (IS e 138 Comamer 3 Cotiatr, St oo, o vt ek W CorBcat et
I:ﬁm:g:ﬁ:%m: i;mm,ﬁmm.nmmmm Individusal, Mid Certification Assessment
e Inorder to get a better view -
of the preview calendar,
minimize the Apply - = e
Templates box by clicking the
arrow/triangle. Future i ! l :
months can also be : . : B - —
previewed by navigating to
those months on the preview = D =

calendar.

e If the preview reveals the
desired application results,
click Apply.
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When a template has been
applied to the master
calendar, a status message
will briefly appear in the
lower right corner, indicating
the template was applied
successfully.

Apply Templates 2
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Tips for applying templates

Only one template can be applied to a particular day. If you try to apply more than one template to the
same day, the last template applied will cancel out the prior one. For example, if one template is applied
to every Monday, 8 pm — 5 pm, and then a different template is applied to every Monday, 5pm — 7 pm,
the Master Calendar will only reflect the last template applied — Monday evenings, 5 pm — 7 pm.

The bigger the template (in number of appointments and/or scope of days) the longer it will take to
apply. If Crossroads returns an error message while the template is trying to apply, narrow the
timeframe (from 1 year to 6 months or from 6 months to 3 months) and try it again. You may need to
apply the template in stages to complete the task.

Follow these steps to verify the
Master Calendar displays the
features of the applied template

e From the tool bar, select Scheduling > Clinic Master Calendar. It will display the current month.

e Navigate to the month of the Start Date for the applied template. Confirm that appointment
types being used by the clinic exist in the available appointment types list in the filters on the left
side. Make sure all of the appointment types used in your template are checked. Otherwise, the
day view of the calendar will not display these appointment types.

e Select Appointments and Nutrition Education Classes (if applicable) in the Show Data filter on the
left side.

e Confirm that the Month view of the calendar has green dates where appointment templates have
been applied, classes on dates when class templates have created classes, and are grayed on
closed days such as holidays and weekends.

e After confirming the Month view, select the Day view using the button on the top of the page.
Ensure that appropriate filters are checked on the left side of the page.

e View the current day appointments concurrent slots and classes (if applicable). Confirm that
times when appointments start and end for the day agree with the template. Confirm that hours
outside the hours of operation are grayed.

e View a few other days using the day view to confirm that the calendar has been created as
expected.
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Applying Templates: Dealing with Conflicts

If a conflict prevents the template from applying, a message will appear stating you cannot apply the template. Information specific to the
conflict will be listed at the bottom of the screen, in Conflicts by Dates window. In the example below, 3 appointments prevented this template
from applying. Rescheduling these appointments to a date/time that doesn’t conflict with the new template, should resolve the problem. After
the conflicting appointments have been rescheduled, this template should apply without conflicts.

Apply Templates & Cross rossroads

Home Eam Services Scheduling Vendor Operations Finance Administration Logout
[rApply Templates Validation Summary: 1 a |
0 « Conflicts exist. You cannot apply the selected template. Please reschedule/ )

Start Date Ti late T o £ < . .

‘_ < | Sniie hvpe Apply Options [ cancel conflicted items in order to apply this template successfully.

3/4/2015 uk 1l i ¥ il

/4] [Number Based Appointment Slo\ ] @ected Days of the Wee) = s %a(s) falls on a non working day
; End Date W — = = [Do Not Apply ‘ v] [Do Not -
[sf31/2015 [] [Tvp'»ca\ Friday ‘ ) Third | Fourth Wed | Thu
on Evel
Fifth Last | [@8i: Sat
ey |
Selected Day Temp Details
Appointment Types & Working Hours
« 8:00 AM to 12:00 PM (Concurrent - 1) Initial Certification, Subsequent Certification, Nutrition Education - Individual, Mid Certification Assessment
« 1:00 PM to 4:30 PM (Concurrent - 2) Initial Certification, Subsequent Certification, Nutrition Education - Individual, Mid Certification Assessment
Preview ‘ l Clear

18 |17 |18 ‘ i3 i 20 T 2

[ |24 F3 |26 |27 28 29

ET |3t [a 53 |3 4 5

~Conflicts By Dates '\
Date V Confficting Item Confiicting Start Time { Confiicting End Time ‘ Conflict Descriptions

WN&/10/2015 Appointment 7:30 AM 7:45 AM Typical Friday template modifies appointment availability which confiicts with existing Appointment: Nutrition Education - Individual from 7:30 AM to 7:45 AM.

