Master Calendar — Navigation

Scheduling> Clinic Master Calendar
Use arrows to navigate: day --> week --> month.

Month View

e Gold bar — current date
e White — no show rate — past

calendar dates

e Grey — blocked time

e Green —appointment availability
Display number of
appointments booked

o

Percent of the total number of
appointments for that date

Febrmary, 2015

Mo T We Th Fr Sa Su

% 1
203 04 5 & A
9 10 11 12 13 18 18
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Calervlars

E# Clinic Master Calendar & Cross rossroads

Sse EHl B

Thursday

Friday Saturcay Sunday

[ Mari - Masinlle

(]
L] Mid Cartification Assessment
2 Food Banaiit Issuanca

Scheduled Appointment Search
Staff Event Search

Nutrition Edu. Class Search
Create Staff Event

Reschedule Appointmant(s)
Cancel Appointment

17
Mo Show Rate: 26 %

v Rate: 56 %

1o Show Rate: 9 %

Mo Show Rate: 21 %

Ju
N Show Rate: 10 %

Mo Show Rate: 8 %

T

Mo Show Rate: 30 %

47 %

7
Na Show Rate: 100 %

I}
No Show Rate: 79 %

Mo Show Rate: 41 %

IED

Mo Show Rate: 30 %

Day View

e Daily Schedule

o Scheduled Family
Appointments
e Columns
o Appointment Types
e Rows
o

Note: Number of appointments per
time period decreases as
appointments are scheduled

Number of concurrent slots per

time period

3

Daily Schedule

() Johnston - Smithfield

Available Types

() Initial Certification

(A Subsequent Certification

(A Nutrition Education - Individual
(7 i Certification Assessment
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Week View

Provides information on:

e Clinic Hours of Operation

e Number of booked appointments
per type and percent of the total
number of appointments of that
type

e Nutrition Education Classes

Topic, time, number registered/class

capacity

Home Family Services Scheduling Vendor Operations _Finance Administration _Help.

€ = [ vy |@TESS( Month ][ st

March, 2015

B Clinic Maste

March, 2015 m
Mo Tu We Th Fr Sa Su ( B 2 6 R G
Monday Mar23rd | Tuesday Mar 24th  Wednesday Mar 25th | Thursday Mar 26th Friday Mar 27th | Saturday
27 1 Hours of O Hours of Operati Hours of O Hours of O i Hours of Operation
s 7 8 - 8:00 AM - 5:00 PM 8:00 AM - 7:00 PM - 8:00 AM - 5:00 PM 8:00 AM - 5:00 PM - 8:00 AM - 5:00 PM
1 1415 Appointments i i i i
Haa +1C - 0 (0%) 1C - 0 (0%) +1C -0 (0%) IC - 0 (0%) IC - 0 (0%)
+SC - 5 (47%) +SC-4(21%) +SC-1(32%) +SC - 4(35%) +SC -1 (20%)
| - “NE-I- 7 (47%) « NE-I - 3 (21%) « NE-1 - 4 (32%) NE-1 -7 (35%) NE-1 - 1 (20%)
[ —ET e —) Vi Certification * Mid Certification * Mid Certification * Mid Certification Mid Certification
Iendars Assessment - 4 (47%) Assessment - 1 (21%) Assessment - 6 (32%) Assessment - 1 (35%) Assessment - 0 (0%)
{2 Nash - Nashville < FBI - 14 (25%) « FBI - 13 (37%) < FBI - 19 (41%) FBI - 8 (25%)
Nutrition Ed. Classes
| Available Appointment Types « A-Breastfeeding Basics/
(A Initial Certification Anticipatory Guidance
(A Subsequent Certification 1:30 PM - 2:00 PM
(2 Nutrition Education - Individual (0/10)
(2 Mid Certification

List View

Displays a list view of the main
calendar

e Sorted by Family or Sort by Date
e Sort by Family is the Default
Click inside the block to view details
of the appointment

Vendor Operations  Finance

Bl Clinic Master Calendar & Cross RoadsTwo

08:15 AM - 09:15 AM

||| Family Appointment
| Number of Attendees : 2

I% © 3 [ sy ) wWeek ([ mown ) @ESICESE March, 2015 DS
P s“r [Sorted By Family I Sort By Date
1 ."03/10/2015 A-Breastfeeding Basics/Anticipatory Guidance ( 0/10 )
I 10:00 AM - 12:00 PM
ANaR Nutrition Education Class
> ||| Number of Attendees : 0
" 03/10/2015 YOLANDA N. DAVIS

Navigation Calendar

Use the mini calendar to navigate to

the desired day, month, and year

e Use the arrows to advance one
month at a time

e Click the month for a list of
months

e Click the year for a list of the
current decade

Home Family Services Scheduling Vendof

< (= (]

Scheduling

March, 2015

=fu We Th Fr S¥

23 1
7 8
14 15
21 22
28 29

VTCRL LI

Ve

< - IR

Home Family Services Scheduling

NEvigation

2010-2019

2010 2011

2013 2014 2015

2017 2018 2019
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Master Calendar — View Filters

Select options as necessary to filter the main calendar.

Home Eamily Services Qperations _ Finance Help Logout
) () (e [ Week | Wowth )(_Ust ] Tuesday, July 07, 2015 e Hl §
T S

100%
Mo Tu We Th Fr Sa Su Daily Schedule

e Shows local agency and clinic

2 345 8
i o}

819
. . 5% .
e Appointment types that exist on - .
the clinic’s Master Calendar —_— -

lendars

EﬂJohns:m-&nIm’\eld 3
. Avallable Types ]
e Check every appointment type to ol cotiater i
. . . aye [ Nutrition Education - Individual 15
display entire availability on the [2 W Ceticaton Rsessnt .
Day calendar view o — ;
[21 Nutrition Edu. Classes u':
e Uncheck appointment types as (st cers ]

needed to display availability for iereree e D] ,,:
a specific appointment type o B Clm Sooch :
Create Staff Event !

