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WELCOME TO ONLINE BOOKING

Online Booking for Accuro is a convenient and innovative way for patients to book appointments online.

Clinics save time usually spent answering phones and scheduling patients, yet they maintain full control
over the clinic schedule.

Your patients can request bookings, accept appointments, and view their upcoming appointments
through the Medeo virtual care platform.

You can respond to Online Booking requests and manage your bookings in the Scheduler.

e naran

< (oI B =

Your Upcoming Appointment
with Dr. Oval at ABC Clinic

o Medeo Mo -

Medeo

Appointment reminder.

Click below to view the details or
launch your appsintment.

Time: 12:30 pm
Date: 28 July 2020
Clinic: ABC Clinie
with: Dr, Qval

Overview

o Create appointment types that are shown to patients as options when they book online.

e Create availability for Online Booking in the Provider’s schedule.

Version: 8.5
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e Invite patients to Online Booking in Medeo.

e Respond to Appointment Requests.

CLINIC CONFIGURATION

There are 3 configuration steps that allow patients to book with Medeo Online Booking:

1. Create Medeo Booking Request Types that patients select when requesting appointments online
(e.g. New Patient, Follow up, Prescription Renewal, Flu Shot).

Note: Medeo Booking Request Types link with Appointment Types and their corresponding
billing codes.

2. Associate Medeo Booking Request Types with Appointment Suggestions that designate when
a Provider is available for booking through the day.

3. Create booking availability by applying Scheduler Templates by day, week, month, or year
allowing appointments to be booked online.

Version: 8.5
Date of Revision: July 10", 2023 5
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Medeo Booking Request Types

Patients that book online with Medeo must select an Appointment Type before submitting their request.

You can customize the selectable Appointment Types by creating Medeo Booking Request Types in
Scheduler Management.

Note: Accuro users require permission to create Medeo booking request types. To enable permission,
complete the following steps as a System Administrator:

1. Open the Accuro Start Menu, click Users, and select Manage Security.
2. In Feature Access, open the Role Permissions tab or User Permissions tab,

3. Under Scheduling, select Configure Medeo Booking Options, and select a row inside
the enable column to enable permission. A green check mark indicates that permission is
enabled.

Manage Security

Feature Access Management

Enable or disable access to specific features of Accuro. Features can be controlied at the role, office, or user level.

Roles
Open Providers

Offices

Templates Role User Permiss \

Users.

Office: ' Downtown Office - ON

user: | & crectangle

System Settings
Audt Logs Feature Enabled
Admin Delete 6 Home

Reports
System Information
Active Users

Review Documents
Review Labs
(%) scheduling
Scheduler - Apply/Remove Templates
Scheduler Management - Apply/Remove Templates

Scheduler Management - Manage Templates
Scheduler Management - Priorities/Reasons/Statuses
Scheduler Management - Settings

Scheduler Management - Types

heduler

I Configure Medeo Booking Options
* Override Priorty Templates

Manage Rooms

Manage Programs

Manage Appointment Reason Descriptions.
Manage Appointment Cancellation Reasons.
Manage Cancelation List Reasons

RRARRRRYRIRRRR’R’] &y

4. Select Close to save your changes.

Note: For the permission change to take effect, log out of Accuro and log back in.

Version: 8.5
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Managing Booking Request Types
To add, edit, or delete Booking Request Types:
1. Open the Accuro Start Menu, select the Scheduler, and then choose Scheduler Management.

2. Inthe Types tab, click the [©] Add button within the Medeo Booking Request Types Section, or
select an appointment type to Edit or @ Delete.

Priorities, Reasons and Statusml SEmngsl Types | Suggestions I Templates

Accuro Appointment Types Medeo Booking Request Types

Type Color Shared Share to Medeo Type Color Length Starts On Accuro Appointment Type
Follow up [ 10 Minutes |00, -10,:20,:30,..|Folow Up

New Patient 30 Minutes  |:00, :30 Ci
Prenatal 15 Minutes  [:00, :15, :30, :45 Prenatal

-

Flu Shot only

Follow Up
General Visit

Other

Prescription Renewal 15 Minutes  [:00, :15, :30, :45 Prescriptien Renewal

Regular appointment 15 Minutes  [:00, 15, :30, :45 ‘General Visit
(Well baby or child visit 30 Minutes  [:00, :30 'Well Baby Visit

Prenatal

Prescription Renewal

Procedure

Virtual Visit - COVID
Virtual Visit - Follo.
Wirtual Visit - Other
Wirtual Visit - Rx Re.
\Well Baby Visit

| o o o
| o o o

—©l-[e]

(Continued on next page)
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Note: Users will be unable to edit or delete Medeo Booking Request Types from any other office aside

from the one the type was initially created in. Hovering over the Type will display which office it

originated from.

The Booking Request Type Window

e Name: The type of appointment your patients
select when booking online. For example, New
Patient, Regular Visit, Follow up, Prescription
Renewal, Flu Shot, or Vaccination.

e Description: Provide a brief description to help
patients select the correct request type when
booking in Medeo.