4, Appointment 7:45 AM 8:00 AM Typical Friday template medifies appointment avaiability which conflicts with existing Appointment: Nutrition Education - Individual from 7:45 AM to 8:00 AM.

5/1/2015 Appointment 7:30AM 7:45AM Typical Friday template modifies appointment availabiity which confiicts with existing Appointment: Nutrition Education - Individual from 7:30 AM to 7:45 AM.

Mistoy | [ appy | [ cancel
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In the example below, there were 52 conflicting appointments. When there are too many conflicting appointments to reschedule, apply the
template using a start date after the date of the last conflicting appointment. In this example, the template won’t apply until after 5/18/15.

Home Family Services

Scheduling

Vendor

Operations  Finance

Help

oss rossroads

pply Templates

Logout

[xApply Templates

[ wee |

Validation Summary: 1

9 » Conflicts exist. You cannot apply the selected template. Please reschedule/

StatDaleiw el Apply Options .0 cancel conflicted items in order to apply this uce y.
3/4/2015 ) i - \d i
374/ (=] Number Based Appeintment Slo! el o the Wock = — - date(s) falls on a non working day
EndDat= Template e o B [Do ot Apply = [ Do Not Apply =
1205 (5] (vionday [z %m Fourth %WIT%
on - Every Month.
|_Fifth | tast | [ Fri | sat |
[ Every | [ sun J
Selected Day T Details

Appointment Types & Working Hours
+ 8:00 AM to 12:00 PM (Concurrent - 1) Initial Certification, Subsequent Certification, Nutrition Education - Individual, Mid Certffication Assessment
« 8:00 AM to 12:00 PM (Concurrent - 1) Food Benefit Issuance

+ 1:30 PM to 4:30 PM (Concurrent - 1) Initial Certffication, Subsequent Certification, Nutrition Education - Individual, Mid Certification it
I Preview I Clear
3 |26 [z |28 2
30 [ER Iz |3 4 5
vConflicts By Dates
. pae | conficting rtem | conficting start Time ... Coficbesaiptions \
5/4/2015 Appointment 1:45PM Monday template modifies appointment type avaiabiity which confiicts with existing appointment: Food Benefit Issuance from 1:45 PM to 2:00 PM.
5/4/2015 Appointment 2:00 PM Monday template modifies appointment type avaiabiity which conflicts with existing appointment: Food Benefit Issuance from 2:00 PM to 2:15 PM.
5/4/2015 Appointment 2:15PM Monday template modifies appointment type avaiabiity which confiicts with existing appointment: Food Benefit Issuance from 2:15 PM to 2:30 PM.
5/4/2015 Appointment 2:30 PM Monday template modifies appointment type avaiabiity which conflicts with existing appointment: Food Benefit Issuance from 2:30 PM to 2:45 PM.
5/4/2015 Appointment 2:45PM Monday template modifies appointment type avaiabiity which conflicts with existing appointment: Food Benefit Issuance from 2:45 PM to 3:00 PM.
5/4/2015 Appointment 3:00 PM Monday template modifies appointment type avaiabiity which conflicts with existing appointment: Food Benefit Issuance from 3:00 PM to 3:15 PM.
5/4/2015 Appointment 3:15PM Monday tempiate modifies appointment type avaiability which conflicts with existing appointment: Food Benefit Issuance from 3:15 PM to 3:30 PM.
5/11/2015 Appointment 1:30 PM Monday template modifies appointment type avaiabiity which conflicts with existing appointment: Food Benefit Issuance from 1:30 PM to 1:45 PM.
5/11/2015 Appointment 1:45 PM Monday template modifies appointment type avaiabiity which conflicts with existing appointment: Food Benefit Issuance from 1:45 PM to 2:00 PM.
5/11/2015 Appointment 4:00 PM Monday template modifies appointment type avaiabiity which confiicts with existing appointment: Food Benefit Issuance from 4:00 PM to 4:15 PM.
Appointment 2:00 PM Monday template modifies appointment type avaiabiity which conflicts with existing appointment: Food Benefit Issuance from 2:00 PM to 2:15 PM.
5/18/2015 Appointment 1:30 PM Monday template modifies appointment type avaiabiity which confiicts with existing appointment: Food Benefit Issuance from 1:30 PM to 1:45 PM.

L s

History H Apply || ‘Cancel
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In the following example, the template won’t apply because it offers appointment availability outside the clinic hours of operation.