Reschedule Appointment(s)
Cancel Appointment
(Cancel Nutrition Edu. Class
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Master Calendar — Show Data

Enables the viewing on the Day, Week, or Month Views of the selected options: appointments, nutrition educations classes and staff events. The
detail will vary depending on the view you select.

Home Family Services Scheduling Vendor Operations Finance]
. Navigation | Day
e Check appointments to enable p—T— o e (v ) (
. ] 4 February, 2015 3 ohnston mithfield
Vlerng Of SChedUIed Mo Tu We Th Fr Sa Su 100% 1 Daily Schedule
appointments ” 7 o
2 3 4 5 6|7 8 =1 ]
9 10 11 12 13 14 15 i |
L . 16 17 18 19 20 |21 22 @ | ]
e Check nutrition education classes 2 [ s 127 2 i i
for a list of classes e | n
Calendars 15 } :_
(&) Johnston - Smithfield a0 | = o
. Available Appointment Types = — Calendars =
o Initial Certificati . lohnston - Smithfie
Check staff events to review [ ol Certfcation —5m I | scheduled appointments @ et S
] seq ! . | . Available Appointment Types
scheduled staff events [ Nutrition Education - Individual B appear on the Daily Schedule (2 Inital Certifcation
[ Mid Certification Assessment | — () Subsequent Certification 0™
=0 (1 Nutrition Education - Indivicual 5 Trust Your Child to Eat Enough ( 1/10
e ShowData = — )
[/ Appointments | —a= F — 5 Trust Your Child to Eat Enough ( 1/10
[ Nutrition Edu. Classes = — 114"
|
[ Staff Events a0 | — [ st Events
L ——————
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Master Calendar — Quick Links

Availability Search
Identifies a selection of available appointments directly from the master calendar using defined search criteria. Allows appointment scheduling for
both new and existing families.

e Click Ava“ability Search B Clinic Master Calendar & Cross rossroads
° Enter information in the OptionS ome Family Services ing Vendor Operati Finance Administrati Help Logout |
ﬁelds (E— ) — ¥Search - Appoil ilabili
q  March, 2015 ) || vSearch Options (2))
o Sta rt Date Mo Tu We Th Fr Sa Su Start Date @ Day of Week Preferred Language ' Clinic
o EndDate . 3/31/2015 - é g’ B? 5 S QF! é"; (English [~ (051-01 - Johnston - Smithfeld | 7]
o Day of the Week 234 5 678 )
X X 9 10 11 12 13 14 15 End Date Include Overbooking Preferred Time
o Include Overbooking (if necessary) 6 17 18 19 2021 2 (00005 [ O Any [
B 2425 2% 780 ]
o Preif:errej Lgnguage » Appointment Types ( }g\)i m
o Preferred Time — -
o Clinic site WTNWT— | 7| ‘ Family ID I Individual Appointment Type ‘ Duration ‘High Risk|WICCategory Status ':E‘"':'g‘;‘
. (4 Johnston - Smithfield [/ F07900000499 SAVANNAH G. SMITH Subsequent Certification 0O Child Certification Expired 10/2/20:
[ ] DO one Of the fO||OWIng: Available Appointment Types
. (] mnitial Certification
o Enter the Family ID or [ Subsequent Certficaton
H H ¥ H [ Nutrition Education - Individual
o  Click the magnifying glass to begin et e
the search or |
. o (E— 7 —
o Click the Create New Family icon [ Appointments
o Complete the new family screen ] Nutrition Edu. Classes
and click Save [0 Staff Events | Quick Scheduling Result (2)]
o TO add a hew participant to the e Ouick ks ‘ Family ID IDate ITime l ppoi |ndividual IWIC Categorylstatus lComment: Assets‘
K . vailability Search B Type l
selected family ->click the Add a Scheduled Appointment Searc @ |Fo7900000499 [a/1/2015 515 AVt t0 845 AM]subsequen Certifcation] Child Certification Expired | (-lf}j
New Participant icon and complete L =
utrition Edu. Class Search - - - e = T (nj
the Add PartICIpant screen Create Staff Event ® F07900000499 ‘4/2/2015 ‘8.15AM to 8:45 AM|Subsequent Certification|< \ i I ertification Expirex | l +
. Hide Search Panel ‘
o C(Click the Search button Reschedule Appointment(s) F07900000499 [4/6/2015 [8:15 AM to 845 AM|Subsequent Certification|< Child Certification Expired gL
. Cancel Appointment © L u
e Crossroads returns a selection of Cancel Nutrition Edu. Class i —
. . Cancel Staff Event ' i
appointment dates and times o Timen e ]
Color Legend
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Master Calendar — Quick Links

Scheduled Appointment Search
Enables a search for scheduled appointments.

B8 Clinic Master Calendar & Cross RoadsTwo

Home Family Services Scheduling  Vendor i Finance Administration Help Logout |
vSearch - Schedul
4 March, 2015 » Start Date End Date Family ID Participant ID
o T We Th Fr Sa S 3/3/2015 = 4/3/2015 =) | | | |
Last Name ['] First Name [ ] Date of Birth Appointment Type
e Enter the information in the data . g || 1 ( () [ "~
. 14 15
fields -; : BT
o Start Date —
@) End Date wmnmfb‘mme‘m 2 3 4 5 6 7 8
o Family ID Available Appointment Types
.. [ Food Benefit Issuance
o Participant ID [ Iniil Certfication
[} Subsequent Certification 9 10 1 12 13 14 15
(@) Last Name [ Nutrition Education - Individual Ca
. [2) Mid Certification Assessment
o First Name O Breastieeting
(@) Date of Birth = i D2l 16 17 18 19 20 2 2
. Appointments
o Appointment type i
[0 staff Events
23 24 25 26 27 28 29
0