Note: Name and Description can be seen by the
patient.

e Interaction Type: Select which category the
appointment type appears under during Online
Booking: In-Office, Video Appointment
(available to offices subscribed to Video Visits),
or Either (In-Office or Video). The default
selection is In-Office.

Note: Phone appointments must use In-Office as
the Interaction Type.

Medeo Booking Request Type .

Name

Description

Interaction Type | Either (In-Office or Video) W

Length

Starts On

Color

Mapping

New Patient

Book a New Patient Appointment if this is your first time
=seeing this doctor.

Video Appointment
In-Office
Either (In-Office or Video)

Default Starts On to match Length

[ ]

Consultation

e Length: The duration of the appointment. Patients will only see time slots that can accommodate

the duration of their chosen appointment type.

e Starts On: This is the number of minutes past the hour that appointments may be scheduled on
(e.g.:00 is exactly on the hour, :10 is ten minutes past the hour).

(Continued on next page)
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e Default Starts On to match Length: This option defaults the Starts On minutes to match the
length of appointments. When turned off, you can choose the number of minutes past the hour
that appointments may be scheduled on, regardless of the length of appointment. The default for
this setting is on.

o For example: if an appointment is scheduled for thirty minutes, selecting Default Starts
On to match the appointment’s length will allow your patient to book on the hour and on
the half hour.

e Color: The color that appears in the Medeo Booking Requests column in the Scheduler when a
patient requests an appointment.

e Mapping: Associate the Medeo Booking Request Type with the appropriate Accuro Appointment
Type. When a patient books online, an Appointment is created with the Accuro Appointment
Type prepopulated based on this mapping.

Version: 8.5
Date of Revision: July 10", 2023 9
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Appointment Suggestions

Appointment Suggestions are used to mark the appointment time slots in your Scheduler that are
available for patients in Medeo Online Booking.

To set up Online Appointment Suggestions:

1. Select the Accuro Start Menu, select Scheduler, choose Scheduler Management.

2. Click the Suggestions tab.

3. Under Appointment Suggestions, click Add to create a new suggestion.
4. Complete the following fields:

Name: What to call the Appointment Suggestion in Accuro.

Label: The text shown in the Scheduler after you apply the Suggestion.

Color: The color shown in the Scheduler. Select the ellipses button to choose a color.
Display: Displays a solid color or a gradient in the Scheduler.

Appointment Type (not required): The default appointment type when an appointment is
scheduled on top of an Appointment Suggestion. (e.g. Flu Shot, Consultation, Prenatal).

Appointment Reason (not required): The default reason a patient makes an appointment (e.g.
Prescription Refill, Cough, Pain).

Medeo Booking Request Type: Maps Medeo Booking Request Types to the Appointment
Suggestion. When you apply a suggestion to Scheduler, the selected Medeo Booking Request
Types will be available to patients for Online Booking in Medeo. You can select one or multiple
Medeo Booking Request Types. (e.g. Flu Shot, General Visit, Follow up).

Allow Accuro Appointment Creation: Enable this checkbox to let Accuro users book
appointments in time intervals with this suggestion type.

(Continued on next page)

Version: 8.5
Date of Revision: July 10", 2023 10



ACCU RO® Q 1.866.729.8889

& www.AccuroEMR.com

Allow Medeo Booking Request Appointment Creation: Enable this option to make your
Appointment Suggestion available to patients for Medeo Online Booking. Uncheck this option if
you'd like to configure your clinic’s schedule for Online Booking, but not yet allow patients to
book appointments. When you are ready to let patients book online, edit your suggestion and
enable this checkbox.

Appointment Suggestion \LI

Name Onling - 15
Label Online Visit
Color |:|
Display ® Solid () Bar

Active
Appointment Type General Visit W
Appointment Reason Back Pain W
Medeo Beoking Reguest Type | Regular appointment EI

Allow Accuro Appointment Creation

Allow Medeo Booking Request Appointment Creation
Update | | Cancel

Version: 8.5
Date of Revision: July 10", 2023 11
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Applying Suggestions

There are several ways to apply Appointment Suggestions for Online Booking to your Scheduler:
To specific time intervals in the Scheduler using ad-hoc Appointment Suggestions.
To entire days in the Scheduler using Suggestion Templates.

To sequences of future days using Apply Templates in Scheduler Management.

Applying Suggestions to Time Intervals
To apply an Appointment Suggestion to a specific date and time:

1. Inthe Scheduler, use SHIFT+click, or click and drag your mouse cursor to select the time
intervals you'd like to make available for online booking.

2. Right-click your selection, then hover your mouse over Apply Appointment Suggestion, then
select an Appointment Suggestion.

3. Atthe prompt, select either Group or Single Line, Apply Suggestion -
then click OK.

Pleaze select the format for the suggestion:

Group: Applies the suggestion to the entire
selected area of time.

() Group

Single Line: Applies the suggestion to each | oK | | Ccancel

individual time interval.

