Once inside the “remote environment” double click on the NextGen icon to open the
Launchpad. With the Launchpad open, single click on the link for Practice Management.
Practice Management will be referred to as the PM from here on out. If you double click the
link then you will hide the username and password prompt behind the Launchpad. To unhide it,
look at the bottom of your screen and click on the icon for the PM that is sitting in the taskbar.
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Enter your username and password in

the designated fields and click Logon to
continue.

Enterprise:
David Raines Community Health Cen =
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_ David Raines Cammunity Health Cent =
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Up at the top of your screen, with the PM open, you now have a File Menu and a Toolbar. In the
toolbar you have access to functions that are not available in the File Menu. Lets start with
opening the Appointment Book. It is the 37 button from the left in the toolbar.



File Edit Tasks Reports Admin ‘Window Help
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Alexandra Drake PMHNP Amanda Briggs LCSW Angela Miller FNP B enjamit Bumgardner DD'S
Alexandra Drake PMHNP Amanda Briggs LCSWwW Angela Miller FNFP B enjamin Bumgardner DD'S

The appointment book will auto-display all of the available providers in alphabetical order by
their first name. Notice the red arrow pointing to the Green Map on the new toolbar? This will
allow you to shrink the display of providers down to a specific department and location. An
example of this is Bossier Medical.
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When selecting Bossier Medical, or any other location and department, you must double click
the selection. The list of providers changes to only show who is working at that location in that
department on the selected day.
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The date can be changed by using any one of the four calendar boxes shown here. Hover over
them for details as to which one does what. The selected date will display in the blue bar
directly above the date selection boxes.



With the correct date showing select a box that New...
corresponds with the provider columns on the top and the Open...

time rows along both sides. Right click on the desired box S

to display another menu of choices. From here, to book Ez; E::l':i

an appointment, select New. The Add Appointment = p— |ﬂ
window appears. In this window it is important to start on Paste Multiple

the right with the toggle circled below. Fesdhedule Bvert chain.

Mark as Canceled. ..

Mark. as Kept

Appoinktment Information. ..

P S Sy S ¥ |

Elndd Appointment

Last

Event/Event Chain Duration Middle  Birth Date Age

=l Hls = | | (I

Resources Address
Chriztine Zurn FMP (5 min)
Darvid Bellesy DDS (5 min) City State Zip
Dravid Jorcan Optometrist (5 min) | | =l

Service Location County Cauntry Contact Preference
| DRCHC Bossier Medical | =l =1

Description wiork/Day Phone  Ext Comments

| [

Dietails Evening Phone Comments
ﬂ [ |

Language
" Procedue with Resident [ Confitmed I

- Appaintrment Kept igi Church

User Defined

Type of Insurance - o
I ll Rendering Physician

Is this a walk-in?

;I Reterring Physzician

Travel/Infectious Exposure?
[

Eicouinber Murnber

Caze Description




When clicking on the toggle, select the option for

Last First
Lookup and the following box appears allowing you to M | i)
search our database for the patient in question. =11 s e e

I I I I ;I = Lin Access Previous Patient
Address

I Clear Patient

Ci State Zi
When the box below appears you can search a person B FEs nt
by a number of different field options but we find it ST T e B
best to search by date of birth; and the patients are I T -
more used to us asking them for their birthdates. S e g
Enter the information pertaining to the patient and focs e g
click Find or press enter to find them. e fuct 2
Rendering Physician =
[ EH A |
Refering Physician =
[ ~1 4
E ncounter Mumber D1 ate
| hs|
Caze Dezcription Drate
| hs|