B Clinic Master Calendar & Cross RoadsTwo

e C(Click the Search button .'
J rSearch rgturps the d_esnrgd B i T —— 05o 4l :
information in the List View Mo T e T T S S ?
e Click in the family appointment v Wi B
. .10 1 12 13/14°15 ’03/09[2015 T
box for details . &
vrasoad ||| wee e
» 31 Family Appointment
View Filte L ‘! s:1
Calendars =
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Master Calendar — Quick Links

Reschedule — Cancel - Open Family

Under Quick Links click --> Scheduled Appointment Search.

e Select the Month calendar view
option

e Go to the month of the
appointment

o Double click the appointment day
on the Navigation Calendar

o Select the desired appointment
from the Day View of the
Calendar

e Right click the appointment to
view options for
Open/Reschedule, Cancel, or
Open Family
o Select Open/Reschedule or Cancel

on the Family Appointments List to
complete the desired action

Note: Refer to Quick Appointments
for further instructions

o Select Open Family to open the
record on the Family Demographics
screen

Bl Clinic Master Calendar & Vivian Wiese-Han

ome Family Services Scheduling Operations Finance Administration Help

Logof

Participant ID

L J

[) ( =

Appointment Type

Tavigatio | vSearch - Scheduled A pp
4 March, 2015 » Start Date End Date
3/26/2015 | 4/26/2015 |
Mo Tu We Th Fr Sa Su
Last Name [7] First Name [
1 L J L
2 3 45 6.7 8
9 10 11 12 13 /14 15
16 17 18 19 20 21 22
2 24 25 Bl 28 29
o B0
30
[ 11 v —
Calendars 45
[ Johnston - Smithfield o [— 3
Available Appointment Types = I open/ Rescheduie
[A Initial Certification -
[ Subseqguent Certification 30
", N Open Family
[ Nutrition Education - e
Z Mid Certification Assessment

Clear Criter|

Home Eamily Services Scheduling Operations Finance Administration Help Logout
| Manage Appointments |
vFamily Appointments List )

|
D1 - Johnston - Smithfield

4/6/2015

Participant ID: 9531274941

(10:15 AM to 10:30 AM) Date of Birth: 9/25/2013
Mid Certification Assessm Age: 1 year and 6 months

Comments Reschedule Cancel

Status: Active/Certified
Certification Period: 10/6/2014 - 10/5/2015

Next Food Issuance Date: 4/4/2015 L @ @

@

E@
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Master Calendar — Quick Links

Nutrition Education Class Search

Enables a search for nutrition education classes.

e Under Quick Links click on
Nutrition Education Class Search
e Enter or select the desired search

criteria
o Education Topic
Start Date
End Date
Day of Week
Overbooking (if necessary)
Preferred Language
Preferred Time
Clinic Location (Crossroads
defaults to the log on process
clinic location)
o Select any Special Needs as
necessary

e C(Click Search

O O 0O 0 0 0 O

Home Family Services Scheduling Operations Finance Administration Help

(.- —| ¥Search - Nutrition Education Class

9 10 11 12 13 14 15

q March, 2015 » Education Topic Start Date Preferred Language Clinic
A-Breastfeeding Basics/Anticipa | ¥ [3/13/2015 H [ High Risk [English ‘ '] [D90—Dl - Union - Mon
Mo Tu We Th Fr Sa Su
Day of Week End Date = Preferred Time
1 S M T W Th F Sa 4/18/2015 l [[] Include Overbooking Any n
23 45 6 7 8 O 2 O v O 7 I 7 I 7 R

Special Needs
D None
[ Forms Assistance

16 17 18 A2
II. o

[ CHLLIICLS
Calendars

= | [ Hearing Impaired

[=[03)

|Z Union - Monroe

Available Appointment Types

[/ Initial Certification

[ Subsequent Certification

[ Breastfeeding

(2 Nutrition Education - Individual

9 10
No Show Rate: 29 % No Show Rate: 35 %

1

No Show Rate: 25 %

12
No Show Rate: 20 %

13 14 15
No Show Rate: 11 %

Nutrition Edu. Class Search 20 i
[~Create StaffEven Appointme Appointme 49 (100

16 17 18 19 20 21 22
[A Appointments No Show Rate: 18 % No Show Rate: 25 % Appontments: 34 (100%) SR NEELE Appointme 0 (709
[ Nutrition Edu. Classes Classes: 2 oot
] staff Events

23 24 25 26 27 28 29
Availability Search
Scheduled Appointment Searcl

1 2 3 4 5
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Mo TuWe Th Fr Sa Su

K : ©se Bl i
g

e The screen refreshes returning
the first available in the Day View

e Use the hover feature to view [Man Tranng Cric

Available Types.

class details and attendees 7=
e Click the Week or Month and the

search returns availability in that
. .
time period Dlirontnents

[ Nutrition Edu. Classes
[ staffEvents.

Details N

Title  A-Breastfeeding Basics/Anticipatory Guidance ( 0/5 ) \
Description : A-Breastfeeding Basics/Anticipatory Guidance
Location : Main Training Clinic

Start Time @ 8:00 AM

End Time : 830 AM

\scheduled Appointment Search 2
Staff Event Search =
[Nutrition Edu. Class Search
(Create Staff Event 11
Hide Search Panel

|_[Reschedule Appointment(s)

B

a
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Master Calendar — Quick Links

Add and Remove Attendees to Nutrition Education Classes
Participants can be added or removed to a nutrition education class using the Master Calendar.

