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Patient Appointment Scheduling
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	Course Length:


	3 hours

	Who should attend?


	Clinic/clerical staff required to build/maintain profiles, templates and schedules.

	Prerequisites:


	CHCS Orientation, MCP and supervisor’s approval.

	Knowledge Assumed:


	Knowledge of Mailman and secondary menu  functions

	Course Description:


	This course teaches the end user how to create, modify and edit patient appointment system medical appointments.

	Benefits:


	Provides clinics with personnel who are able to create, input, modify and edit clinic and provider schedules via CHCS.

	Topics covered:


	· System security

· Maintenance of a clinic’s basic file and table through profiles

· Cancellation of appointment(s) by facility

· Free‑form scheduling

· Creation of templates and management of schedules according to TRICARE Region 1 business appointing rules

· Print/display reports to better manage clinic resources

· Schedule modifications

· Reconciliation of delinquent end-of-month reports