‘_:.!. People Lookup

—Search Criteria

Last First # Mickname  Middle Previous Last  Ciky Addresz Line 1 Zip b ather's Maiden Mame i
#Social Security Birth Date Sex “Home Phone  “Med Rec Nbr Palicy Mbr

| -- 2 =y - | |

Wigw By Esternal System E=temal [0

I All Fatients ;I I ;I I ¥ Erclude E=pired Fatients

BEithDate B L4DSSN

ol

Clear | Find | M e Cloze




& People Lookup x|

—Search Criteria

In this first example, let’s say we
1 Last First / Mickname  Middle Fresviouz Lazt  City Addrezz Line 1 Zip tother's Maiden Mame
are trying to book an | | | | | | | |

appOintment for Thelma Oliver. I #Sacial Securty Birth Date Ex YHame Phane  #Med Rec Mbr Palicy Mbr
[-- [11./13/1962 7] | R AR | |

See her in the “St aS an Option. igw By External System External ID

IA” Patients ;I I ;I I ¥ Exclude Expired FPatientz

From here | can double click her Boit b B Labsh
name, or | can select it and press | ==—2!

—Matching Records

Open- BOth Optlons do the same E .y Mame Mickname | Maiden Ma Address Sex Birth Dt 55 Mbr Home Phon | Oth
t h . ™ Hakins, Kail A005 Longstrest Pl Lot Male 111341962 [
| n g . (L3 Oliver, Thelma 17391 Hogzzton Rd Rod.. Female  11/13/41962 BER-HHOZ

Below you see a System alert
which will commonly appear
when accessing a patient file.
You can close this without worry. *' | 2l

Records Found: 2

Clear | Find | M | Open | Cloge |

- T T T T ™ ™ -

MNextGen Alerts E

Alerts !

System Alerts
i |8 Account Bad Deht
| The patient has one or mare encounter in bad dekbt,
| % Percent Of Poverty

Fatient's head of househald family size and annual income are missing or expired; Fercent
of Fowverty and Foverty Categories canncot be applied unless family size and annual income
values exist and are current.




. . u al:ePiel: Information | X|
Here the Update Patient Information = _ | _ | _
. Prefis Last Firzt tiddle Suffis Previous Last  Mickname
box appears. There are key fields ][O [Thelma | [ =] | | A
. . Social Security  Birth D ate Age Sex
that must be maintained before an [37430230  [117130%62 ) [Fooe | Femakes]
appointment Can be Set On the Qemnglapli_l Status IEIignt Defin...l Prowider I Privacy I Employer I ﬂelatinnsx’H...I ucs I Eut I Higton I
b ks N Otlce t h e ’red’ H O m e IStreet Billing .-’-‘«Iu:IdrEﬁ i’-‘-.ddress Type_l IStreet Secnndaiy Address i’-‘«ddress Type_l
OO0KS. 17391 Hosston Rd - -
Phone field? You cannot set the Fogees [ Toms] 1o B |
i i 1 Cauntr Count Commuity Cd Couintr Count tather's Maiden Hame
appomtmen’F until the nu.mlc')er !s oy fomy pemabClQony ) Qe =t
ente red. If f'elds We re m|SS|ng |n Pref Language Fieligion Churzh Caontact Preference
Ot er ta S t ere wou ere Farital Statuz  Student Status ™ eteran Expired Date Int'l Hrn Phin Int'l 'k Phin Int'l Zip
arrows along the top to warn you Of IF'rimar_l,J Carejrlmnl'ider LF'Iriml;y grgr?ti:T[PIr:\fluEeTpi[Bd _')_')_EJ I
that. We will see that later. For I . I S e -
now, when the patient exists: 1.__ HomePhone :l[ ) - | I
.. . . 2. Day Phane [1318) 2234465 Eut | | g
update all missing red fields, verify T e o | 2
the most current contact 4. Secondam Hm Phane | i1 - | ‘
information exists, and then click - emal ] | v
Okay B.  CelPhone U1 - | 2
Insurance | Account | ak | Cancel |




Back in the Add Appointment
window you can see that they
right hand of the screen has been
filled in with the patient
information. Now we have the
left side Red area to deal with.
First notice the date/time,
Resources, and Service Loaction
are already filled in. That
information pulled from the set
information tied to the spot on
the appointment book you are
trying to fill. For Event/Event
Chain you have a drop down
menu. Stick to the basics of:
Medical New Patient, Medical
EST Patient, Dental New Patient,
Dental EST Patient, BH New
Patient, or BH EST Patient. If the
patient has been here before
then choose EST.