To Add an Attendee

On the Day View click in desired
class

Type Family ID in the Add
Attendee box

Click the magnifying glass to
search

The Attendee auto populates in
the Attendance box above

Click Save

Click the magnifying glass to
conduct a search

The Select Family/Search Criteria
screen displays

Enter the search criteria

Click Search

Highlight the desired participant
Click Select

You are returned to the Nutrition
Education Class screen

The selected participant is added
to the Attendance box

e 8
A-Breastfeeding Basics/ Anticipatory Guidance (7]
r Class Details
Date: 6/5/2014 Start Time: 8:00 AM End Time: 8:30 AM Class Capacity: 5 Max Capacity: 5
Eligible WIC Categories: Pregnant, Breastfeeding, Infant
Attendance Total Items: 0 G_)
| Name
Add Attendees: —‘ D Add to Communication Queue | Open Class Cancel
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Master Calendar — Quick Links

=

A tfeeding Basics/ Antici| y Guid: il =
(Class Details
Date: 6/5/2014 Start Time: 8:00 AM End Time: 8:30 AM Class Capadity: 5 Max Capacity: 5
Eligible WIC Categories: Pregnant, Breastfeeding, Infant
Attendance Total Items: 1 6’)
Name

X Day5. Snowy

To Remove a Participant from a

Nutrition Education Class ‘
Add 1

@Addmcwmum(ahwnqueue |°DenC\ass| | save 1 | cancel

e Click on the desired class

e C(lick the Delete (red X) to
remove the attendee

e Answer the question to confirm

removing participant from the
class

Remove Family Attendees - Confirmation

__?/ Are you sure you want to remove selected Family from the class?

{ = )= )
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Master Calendar — Quick Links

Mark a Nutrition Education Class Participant as Attended and Issue Benefits
Enables staff to print Food Instruments while participants are attending class.

e Search for the desired Nutrition
Education class

° On the month VieW CIiCk the /-A-Breastfeed'mg Basics/ Anticipatory Guidance 'ﬂ
7
H r Class Detail:
calendar day Of the deSIred CIaSS D::: :I;IISZDH Start Time: 4:30 PM End Time: 5:00 PM Cass Capacity: 5 Max Capacity: 5 ‘
igible ories: Pr t, Breastfeeding, Infant
(screen refreshes to the Day e e s
. e — Tota lems: 1 ()]
VIeW) §I| [ Attended | [/} Issu | Name Issuance Frequency
e Double-click the class — the O @ seknes speamit 2 2monh) r——
Nutrition Education Class screen | |
displays | ——— prompromy | ey =

e Click Open Class

e The Attendance box is updated
showing new columns — mark
attendance, issue benefits,
modify issuance frequency and PR o)
preview checks

Preview ‘ Total ltems: 10 )| |
e Select the Attended check box e N— —
for each participant attending the L Ei'}z;z
cass E |
e Select the Issue check box for | |6 i !

8/

each participant/family that is to
receive benefits

e Click Preview Checks for each
participant and preview their
benefits prior to issuance

e The Check Distribution Preview
screen displays

e Click Cancel to return to the

Cancel
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Nutrition Education Class screen

Master Calendar — Quick Links
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To Process Class Attendance

b

A ing Basics/ Anticipatory Gui 0
e Click Save and Issue Class Detais
. ( Date: 6/5/2014 . Start Time: 4:30 PM End Time: 5:00 PM Class Capacity: 5 Max Capaity: 5 ‘
[ A Status message dlsplays Eligible WIC Categories: Pregnant, Breastfeeding, Infant
. . . TomlItems: 1)
indicating success 2] e e — —
e You are returned to the Day O @ s et 2ty
calendar view

Add Attendees: ] Close Class| [save and tesue| [ Jpancel |
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Master Calendar — Quick Links

Issue Benefits to Nutrition Education Class Participants
Participants issued benefits are added to the Delayed Signature screen.

Home -> Family Services -> Delayed Signature for Food Issuance

e The Delayed Signature screen
displays
e Select Edit button for the

individual signing for the benefits
e Have the participant sign the
signature pad
e C(lick Save

.A-Breast[eed'ng Basics/ Anticipatory Guidance (‘Jﬁ
e The Open Class button has IR
changed to Close Class S e T frdTime S00FH Emneadt Hax Capacty: 2

o The Close Class button closes : Pe— T 7
the class and changes the ”; aT— | - | — — |
status of the class to s O 2 st mmet y—— —
Completed

o Once clicked, attendance is
recorded and no additional { Add attenders || Closes lass | Jeve and 1smue) [ Concet

actions can be performed

e A status of Completed displays if
all participants scheduled are

marked as having attended or the
class is completed and closed
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Master Calendar — Quick Links

Cancel a Nutrition Education Class

e Search for the desired Nutrition
Education Class

e On the month view, double click
the calendar day that includes
the class

e Screen refreshes to the Day
calendar view and displays the
class

e All clients currently scheduled
for the class must be
rescheduled before the class can
be cancelled. There are two
ways to cancel the class

Option 1

® Under Quick Links, click Cancel
Nutrition Education Class

® Click Yes on the confirmation screen

® Review the Day view on the calendar
and note the class is no longer listed

Option 2

e Right click on the class and select cancel

e A confirmation screen displays asking if
you are sure you want to cancel the
class

e C(Click Yes

e  Review the Day view on the calendar
and note that the class is no longer
listed

Home Family Services Scheduling Vendor Operations Finance Administration Help Legout
[— - — b Search - Nutrition Education Class

4 June, 2014 "
(b [ T—] | Week Thursday, June 05, 2014

100% El
l Daily Schedule

Mo Tu We Th Fr 5a S

1
r 3y s e
9 10U 12 13815
17 18 1% 00 N
2 M B X TN
»

Calendars
I@Mmemg Chric | 8™

Avaisble Appointment Types

A stheedi y Guidaace ( 1/5)

A-Breastfeedi y Guidaaca ( 0/5) t

[0 Appointments
[ Muatrition Edu. Classes
[ Staff Events

A feeding Basics/ Antici idance { 0/5 ) t

AN T
Availability Search
Scheduled Appointment Search| — 7%
Stalff Event Search . A feedi s Auntic idaace { 0/5 ) t
Nutrition Edu. Class Search )