Apply Templates oss rossroads

Home Family Services Scheduling Vendor Operations Finance Administration Help Logout
ElpplyJemplates Validation Summary: 1 =1l (2] |
= 9 Conflicts exist. Y t apply the selected template. Plea: hedule/
Start Date Template T . « Con exist. You cannot apply the selected template. Please reschedul
| = L LS Apply Options cancel conflicted items in order to apply this A
3/4/2015 o i ed i
/- ./:1 Number Based Appointment Siof Selected Days of the Week 7 date(s) falls on a non working day
I End Date - Template . = (Do Not Apply =) (Do Not Appy =
DEERE ;
" n . Every Month.
Selected Day Ti Details
Appointment Types & Working Hours
« 8:15 AM to 10:15 AM (Concurrent - 3) Initial Certification, Subsequent Certffication, Nutrition Education - Individual, Mid Certfication Assessment, High Risk Follow-up
« 8:15 AM to 6:45 PM (Concurrent - 1) Food Benefit Issuance
+ 2:00 PM t0 4:45 PM (Concurrent - 6) Initial Certification, Subsequent Certffication, Nutrition Education - Individual, Mid Certification Assessment, High Risk Follow-up
« 4:45 PM to 6:45 PM (Concurrent - 4) High Risk Follow-up, Initial Certification, Subsequent Certification, Nutrition Education - Individual, Mid Certification Assessment
+10:15 AM to 12:00 PM (Concurrent - 6) Initial Certification, Subsequent Certification, Nutrition Education - Individual, Mid Certification Assessment, High Risk Follow-up
+12:00 PM to 2:00 PM (Concurrent - 3) Initial Certification, Subsequent Certification, Nutrition Education - Individual, Mid Certification Assessment, High Risk Follow-up
[ Preview | | Clear
30 |31 1 2 3 4 5
vConflicts By Dates / \
Date Conflicting Item | Conflicting Start Time | Conflicting End Time Conflict Descriptions ‘
3/5/2015 Clinic Hours of O~ 8:15 AM 6:45 PM ursday template is trying to set a time that is outside of Ciinic hours of operation. E
3/5/2015 Clinic Hours of OF ~ 4:45 PM 6:45 PM Thursday template is trying to set a time that is outside of Clinic hours of operation.
3/12/2015 Clinic Hours of Op ~ 8:15 AM 6:45 PM Thursday template is trying to set a time that is outside of Clinic hours of operation.
3/12/2015 Clinic Hours of O~ 4:45 PM 6:45 PM Thursday template is trying to set a time that is outside of Clinic hours of operation.
3/19/2015 Clinic Hours of O~ 8:15 AM 6:45 PM Thursday template is trying to set a time that is outside of Clinic hours of operation.
3/19/2015 Clinic Hours of OF ~ 4:45 PM 6:45 PM Thursday template is trying to set a time that is outside of Clinic hours of operation.
3/26/2015 Clinic Hours of Of ~ 8:15 AM 6:45 PM Thursday template is trying to set a time that is outside of Clinic hours of operation.
3/26/2015 Clinic Hours of Op ~ 4:45 PM 6:45 PM Thursday template is trying to set a time that is outside of Clinic hours of operation.
4/2/2015 Clinic Hours of OF ~ 8:15 AM 6:45 PM Thursday template is trying to set a time that is outside of Clinic hours of operation.
4/2/2015 Clinic Hours of OF ~ 4:45 PM 6:45 PM Thursday template is trying to set a time that is outside of Clinic hours of operation.
4/9/2015 Clinic Hours of O~ 8:15 AM 6:45 PM Thursday template is trying to set a time that is outside of Clinic hours of operation.
4/9/2015 Clinic Hours of Op ~ 4:45 PM 6:45 PM rsday template is trying to set a time that is outside of Clinic hours of operation,
4/16/2015 Clinic Hours of Op _ 8:15 AM 6:45 PM template is trying to set a time that is outside of Clinic hours of operggef. E]
History | ‘ Apply | | cancel ‘

In this case, an Hours of Operation Template will need to be created and applied to the Master Calendar to accommodate appointments that fall
outside the default hours of operation (8:00 am to 5:00 pm). Refer to Template Resource: Creating an “Hours Of Operation” Template.

After an “Hours of Operation” template has been created and applied, this Numbers Based Appointment Template for Thursday can be applied
without scheduling conflicts.
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History of Applied Templates

The user can view the history of the application of all templates applied to the master calendar within the clinic.