8 Add Appointment

Date Time

jormszots 7| [s004 <]

Event/Event Chain Druration

=[] = s
Resources

Christing Zurn FMP (3 min)

Dravid Bellew DDS (5 mind

David Jordan Cptometrist (5 min)

Service Location

=
]

| DRCHC Bossier Medical

D ezcription

*

—
=
=l

IOIiver, Thelms

Details

[T Procedure with Resident
r Appointment Kept

™ Confirmed

User Defined
Type of Insurance

| =
Is this a walk-in?

| =
Travel/|Infectious Expozure’

| =l

3

First
ITheIma

Middle  Birth Date Age  Sex

[ [11131862 [52yrs |Female »| 7 Linked

Address

|1?391 Ho=ston Rd |
State Zip

| L& [Lc>| [71089-

Country Contact Preference

=

Evening Phone Carmments

[(318) 2234485

Wwork/Day Phone  Ext Carments

j318) 2234485 |

Face Language

|El|ac:k I African American (L |English
Religion Church

Fiendering Physzician

Refermng Physician

Encounter Murmber

Caze Deszcription

Bl [uaney

Bunaspe py | =iy [Aoudsee) [Begesur | gqn | smesmaEoay

Under type of insurance, same rules, keep it simple. Use

Medicaid or Commercial Insurance and ignore the rest. For
the last question, it will never be a Walk In if they are calling

you. Answer No and click Okay.




The appointment Confirmation box
appears, not of interest to your group as
printing a confirmation letter and handing
it to a person over the phone is hard to
do. Click Close and move on.

! Appointment Confirmation

P =]

Patient Information m

Oliver. Thelma

Address: 17331 Hosston Rd
Rodessa, LA 71069

Contact Preferemnce:

Mame: Home Phone; (3131 2234465

DayPhone: [318] 223-4465
Alt Phone: M/
Sec Home Phone: M/A%

Comments: MAA E-Mail: Mt
Appointment Information
Date: 07/083/2M5 Time: 5:00 4 Dayof' wWeek: ‘wednezday

Event Medical EST Patient
Locatior DRCHC Bogsier Medical

Resources:  Chrizting Zurm FHP

Prirt | v| Cloze




Here | can see the patient added to the book. Keep in T ———
mind that each “block” is 5 minutes and that the allotted

time for an established (EST) medical patient visit is 15

minutes. Those 2 arrows below her name lay claim to

those boxes that follow to show you they are no longer

free to book an appointment. =
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Now, lets look at what happens when the person calling
does not already exist in our system.

Aa People Lookup !

—Search Criteria
Last Firzt # Mickname  Middle Previouz Lagt  City Addrezs Line 1 Zip Mather'z Maiden Mame
|Bobbie [Ricky | | | | | |
#Social Securty Birth Date Cex YHome Phone  #Med Fiec Mbr Palicy Mbr
[ -- 3 = | |
"Yiew By Esternal Spztem Euternal D
I Al Patients j I ;I I ¥ Exclude Expired Patients
BEithDate 6 L4DSSN
|2l
NextGen |
Clear | Find P | Cloze

| Mo records were Found! L CargEays
™ Procedure with Resident o I
[T Appaintment Kept =ligion Church

oK | |

Uzer Defl_n_ed S




Click Okay on the warning and then New

—Search Criteria
on the Search bOX behind it_ This aIIOWS II_BaDs'tJbie Il:ll:isi:yr'lmkname Middle Previous Last  City Addresz Line 1 Zip Mather's Maiden Mame
ﬁSomaISecunt}l Birth Date ey “Home Phone  #Med Rec Mbr Palicy Mbr
you to create a new person to put on the |
books. Notice below that the name | s — —
. . . ﬁ ith D ate ﬁ
had entered copied over? Fill in all red v — o

bPeople Lookup l

fields one at a time and pay attention to ces [ Fd | New | Close
the red arrows on the tabs we L s e
. . I airtrnent K bligion L
mentioned before. There are fields e =10 et
. . Uszer Defined —
there that must be filled in as well - -
. Bs add Person Information

before we can continue. , _ _ . . .
Prefix Last Firzt Middle Suffix Previous Last  Mickname
] [potie Ficky | il | | Fe)
Social Security  Birth D ate Age Sex
| | ——