Create Staff Event -
Hide Search Panel

Vi
Cancel Nutrition Edu. Class &

Create Time Slot

—
A feeding Basics/ Antici (o/s)

Color Legend N =l
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Master Calendar — Scheduling Appointments from the Master Calendar

Home->Scheduling->Clinic Master Calendar
This feature allows the user to schedule appointments from the day view of the Master Calendar by selecting available slots
and selecting participants/families to be scheduled within those slots.

e For asingle appointment, click in
the desired time period of the
appointment type.

e For multiple appointments of
. . & aster Calenda oss rossroad B Clinic Master Calendar & Cross rossroa
different ypos. select times that =

are continuous and that are in Wednesday, March 25, 2015 Bse 4l Thursday, March 26,2015 ©5é il @

the columns of the desired
appointment types.

e For multiple appointments of the
same type, click continuous times
in the same column.

Note: Take care not to select
multiple concurrent appointments
for family members. Instead
schedule family members’
appointments back-to-back, if
possible.
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Search Options. After selecting the time slots for the appointments, take one of the following actions to schedule participants in the selected
appointments.

e Double click in any of the selected time slots to open Quick Scheduling Results
e Enter the Family ID and click the magnifying glass
e Under Individual, select the correct family member from the drop down that corresponds to the appropriate appointment type

OR

e If Family ID is unknown, click the magnifying glass

e Complete the Search Criteria-> click Search

e Highlight the desired family and click Select

e Under Individual select the family member from the drop down that corresponds to the appropriate appointment type

OR
e For a new family —click the add new family icon

e Complete the New Family screen and click Save
e Under Individual select the family member from the drop down that corresponds to the appropriate appointment type

Final Steps
e Enter the Contact Method from the drop down
e Click Book

e Leave the check mark for Add to Communication Queue
O The person is added to Notifications if the appointment is missed

Note: Crossroads will not allow an individual to be scheduled for a type of appointment that is not appropriate
Example: A child who is within her/his certification period cannot be scheduled for an Initial Certification appointment
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B8 Clinic Master Calendar = Cross rossroads

Expanding Appointment Time

Example: When only one 15 minute
appointment slot is available, the
end time of that slot is set. The end
time cannot be expanded even if the
following time slot has more than
one concurrent slot available. If an
appointment is needed that exceeds
15 minutes, the user can expand the
beginning time if more than one
concurrent slot is available in the
previous time period.

e |tis not recommended to expand
one time period to accommodate
two persons. Instead make two
individual appointments.

e Expanding the appointment time
is appropriate when the CPA
indictates more time is needed
for a particular client.
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Master Calendar — Create Time Slot

One appointment slot can be added at a time where no availability exists or availability can be increased where it currently exists

e Click Create Time Slot

L J

e Fill in the required information Q—'@ Apontments - AddMasterColedar S @
on Add Master Calendar Slot el e . s e
. [ staff Events et bt 7] 1s Overbooking Slot
o Fromand To times AppinmentTypes
= 3T —| | 0 Gt £]
o Open access slot Availability Search L I—
. Scheduled Appointment Search ) Wotriion ston- el D
O Appomtment Types Staff_ E_vent Search 7] o Benelt lsance
o Can handle high risk Hutrition Bdu, Class Search (0t e
appointments —
o Can handle online
appOintments Create Time Slot e || o
o Is Overbooking Slot —]
o Languages
Selecting Language(s)
e English is the default. 3
g Add Master Calendar Slot F)
e C(lick the arrow that opens the
Iider offering a Selection Of From To & Open Access Slots E Can handle High Risk appointments
S (4. & (1A, “ Can handle Online appointments
11:30 AM U] L12:00 M U} — [] Is Overbooking Slot
Ianguages. ,AppointmentTypes Languages
. . . D Initial Certif - — 9 = 9
e Select (highlight) the desired (2 subsequent| Available Languages (Move ] | [‘English
. it Arabi
languages from the Available gg;‘);tg’:ngg i B = )
o
Languages box. 0 Mid Certiicf]| Fromers rocte @ | [crearau]
e Click the right arrow to move the
selected languages into the box .
e Click the Move All box if
appointments can accommodate [ save ][ cance

all languages.
e C(lick Save.
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Bl Clinic Master Calendar = Cr

l© & Smmm (wes ) (e ) (st )  Thursday, March 26, 2015 %<

H

8

-
4
H

T T T T T T T T T

The screen refreshes in the Day
View showing the added time slots.
Crossroads shows the added
availability created.

Repeat the process to add additional
slots.

8 &

-
°
H

&l 8

A

-
~
3

B

-
(I |

8

a
3
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Master Calendar — Modify a Time Slot

Use this feature to Block an appointment time(s), create open access slots, or change an open access slot to a regular slot.

Block Appointment Time(s)

e Right click in the desired time
period.

e Click in the Modify Time Slot box.

e In the Edit Master Calendar Slot
Details.

e Check selected time(s) OR

e Check Blocked to checkmark all
time slots.

e C(lick Save.

e Time slots selected will be
reduced by one concurrent slot.

Wednesday, April 01, 2015

Edit Master Calendar Slot Details (21 ="
Calendar Slots
(08:00 AM to 11:30 AM =
r Calendar Slot Details
Time (7! Can handle High Risk appointments
08:00 AM to 11:30 AM [C] can handie Online appointments
Types La i
Initial Certification English
Subsequent Certification Spanish =
Nutrition Education - Individual Arabic
Mid Certification Assessment Cambodian
Chinese B
st Time oo \ it |
08:00 AM to 08:15 AM O A
08:15 AM to 08:30 AM (m} A
08:30 AM to 08:45 AM a (]
08:45 AM to 09:00 AM a A
09:45 AM to 10:00 AM (m} (.
10:45 AM to 11:00 AM a A
11:00 AM to 11:15 AM (] (7.
11:15 AM to 11:30 AM a A
Save Cancel
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Master Calendar — Modify a Time Slot

Open Access
Allows the user to provide one open access slot for selected or all of the times listed.

