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Med Access EMR: COVID-19 Vaccine - Booking Patient

Log In and Select t

Appointments

he Daysheet

Go to the Med Access EMR website and enter your username and password. Click the Login button. Please note that

if this is the firstlog in of the day you will be required to enter your two factor authentication.
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1.
2. Ensureyouchoose the correct group on
the top left. If you are admin staff, you
may also have to ensure thata provider | 0 oo
is listed in the in the Working For box to
ensure you have access to the Client
Registry to create patient charts
3.

Booking Appointment for COVID Dose 1

1. Leftclick on the Datein the top left corner of the
screen above the daysheet to select a date for the

appointment.
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Select the correct group from the Provider or Resource drop-down list to view the appropriate daysheet.
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Identify the desired time for the appointment on

043] [=) New Appt

the daysheet and right click anywhere in that row to
view the drop-down list.
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04:4 @ New Template

Hover over New Appt and then select
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COVID Dose 1 from the drop-down list to open
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the ‘Appointment” window.
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Proceed to search for patient chart

Search for Patient

1. Search for the patient in the local

EMR, as follows:

a) Enter the patient’s Insurer #
(i.e., health card number) and 1 — |
click the Search button to see
if the patient already has a
local EMR chart.
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b) Ifthe patient has alocal EMR
chart, select the correct
patient name, if prompted,
from the list provided and
proceed to the ‘Book the
Appointment’ section below
for further instruction.
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If the patient does not have a local
EMR chart, you will see ‘“Nothing
found to display’. Proceed to the
search for the patient in the Client
Registry, as follows:

- - ?
Advanced Pat.. Basic Patien... | Fille Help

a) Click the New icon in the top | Basic Patient Search v,
right corner of the ‘Patient :
Search’ window. Last: | sunday First: | sadie sSwW
Chart # | Ins #:
Phone &: [ DoB: | Al -
Status: | Exclude D v| MedAccess la: Y

| Wothing found to display

b) Enter the patient’s MCP or 3
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demographics (i.e., first P r e —
name, last name, date of birth e —
or gender) and click the Midde Name — | Birh Date: [3oc1978 | 1

Gander | Famale -

A valid search must contain i ame. First Name, and (Date of Birth or Gender)
Search Client Registry | Cancel Search |

Search Client Registry button.

c) Ifthe patient is found in Client
Registry, select the patient’s
name and click the Import
Patient button to create the
patient chart in the local EMR.
Proceed to the ‘Book the
Appointment’ section below
for further instruction.

| Back to Search | | Import Patient|

If the patient is not found in the local
EMR or Client Registry you will need
to create a new patient chart, as
follows:

f you cannot find an exact match in this list. please search again with more Information such as birth date or phone number

[ Cancel Search

Only create a new patient il no suitable maich was found above

a) Clickthe Create New Patient :
button. Back to Search

b) Proceed to enter the patient’s
demographic information in
the ‘Create Patient’ window.
Please note that the ‘Primary
Identifier Number’, ‘Primary
Identifier Type Group’ and
‘Expiry Date’ fields will need
to be completed if the patient
is from out of province.

c) Select IMM.Externalfrom the
‘Provider Group’ drop-down
list in the ‘Patient Summary’

Proviser Group *
IMM_External v

Pri Pravicer Seo Provider
™ v
Referring Provider 3¢ Family Provider 3¢ Effective
window. aMNvyy
First Appt Last Appt
|dd-MBABE-yyyy B |dc-Mbib-yryyy | 4

d) When complete, click the
Create Patient button. Click

the x in the top right corner to
exit the ‘Patient Summary’
window.

If you cannot find an exact match in this list. please search again with more information such as birth date or phone number

[Create New Patient Cancel Search

Only create a new patient if no sultable match was found above




e) Returntothe ‘PPHI Search’
window and click the Back to
Search button.

f)  Enter the patient’s MCP or 3
demographics and click the
Search Client Registry button.
If prompted, select the
patient’s name from the list
and click the Import Patient
button. Proceed to the ‘Book
the Appointment’ section
below for further instruction.

Book the Appointment

1.

Once in the ‘Appointment” window,
ensure that the correct date and time
are selected for the appointment.

When all applicable fields in the
‘Appointment’ window are complete,
click the Save button.

Verify that the patient’s immunization
appointment appears on the daysheet
for the identified date and time slot.
The immunization appointment has
now been successfully booked in
MedAccess EMR. If the patient
displays as “restricted” please follow
steps 4-9.

Click on the word “Restricted.”

Select 2 Years from the ‘Duration’
drop-down list.

Enter covid in the ‘Reason’ box.

Click the blue arrow to select the
appropriate ‘Delegate Consent to
Group’ option.

Click the Generate Consent for Group
button.

You will then see the patient summary
opened on the Demographics tab.
Please note: DO NOT change the
provider group in an existing chart.
Click the x in the top right corner to
close the patient chart.
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@ nichitest.med-access.net/patient/DisplayPPHISearch.do?actionToCall= insertForAppointment&icriteria.patientidvalue=-1.

Primary PHN®: Type: | NLPHN -
Last Name™ figer First Nama™
Middle Nama: Birth Date: [dd-MMN-yyyy ]
Gender: | Male ~

A valid search must contain el lame, First Name, and {Date of Birth or Gender).
Search Cliemt Registry}l Cancel Search

Sadie Sunday

42 years 13-0ct1578 Female
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Booking Appointment for COVID Dose 2

1.

Left click on the Date in the top left corner of the
screen above the daysheet to select a date that is
three weeks after Dose 1.

Identify the desired time for the appointment on
the daysheet and right click anywhere in that row to
view the drop-down list.

Hover over New Appt and then select
COVID Dose 2 from the drop-down list to open
the ‘“Appointment’ window.

Proceed to search for patient chart using the insurer
number. Select the correct patient name, from the
list provided and proceed to the ‘Book the
Appointment.’ Ensuring the Type COVID Dose 2 is
selected and ensure that the correct date and time
are selected for the appointment, click on Save.

Verify that the patient appointment is found on the
daysheet.
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Booking Multiple Appointments in Med Access for the Same Time Slot

1. Right click on the time on the daysheet for
which you wish to book.

2. Search for patient and book appointment
using the same steps as above.

3. NOTE: Ensure the correct Roomis
showingon the Registered Patient
task window.

a. Ifitis notvisible, click on the chevron
button on the far right just above the fields.

b. Inthe “Room” field, ensure it is showingthe
correct room, and not the providername
(the first appointment will come in correctly,
but the otherappointments scheduled for
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that time will have to be changedto the correct room.
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