2 Q&muglq:l_l Status I 2 Client Def...l Provider | Privacy I Emplo_l,lerl Relationz/Fole I i3 QI

Ext |

Street Biling Address Address Type Street Secondary Addresz Address Type
| | | | | | =
City State Zip City State Zip
| | | B | | Y -
Cauntry Colnty Cormunity Cd Courtry County Mather's Maiden Name
| ] | ] | ] | =l ] |
Pref Language Religion Church Contact Preference
| ]| || ] | =
arital Statuz  Studest Status Chvetean Explred Drate Int' Hr Phn Int'l"w'k Phin Int'l Zip
I J I J [ Smoker [~ Expired — —I I

Frimary Care Provider Frimary Dental Prosviger
| -4 ,

T elephane Murnber / E- Ma|| Comment Generate -

1. Home Phone | I[ 1 I Susterm Alert
2. [ ap Phone | | - Eut | | ﬁ
3. Alternate Phone | I[ | - Ext I I g‘
4. Secondary Hm Phone | I | ‘
5. E-Mail il | A
6. CelPhone | [0 |

Inzurance | Account | [].4 | Cancel




1 dd fi 7
A” done on thls tab’ b-ﬂ Person Information

. Prefis Last First tiddle Suaffix Previous Last  Mickname
going to the next. [ =] [Bobtis [Ricky | [ =] [ Fe)

Social Secunty  Birth D ate Age Sex

[ -- jorsm e | fid e | =l

AL Qemuglap_l Status I 2 Client Def...l Eravider I Privacy I Emplu:u_l,lerl Eielations/Fole I 2 QI Ext I

Street Biling Addrezs Addreszz Type Street Secondary Addresz Addresz Type
| | | = | | =
City State Zip City State Zip
| | ] BE | | ] BE
Country Courty Cormmunity Cd Country County Maother's M aiden MName
| = ] | . =l ] |
FPref Language  Religion Church Contact Preference
| turabic | I | | Bl | =]
Parital Status  Student Status Expired D ate Int'l H Phn Int] k. Phi Ikl Zi
[T Weteran P P
- - L
I =~ I =~ [~ Smoker [~ Expired - = —I I
Prirmary Care Provider Prirmary Dental Prowvider
| 1] ~1
Telephone Mumber # E -k ail Comment Gensrate
1.|  HomePhone | (55515555554 [ SystemAleit |
2. DayPhone  [[(7 - eu | R
3 Alternate Phaone | I[ ] - = I I ‘Q
4. Secondary Hm Phone | I[ 1 - I #
5. E-Mail [ | ¥
6. CelPhone | ]I ) - |
Inzurance Account ()4 Cancel




Done here but keep in
mind that IF the person
says they need
transportation then you
MUST also book an
appointment in the
transportation spot for
the same location on
the same day. Same as
a regular appointment,
follow the same steps
but allow items to
overlap if needed.

A5 add Person Information

Prefiz Lazt Firzt kiddle Suffix Previous Last  Mickname
[ =] [Bobbie [Ricky | R | A
Social Security  Birth D ate Age Sex
| -- [or/om g = e | =
Qemu:ugra...l Statuz g EliEﬂlDEf—I Provider I Privacy I Emplu:u_l,lerl Belationz/Fole I i1 QI Eut
Transportation
[N Ell
Interpreter Heeded
[ =
Dizabled
| Ell
tentally Dizabled
| Ell
Yigually Impaired
| Ell
Hearing Impaired
| Ell

Insurance Account

] Cancel




Last tab. For the

Primary Medical .
Coverage box just pick !
the first option |
available. We will allow
our front desk staff to
verify and fix this when |
a patient shows up with .
insurance cards in hand. -

From here, click Okay
and you are back to
setting the
appointment as seen
next.