Home Famiy Services Scheduing Vendor  Qperations  Finance  Admi tep
avigalon & 3 [T e Moath lst | Thursday, March 26, 2015

ml .

Calendar Slots
08:00 AM to 11:30 AM igatio
. . . . . r Calendar Slot Details ¢ M N5 )
e Right click in the desired time Time 2 Can handie High Risk sp) W s
08:00 AM to 11:30 AM [} can handle Online appoin|
i AppointmentTypes =00
period. e S
. . . . Subsequent Certification m 901 RBWE
e Click in the Modify Time Slot box. Mo Ecvcation - Inchviduel i ﬁ[ﬂg;
e Check the times needed OR - =
Open Calendars
e Check the Open Access box for SiotTime | Access | - @i s
. 08:00 AM to 08:15 AM o ) 0 e Arintnen Ties
a” time S|OtS. 08:15 AM to 08:30 AM a m] %m‘ﬂm
. . 08:30 AM to 08:45 AM o a ) Notrition Edocaticn - Indhvidual
o Pale Green indicates Open access 2505 A4 1 09:00 0t 0 0 i —
slot(s) have been added. st S —— = e
09:45 AM to 10:00 AM () a ] Notrtion Edu. iasses:
10:00 AM to 10:15 AM a O 0 stff Bt
10:15 AM to 10:30 AM 0 (]
— — — -
( — ::iu:;tmmmmmh %

FULS

ommi luvlg Susana Ca

JIMIAR.E

TIFFANY €

“ ||ar
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Master Calendar — Modify a Time Slot

Change Open Access Slot

e Right click in the desired time
period.

Click in the Modify Time Slot box.
Uncheck the desired time slot(s).
Click Save.

Open Access slots are changed to
regular slots.

r
Edit Master Calendar Slot Details

Calendar Slots
11:30 AM to 12:30 PM

r Calendar Slot Details

fdit Master Calendar Slot Details

Time

11:30 AM to 12:30 PM
ntment
Initial Certification

[/} Can handle High Risk apy
[_] can handle Online appoif

‘Calendar Slots
11:30 AM to 12:30 PM

r Calendar Slot Details

Time
11:30 AM to 12:30 PM

Initial Certification

(71 Can handle High Risk appoif
[ can handle Online appointn|

Open Open Open
Slot Time [ pocess | [ Blocked Slot Time (A erecs Slot Time ) pcess | | Blocked
11:30 AM to 11:45 AM @A () 12:00 PM to 12:15 PM @ 11:30 AM to 11:45 AM O 0o 12:00 PM to 12:15 PM )
11:45 AM to 12:00 PM A a 12:15 PM to 12:30 PM A 11:45 AM to 12:00 PM a (i | 12:15 PM to 12:30 PM G
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Master Calendar — Modify a Time Slot

Color Legend
Provides a definition for the color display.

| T
[__hlll'-.llln:c—_]
Availability Search

Scheduled Appointment Search
Staff Event Search

Nutrition Edu. Class Search
Create Staff Event

Reschedule Appointment(s)

Cancel Appointment
Cancel Nutrition Edu. Class
Cancel Staff Event

Create Time Slot

| Overbooking Slot

|—m1u|ll-.-u-.u;-—i

I Available Time

Appointment
Class

Staff Event

Open Access Slot

Blocked Time
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Master Calendar — Staff Events

Display of Staff Events on the Master Calendar

1. Navigate to the Master Calendar.

2. Under Show Data, check the box
next to Staff Events. This will
allow staff events to show on the
calendar. If the staff events box is
checked, staff events will show
up on the calendar in every view:
day, week, month, and list.

3. Shown on this page is the month
view with only Staff Events
selected for viewing in Show
Data.

Note: The number beside Events in
the day box on the month view
indicates the number of staff events
scheduled on that day.

T Mavigation ol
4 April, 2015 »

Mo Tu We Th Fr Sa Su

= =
View Filters
Calendars

© 3) ([ oay ) [ weeke ) [ = | Apri, 2015 Dsé Hl F

Monday

-
BH Clinic Master Calendar & Cross rossroads

Tuesday Wednesday Thursday Friday Saturday Sunday

[ Alamance - Burlington

Available Appointment Types

[/ Initial Certification

[ Subsequent Certification

[ Mutrition Education - Individual
[ Mid Certification Assessment
[ High Risk Follow-up

[ Breastfeeding

— e —
[[] Appaintments

. Classes
Staff Events

\Availability Search

iScheduled Appointment Search
Staff Event Search

(Nutrition Edu. Class Search
(Create Staff Event

Reschedule Appointment(s)
|Cancel Appointment

[Cancel Nutrition Edu. Class
[Cancel Staff Event

[Create Time Slot
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4. Shown on this page are week,
day, and list view of the staff
events on the calendar.

Note: Hovering over the event on
the day view will allow details of the
staff event to display.