Memasp Pandiy Sarviens duling  Yender i T . friwink Help Logout
)
Template Type ) Exception Ruke
Aho/2018 \A T the selected dates) fals on a Hollday  1f the selected date{s) falls on a non working day
End Date - Template 6 Not Apply = Do Wk Apply »
41072015 o =
Go to Scheduling © Templates = : o i 0
Apply Templates. Choose the
History button on the lower right ; s .
corner of the screen.
‘ History )yw Cancel
SN——r
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The Apply Template History
screen will display a list and
details of templates that have
been applied.

The Template Type drop-down
can be used to filter which type of
template application history is
returned by the search (ex.,

Hours of Operation, Nutrition
Education Classes).

Templates can be sorted by
Template Type, Name, From
Date, To Date, Applied Date, and
Applied By. In order to control
how templates are sorted, click
within the column header. In this
example, the information is
sorted by Applied Date

Apply Template History = Cross rossroads

Heme Eamily Services Scheduling Vender Operations  Financs  Adminisiration Help Logout
History
- Template Type Filter
Template Type:
M =l Fier
L ——— |
D
yd Total Rems: 21
Templale Type Appled Template Nome: From Date To Date: Apphed Dy

Humber Based Appontment Siots
umber Bassd Appointment Siots
Mumber Based Apporntment Sots
Rumber Based Apporntment Sets
Humber Based Apportment Siots
Humber Based Appointment Siots
Boumber Bassd Apporntment Sots
Rumber Based Appontment Sots
Mumber Based Apporntment Siots
Kumber Based Appontment Siots
Humber Bassd Appontment Sots
Bumber Based Appontment Sots
Mumber Based Appontment Siots
Humber Based Appointment Siots
Humber Bassd Apportment Siots
Humber Based Appontment Sots
Mumber Based Appontment Siots
Mumber Bazsd AppontmEnt Siots
Humber Bassd Apportment Sots
Humber Based Appontment Sots
Mumber Based Appontment Siots

 1st, 2nd, 4th, 2nd St Frday Tempate

3rd Friday Tempite
Mon-Thur Template

Mor-Thur Template

3nd Friday Tempiate

1st, 3nd, 4th, and Sth Friday Tempiate
15t 2nd, 4th, and 5th Fridey Template
rd Friday Template

3rd Friday Tempate

3rd Friday Tempits

Mear-Thur Template

3rd Fridary Template

Mon-Thur Template

Moa-Thur Temy

15t 2nd, 4th, and Sth Fridey Tempiate
Brd Fridany Template

3rd Friday Tempiate

15t 2nd, 4, and Sth Friday Tempiate
Mon-Thur Template

3rd Fridany Template

1st, 2nd, 4th, and Sth Friday Tempiate

L2016

12016
112016
1fams
Y1/2015
1/1/2015
22004
et
8la/z014
772014
82014
9/19/2014
982014
5/28/2014
5/28/2014
Bl20/2014
712014
5272014
52772014
812004
5/27/2014

12/31/2016
123172016
12312016
L2015
12/31/2015
12312015
127312014
12312014
Ef25/2014

73172004

127312014
192014

12/31/2014
12/31/2014
12/26/2014
Bf20/2014

7/11/2014

12312014
12312014
12mfaoe
123172014

B/15/2014 540
B/15/2014 53500 PM
8/15/2014 5:35:31 PM
B/15/2014 5:35:13 PM
5/29/2014 1:40:19 PN
5/25/2014 1:38:18 PM
5/29/2014 1:37:32 PM
5/29/2014 1136246 PM
5/25/2014 1:32:58 PH
S29/2014 1126:58 PM
5/29/2014 1:26:31 PM
5/27/2014 10:21:01 AM
5/27/2014 5:27:17 AM
5/26/2014 5119 PN
5/26/2014 9 M
S/24/2014 213625 PM
S24/2014 2:30:09 PM
5242014 2:26:21 PM
5/24/2014 2:23:37 PM