A add Person Information

Prefis Last First kiddle S i Previouz Lazt  Mickname
| x| |Babhie |Riicky | | =l |
Age Sex

Social Secunty  Birth D ate

jotam s B e | =l
i Qemu:ugra...l Status I 2 Client Def...l Provider I Privacy I E mployer I Relations/Role W HD—I Ext
Homeleszs Statuz School Based Health Center Tribal Affiliation Descendancy
Migrant “orker Status Face Blood Quartum Primary Medical Coverage
| =l =l BB [:4RF United Health ™ Self Pay
Language Barrier Ethnicity IHS Eligibility Status Congent b Treat Date
I ;I I ;I I ;I [ Consent ToTreat)

Public Houzing Primary ... Yeteran Status

Clazsification/Beneficiany

! | | he =l

=

—Sliding Fee 5chedule YWerfization

E Sliding Fee Sched | Eif Date |

Exp Date The head of

houzehold must be
zet before pau can
enter family size
and incame. The

S )
4

head of household
can only be

i Family [nfarmation

zet for patients [a

Farnily Size | Annual lncome |Hef| Wby D ate |

js|

chart exists].

Eff Date | Ewxp Date |

Changes to the
Family Information
will affect the
patient head of

= household
zethings.

Inzurance Aocount

] Carnicel

o)




This we have already
covered, look back if
you have questions.
The only thing here
for me to point out is
that you built the
person, therefore
there is no question
that they are a NEW
patient.

E‘Add Appointment

Drate Time

|umax2n15 3] |a;2|:|g |

Event/Event Chain Druration

B Sl =
Reszources

Chriztine Zurn FMP (3 min)

David Bellewy DD (5 min)

David Jordan Optametrist (5 min)

Service Location

| DRCHE Bossier Medical
D escription

[Bobkie, Ricky

D etailz

3

[T Pracedure with Resident
r Appointment k.ept

[T Corfirmed

Uzer Defined
Type of Inzurance

| =
Is this a walk-in?

| =
Travel/Infectious Exposure?

| =

Last

First

IEIu:ubI::uie
kiddle Birtk D ate

IHick':.f
Age  Sex

| |n1m1r19|:|1 |114':.-'r |

Address

BIH puanegd

;I ¥ Linked

City

State

Zip

Covnky Country

[

Contact Preference

1EIRE fyIEE Y

| =

Evening Phone

=l

Commentz

|(555) 555-5555
Whork/Day Phone  Ext

Comments

Language

|.ﬂ~rabic
Church

Rendering Phyzician

2o | AoldoseL | BeIgssu)

R eferring Phozsician

Gunay e |y

Encounter Mumber

Caze Description




Here we see even Ricky Bobbie can get on our books if
you quickly build him.

As mentioned before, Transportation must be booked
the same way should the patient state they need
transportation. Along the top where the “doctor’s”
names are you will find a column for transportation for
each of our locations that offer the service.

As of now, W70th is the only one not offering
transportation.

Qliver, Thelma - EST

44

[Eabbie, Ricky - DNE

44444
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Boszzier Affordable Care App Bozzier Medicaid Application Chrizting Zurn FNP
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#:00 A
05 A
S0 A
F15 8
20 A
F28 8

Now, lets shed some light on the situation. Clicking on the Flashlight on the secondary toolbar
allows you to search for appointments a little differently. Lets try it and see how it fits.