E— —
Calendars

Home Family Services S« Vendor Finance Help
© 6 o) s (e ) ) e, 2015
G Iy Rlamance - Burington |
Mo Tu We Th Fr Sa Su |’ Wl’ 1( 1[ ]( N ]l’_
I Monday Apr 20th | Tuesday Apr 21st I Apr2ind | Thursday Apr 23rd ! Friday Apr 24th Sa
3 2 Hours of Operation Hours of Operation Hours of Operation Hours of Op, Hours of i
1 < B:00 AM - 6:30 PM < B:00 AM - 5:00 PM + B:00 AM - 5:00 PM + B:00 AM - 5:00 PM - B:00 AM - 5:00 P
& PP i e i i PP i i
F13 +IC-0 [0%) +IC-0 [0%) +1C-0 [0%) +IC-0 [0%)
- 5C-0 [0%) - SC -0 [0%) - 5C-0 [0%) +SC-0 (0%)
+ NE1-0 (0% « NE1-0 (0%) « NE-0 (0% « NE1-0 (0%
T T - Staff Meeting 3:00 PM -
R ——— 430 PM
Calendars
[ Alamance - Burlington
Available Appointment Types
[ Tnitial Certification
[A Subsequent Certification
[ Ntritinn Felucatinn - Tndividis)
id Certification Assessment ¥ [ T
reastfeeding B Bty Search 3 [t |
£} led Appointment Search 4~ |
= tent Search -]
5= n Edu, Class Search
s . Staff Event
\ppointments jule Appointimont(s)
%
lutrition Edu, Classes \ppointment
taff Events - futrition Edu. Class
3™ } Staff Event
g
lability Search = \ fime Slot
aduled Appointment Search %
f Event Search = Staff Meating
ition Edu. Class Search
te Staff Event 4™ —
1 , Colortagmd |
‘hedule Appointment(s) 5
‘el Appointment s fersion 1.52:0. 30020,
Finance Help Logout |
Doy ) ([ wesk ) ([ vomh ) s Apri, 2015 tse B
for 2043 | Alamance - Burington |
Mo Tu We Th Fr Sa Su [Sorted By Family [Sort By Date
E 2 < 04/24/2015 Staff Meeting
. 03:00 PM - 04:30 PM
= Staff Event

[A] Alamance - Burlington

Avalable Appointment Types

Number of Attendees : 4
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Master Calendar — Staff Events

Creating Staff Events on the Master Calendar

May 1, 2015: Master Calendar - Page 29 of 38



1. Navigate to the Master Calendar.

2. Under Quick Links, select Create
Staff Event.

3. The Staff Event Details screen
displays.

4. Enter aTitle for the event.

5. Enter or select the event Date. It
defaults to the current date.

6. Enter or select Start and End
Times. Duration will display upon
entry of Start and End Times.

Note: Staff Events can be scheduled
outside of the clinic’s hours of
operation.

7. Enter a Description (optional).

8. Enter Location (if set up in assets)
or Other Location (if not set up in
assets).

Staff Events

Availability Search
Scheduled Appointment Search
Staff Event Search

ion : rch
<Create Staff Event

[ ointment(s)
Cancel Appointment
Cancel Nutrition Edu. Class
Cancel Staff Event
Create Time Slot

|| Mutrition Edu. Classes ‘

p
Staff Event Details

27

=

Title

Date Start Time

Description

End Time Duration

(05 [ 3)

Location

( ] or |

Capacity v Maximum Capacity
[ R

Assets

~ Assigned WIC Staff 7
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9. Enter Capacity.

10. Enter Maximum Capacity. It
defaults to equal Capacity.

11. Select Assets if assets are set up
and needed (optional).

12. Click the Add (green +) button to
add staff to the event. The WIC
Staff Search screen displays.

13. Enter or select one or more of
the following search criteria:

a. State

b. Local Agency
c. Clinic

d. Last Name
e. First Name

Note: When logged in at clinic level,
the Clinic is the auto- selected
location and cannot be changed.
Users with assigned roles in the clinic
will appear as a result of the search.

14. Click Search. The screen
refreshes to display the search
results. See next page.

 Staff Event Details

Q=)

Title =

Date

Start Time

[4/yj2015 =]

[

L)

Description

End Time Duration

L)

Location

(

Other Location

| S | S
Assets

Capacity Maximum Capacity

Assigned WIC Staff dy

| cancel

:j/
WIC Staff Searc|

Y=

State

Last Name [

Local Agency

First Name []

Clinic

001-01 - Alamance - Burlington

[ seareh [Clear criteria

| WIC Staff [] select all 2]
| ok [ Cancel
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" WC Staff Search =)
State Local Agency Clinic
001-01 - Alamance - Burlington
Last Name [] First Name [_|
L 1L |
| wIC Staff [ ] saelectall Q\
A Alston, Nicole ¥ [ Buchholz, Kathy O Colins, Carol ] Fo:
15 SeIeCt one or more Staff ] amash, becky w [A Burghardt, Mary A [ Cunningham, Catherine P ] Gal
members to add to the staff [] Andrews, Jesse R [] Butler, Tracye H [ Data Conversion, CSC 0 Ga
event. [] Baker, Sharon [ Caison, Becky D A Dewar, Angela [ Gr
[] Baker, Lisa B [ Cannon, Sean [J Dorminy, Michelle [ Gri
NOte: If SearCh iS narrowed us'ng the [ Battista, Chris S [ Cheek, Sue S [J Dotson, Donna K ] Gu
. . . [J Bonner, Joyce [ Chowdhury, Famnaz [ Eamnhardt, Dwayne [ Gu
IaSt and/or fIrSt name 1:Ieldsl addlng [ Brown, Nina [ Chowdhury, Naimul H [ Emunah, Josie O Gu
multlple Staff to the Staff event WI” [ Brown, Jennifer K @ Cilone, Josephine A [ Evans, Amy P O Gu
require Searching and addlng |n [ Bryan, Janet D [ Clapp, Robin D [J Faison, Michele C O Hal
. [ Buai, Diane [ Clements, Eric [ Fear, Susan M [ He
multiple steps.
[ — &J
16. Click OK. You are returned to the
Staff. Event Details screen and the e — )
previously selected staff B
members display within the I
. Date 1« Start Time End Time ¢ Duration
Assigned WIC Staff group box. fa/1/2015 I 9] ol
Description
17. Click Save. A status message
displays indicating success and
you are returned to the Clinic [“’“’““" A 5 o Othentovs el
r L
Master Calendar. Capacity % Haximum Copacity #
L L
18. The event shows on the Master e Assigned WIC Staff dy G 5
< Alston, Nicole ¥ .
. urghardt, Mar = "
Calendar §Eialine,;u:zpl':nzn Appointments: 31 (100%)
’ < Dewar, Angela E".I'EHE: 1.
|
& 9
S =

May 1, 2015: Master Calendar - Page 33 of 38



Master Calendar — Staff Events

Searching for Staff Events on the Master Calendar

1. Navigate to the Master Calendar.

2. Under Quick Links, select Staff
Event Search.

Note: Staff Event Search can be
conducted even if Staff Events are
not selected in the Show Data area.