amorfrell
amorfrel
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pply Template Hist Cross rossroads
Home Eamily Services St ing Vendor Qy i Finance  Administrati Help Logout -
| History |
 Template Type Filter
Template Type:
[ A ‘ v] ‘ Filter J
. . Total Items: 21
e To view more details about a Tempate Type appled Tenpltetame. | Frompate | Tobate Appie ate \ Appled by
. . . Number Based Appointment Sots  1st , 2nd, 4th, and Sth Friday Template 1/1/2016 12/31/2016 8/15/2014 5:43:22 PM kwarifin E
pa rticular listin g, se lect the Numbesr Based Appointment Sofs  3rd Friday Template 1/1/2016 12/31/2016 8/15/2014 5:42:54 PM kwgrin =
Number Based Appointment Slots ~ Mon-Thur Template 1/1/2016 12/31/2016 8/15/2014 5:40:45 PM kwgrifin
1 H 1 Number Based Appointment Slots ~ Mon-Thur Template 1/1/2015 12/31/2015 8/15/2014 5:39:00 PM kwgrifin
IIStI ngl the n c I I Ck the SeIeCted Number Based Appointment Slots ~ 3rd Friday Template 1/1/2015 12/31/2015 8/15/2014 5:35:31 PM kwgrifin
. Number Based Appointment Slots  1st , 2nd, 4th, and 5th Friday Template 1/1/2015 12/31/2015 8/15/2014 5:35:13 PM kwgrifin
Row Details bar. Number Based Appaintment Siots. 1t , 2nd, 4th, and Sth Frday Template 922014 12/31/2014 5/29/2014 1:40:19 PM Viniese-hansen
Number Based Appointment Slots  3rd Friday Template 9/2/2014 12/31/2014 5/29/2014 1:38:18 PM viniese-hansen
Number Based Appointment Slots  3rd Friday Template 8/4/2014 8/29/2014 5/29/2014 1:37:32 PM iwiese-hansen
Number Based Appointment Slots  3rd Friday Template 7[7[2014 7312014 5/29/2014 1:36:46 PM viwiese-hansen
. H H Number Based Appointment Slots ~ Mon-Thur Template 9/8/2014 12/31/2014 5/29/2014 1:32:58 PM viwiese-hansen
NOte' The Applled Template Deta IIS Number Based Appointment Slots  3rd Friday Template 9/19/2014 9/19/2014 5/29/2014 1:28:58 PM viwiese-hansen
oy - . Number Based Appointment Slots  Mon-Thur Template 9/8/2014 12/31/2014 5/29/2014 1:26:31 PM viwiese-hansen
Wi I I INC I u d e d etai I S Of t h e tem p I ate as Number Based Appointment Skots — Mon-Thur Template 5/28/2014 12/31/2014 5/27/2014 10:21:01 AM viniese-hansen
Number Based Appointment Sots 15t , 2nd, 4th, and Sth Friday Template 5/28f2014 12/26/2014 5/27/2014 9:27:17 AM iwiese-hansen
1 1 H 1 Number Based Appointment Siots 3rd Friday Template 6/20/2014 6/20/2014 5/26/2014 9:53:19 PM lowgrifin
It eXISted on the d ate on Wh I Ch It was Number Based Appointment Slots  3rd Friday Template 7/11/2014 7/11/2014 5/26/2014 9:52:40 PM lowgriffin
. ore . Number Based Appointment Slots 15t , 2nd, 4th, and 5th Friday Template 5/27/2014 12/31/2014 5/24/2014 2:38:25 PM amorfitelil
app I e d .M Od Ifl cations m ay h ave Number Based Appointment Siots Mon-Thur Temphte 5/27/2014 12/31/2014 5/24/2014 2:30:09 PM amorfteliL =
. Number Based Appointment Slots  3rd Friday Template 8/1/2014 12/31/2014 5/24/2014 2:26:21 PM amorfitelil 3
0 C C u r re d S I n C e t h e d a te Of Applied Dates: Apply Options: Applied Template Details: Holiday Exception Option: Non Working Day Exception Option:
. . . . 9/8/2014 Selected Days of the Week 8:15 AM to 11:30 AM (Concurrent - 2) Initial Certification, Subsequent Certffication, Nutrition Do Not Apply Do Not Apply
] p p I |Cat on be N g VI eWEd . 9/9/2014 E] On Education - Individual, Mid Certfication Assessment 1:00 PM to 4:30 PM (Concurrent - 2) Initial
9/10/2014 Monday, Tuesday, Wednesday, Thursday Certification, Subsequent Certification, Nutrition Education - Individual, Mid Certfication Assessment
of
gﬁ;ﬁgi: First, Second, Third, Fourth, Ffth, Last
9/16/2014
9/17/2014
9/18/2014
9/22/2014
/ m
ahcinia
aSelected Row Details___J
y A
[ Cancel
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