Clicking the flashlight

— Search Cntena

g'Ves me OpthhS tO Ewent Duration [ Dated/Time Range J
. . E |_j |5 :I Ctart Date End Date Fird rest
qUICkIy Slft th rough Service Locahion ID?"'IDE""IZD-I5 EJ I—"'I—"'l— EJ I5 ﬁ Appts
future openings | <] | StaTme  ErdTime
When trylng to bOOk Resources/Classes IF":EIEI.-’-‘-. ;I IE:DDP j
W Behavioral Health Serices N Day of Week
i [~ Dental Hygen
an appOIntment and r D::t;t yoersst M sunl Man T Tuel wedl Thul Fi [T 5at M Mo Preference
not wanting to keep [~ Enabling Services o
.. [T Medical Providers Patient

clicking from day to I Nurses B
day in the et
appointment book : —

Clear Find | Wiait List | Cloze

looking for a whole
to plug.

| can set the Event, just like before, for new or established patient visit by department, then
choose my Service Location, to the right | can set a date and time range and even pick which
day(s) of the week | am looking for while adjusting the number of available slots to display.
Under that is the same toggle button to attach a patient to the search making booking easier.
Yes, we skipped the Resources/Classes area, we’ll come back to that in a minute.




P e L A - " T>1 .\, here we have

—Search Criteria
Ewvent

Duratian

Service Location

H I tedical Hew Patient

5 =

[T Dentist

[T Murzes

[DRCHE Bossier Medical

Resourcez/Claszes

W Behavioral Health Services B
[T Dental Hygenist

[T Enabling Services
[T Medical Providess

[T Alexandra Drake PMHMP [5 min]
™ Amanda Brinns [ C5W 1R minl j

—Date/Time Range
Start Date End Date Fird rest

[osotizots = [ =[5 = apms
Start Tirne End Time

7004 = |&OOP =

4

—Day of Week

M s ¥ Man I Tue ™ wed ™ Thul Fi [ Sat [T MaoPreference

— Patient

H Ricky Eobhbie

Clear |

Find | Wiait List |

Cloze

Ricky Bobbie once
again trying to set up
an appointment as a
new patient for
Medical in Bossier.
Difference here is he
knows he wants to
come in next month
on either a Monday
or a Wednesday but

the specific time does not matter. Now we can look at the Resources/Classes box finally already
having all else filled in.

Most of the time, a person calling will ask to see a specific “provider” either because it is who
they saw last time or it is who auntie Jo sees when she comes in. In this case we are going to
pretend Ricky Bobbie has not only never been here before but that he also has no auntie Joe.



By selecting the
generic Medical
Providers and clicking
Find the system will
display open slots for
any medical provider
assigned to that
location without us
having to know who
works there on a
given day. Now, let’s
go a step further and
say Ricky doesn’t
want a first thing
Monday morning
appointment. | can
change either the

Start Time or adjust the number of Find Next to show appointments that better fit Bobbie’s

& Appointment Search Ahead: Ricky Bobbie M= |

[T Dental Hygenist
[T Dentist

[T Alexandra Drake PMHMP [5 min
T Amanda Brinas [ CSW R rminl

M Sun ¥ Man I Tue ™ wied [ Thul Fi [ Sat [ MoPreference

—Search Criteria
Ewent Curation [~ DatedTime Range t{
E I tedical Mew Patient ;I |45 j Start D ate End Date Find rest
Service Location IDB"’E” /2015 EJ I_-'"_-"'_ EJ |5 j Appts
| DRCHC Bossier Medical | Start Tire End Time
Resources/Clagses I 7004 = I E:00F =
Behavioral Health Servi -
[T Behaviora EIVICES ﬂ ey of Week

—Patient

E Ricky Eobbie

—dAvyailable Timeslots

Clear |

: MO i ! ] 5'
Mu:unday August 03, 2015 at 03:00 Ak Larrj,I Draniels MD DHEHE Boszsi.. 1514 Dactors Drive Bogsier Ci. [318] 52
bonday, Adugust 03, 2015 at 02:00 Ak M alinda *hitfield FHP DRCHC Bogzi. 1514 Doctors Drive Boszier Ci. [318] 52
konday, August 03, 2015 at 0800 Abd Pratibha Anne kD DRCHC Boz=zi.. 1514 Doctors Drive Bosszier Ci. [318) 5
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