Home Family Services Scheduling Vendor Operations Finance Administration Help

(— ) e— > Search - Staff Events
4 March, 2015 »

€ () [ pay J[ week )(@mifiww Lst |  March, 201
e e TS amance - Burtington.

24 1
2 3 4 5 ¢l s Monday Tuesday Wednesday Thursday

9 10 11 12 13 14 15 3 2 2t % 27
16 17 18 19 20 21 22
23 24 25 26 2728 29

(— T —) ; . . .

Calendars
(] Alamance - Burlington

Available Appointment Types
Initial Certification

[/ subsequent Certification |9 10 11 12 13
Nutrition Education - Individual
[CIMid Certification Assessment |

[ High Risk Follow-up %

o, AL

|16 17 18 19 20
[C] Appointments
[] Nutrition Edu. Classes
Staff Events
(T ) |23 24 25 2% 27
Availability Search

Staff Event Searc
T ~Class Search 20 31 1 2 3
Create Staff Event
Hide Search Panel
Reschedule Appointment(s)

Cancel Appointment |
va [TTTe ol ol @
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;J wSearch - Staff Events
Start Date End Date Title [
(3/31/2015 [#] [4/30/2015 =) J
Search ] [Clear Criteriaj
3. The Search- Staff Events panel o - - - - - ‘ '
dlsplays. ;J‘ » Search - Staff Events |
4. Enter or select Start Date. € (@ (_pay )( week J(_ month ) (@i March, 2015 sd Hl B
5. Enter or select End Date. Sorted By Family (Sort By Date
| .704/24/2015 Birthday Breakfast
6. Enter Title. Check the box next to 07:45 AM - 08:15 AM
Title for an exact title match Staff Event
search. ﬂ Number of Attendees : 1
1l < 04/24/2015 Staff Meeting
Note: Start and End dates are auto |E| 03:00 PM - 04:30 PM
populated. k| Staff Event
J Number of Attendees : 4
[ . -
Note: If nothing is entered in the «"05/22/2015 Birthday Breakfast
o . broad o 07:45 AM - 08:15 AM
se.arc parameters, a broad searc Staff Event
will be executed and results i Number of Attendees : 4
returned.
Staff Event
7. Click Search. The screen R —
refreshes and displays the results || <" 04/24/2015 Staff Meeting
of the search in a list view. | 03:00 PM - 04:30 PM
. . : Staff Event
8. For details of a staff event in the ;mem WIC Classroom
results list, click within the yellow | |
shaded area of the desired event. Attendees Resources
i Griffin, Kathy Kathy Griffin
Lgcatlon and attendees are Hurt, Jule Take
displayed. Alston, Nicole Nicole Alston
Robertson, Rebecca Rebecca Robertson
.”05/22/2015 Birthday Breakfast
07:45 AM - 08:15 AM
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Master Calendar — Staff Events

Modifying Staff Events

1. Navigate to the Master Calendar.

2. Perform a Staff Event Search as
described on previous pages.

3. When results display, click the
pencil icon beside the staff event
you wish to modify.

ﬂl » Search - Staff Events

€) (=) [ _pay ]

Week

)

Month

] (-

—

Alamance - Burlington ]

March, 2015

iSorted By Family

Sort By Date

' .7 04/24/2015
07:45 AM - 08:15 AM

Staff Event
+"04/24/2015
03:00 PM - 04:30 PM

Staff Event
+"05/22/2015
07:45 AM - 08:15 AM

Staff Event

Number of Attendees :

Number of Attendees :

Number of Attendees :

Birthday Breakfast |

Staff Meeting

Birthday Breakfast
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Staff Event Details (%)

Title
[ Etaff Meeting ]
Date Start Time End Time Duration

4/24/2015 B z00PM () @ 1 hours 30 minutes
Description

All WIC Staff

4. The Staff Event Details window

OpenS. Location Other Location ¢
[ ‘ '] OR | WIC Classroom |
Capacity /© Maximum Capacity

5. The user can modify the event by 2 2]
. . . Assets . .
adding, deleting, or changing (CESEEEEEEE— r Assioned WIC Staff & ————) AL
. . . . Alston, Nicole Y
information in the fields. S EamE
< Hurt, Julie A

% Robertson, Rebecca R
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( staff Event Details ()
Title ©
¢ | Staff Meeting |
Date Start Time End Time Duration
[4/24/2015 T ,]] [ 3:00PM O] M 1 hours 30 minutes
Description
All WIC Staff
6. Save changes or Cancel to exit ‘
. . . L —
the screen without modifying the fp— e cation
Staff event. ( "] Administration Conference Room
Capacity Maximum Capacity
20 20
Note: In the example shown, the Assets  pentgnied WIC Staff a
Other Location was modified and % Alston, Nicale ¥ -
¥ Griffin, Kathy W
Saved. X Hurt, Julie A
% Robertson, Rebecca R
4
|L Save :I " Cancel W
. 04/24/2015
03:00 PM - 04:30 PM
Staff Fusnt
gum—
7. Asubsequent Staff Event Search < Location: Administration Confer@
A . e
shows that modification was
successful; location was changed Lttt
4 ged. Griffin, Kathy
Hurt, Julie
Alston, Micole
Robertson, Rebecca
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