(Continued on next page)
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Note: To remove a suggestion from the Scheduler:

1. Right-click the time interval in the Scheduler.

2. Hover your mouse over Apply Appointment Suggestion.

3. Select Remove Suggestion.

Version: 8.5
Date of Revision: July 10", 2023

Create Appointment
Create Group Appointment
Cancel Appointment

Find MNext Appointment
Jump Ahead._

Book Day Off

Assign Patient Form

—Remove Suggestion—

Validate Health Card

Validate Health Card w/ Services
Retrieve Details

Set Note

Claim Details

Arrived

Confirmed

No Show

No Charge

Status

Apply Appointment Suggestion

—Set Offline—
Consultation

CPX

Do not book

Do not book - Office Meeting
General Appt
In-Office Flu Shot
Lunch

New Patient

Online - 15

Online - In Office
Online - New Patient
Online - Phone Follow up
Online - rX Renewal
Online 30 mins

OR Day

Prenatal

prescription renewal
Video Visit

Video Visit - Non OB
Walk In

Walk In - Less Urgent
Walk In - Rx Renewal
Well baby or child visit

QY 1.866.729.8889
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Managing Suggestion Templates

Suggestion Templates let you plan out the types of appointments available for booking over an entire
day, or part of the day.

To Manage your Appointment Suggestions:

1. Search for Manage Templates in the Accuro Start Menu.

Alternatively, open the Accuro Start Menu, select the Scheduler, and then select Scheduler
Management. Under the Templates tab, select the Manage Templates tab.

2. Inthe Suggestion Templates section, click the © Add button to create a new template.

E3 Scheduler Management .

Priorities, Reasons and Statuses | Settings | Types | | Templates. |

Apply Templates | Manage Templates. |

Suggestion Templates Avalabiliy Templates.

Name Interval Prioriy. Name
Uondaye D FEST— Monday, Tuesday, Wednesday Mornings
| Office Day (online}] 15 Minutes Regular Availabiity

Ty TS eS| y and Thursday Aftemoons.

Regular Office Day. iswintes | [
=1
(o] = —fefe]
Column 1
G008 ~
&15am
&:30am
G45am
@006 _|fox Renewal
at5am_|Online Visit
9308 _|Oniine Visit
a.458m _|Oniine Visit
10:00am [Rx Renewal
10:15am Online Visit
10:308m Online Visit
10:45am Online Visit
11:00am [ Renewal
11:15am
11:30am
11:45am
1zoopm | i
T215m
12:300m ‘
L=y ] ~
[A_dlb_d)

Applied templates wil not be changed.

3. Enter a Name for your Suggestion Template.

4. Select a time Interval from the drop down list, either 5, 10, 15, 20, or 30 minutes. We suggest
making this time interval the same as your Scheduler time interval and Provider time intervals.

5. Select the Priority checkbox if you do not want anyone to override the template. Once it is
applied, only users with specific permissions can remove the template.

Trainer Tip: Priority helps when you’re blocking days off for Statutory Holidays!
(Continued on next page)
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6. Next, select time intervals inside Column 1 by either clicking and dragging or using SHIFT+click.

7. Right-click your selected intervals, then choose an Appointment Suggestion to apply to your
template.

8. Atthe prompt, select either Group or Single Line, then click OK.
9. Repeat steps 7 and 8 to complete your Suggestion Template.

10. Select Apply in the bottom right corner to save your Suggestion Template.

Version: 8.5
Date of Revision: July 10", 2023 15
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Applying Suggestion Templates to Specific Days
To apply Suggestion Templates to specific days:

1. Inthe Scheduler, right-click the day (e.g. Monday) or the Provider's name at the top of a day
column.

2. Hover your mouse over Apply Template.

3. Select your suggestion template from the drop down menu.

———Monda (8
L] | Bookings ] | ]
g Apply Template —Remove Template—
é | Availabilty Templates —Search—

Full Week —MNone—

Business Days Mondays - Dr. Sgquare

Single Day Mode Office Day (onling)

Day of Week | ORDay
Regular Office Day
Wednesdays

4. Your suggestions are then displayed inside the day column of the Scheduler.

Monday (19

=] A |

g:00am
g:15am o
New Patient T

G:30am

45am
%:00am I(Rene\m! oG
g:15am Online Visit () B
g30am (Cnline Visit @) B
g:45am Online Visit () B
10:00am l(ﬁenewa.' ) G
10:15am |Cnline Visit () B
10:30am (Online Visit ) B
10:45am | Online Visit ) B
11:008m lrﬂenenu! ) &

11:15am

Online - New Patient ) 5§

11:30am

11:45am

12:00pm
12:15pm

Online - New Patient () T

Version: 8.5
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Applying Suggestions to Sequences of Days

You can apply Suggestion Templates into the future based on: Days, Days of the Week, Days of the
Month, or Days of the Year.

To Apply Suggestion Templates to future time periods:

1. Search for Apply Templates in the Accuro Start Menu.

Alternatively, open the Accuro Start Menu, select the Scheduler, then Scheduler Management.
Under the Templates tab, select the Apply Templates tab.

2. Using the drop down list, select a Provider. To apply templates to multiple physicians,
select the Multiple Providers button, then use the drop down to select the appropriate
checkboxes.

3. Choose your template from the Templates Suggestion drop down.

Priorities, Reasons and St mm|5emngs|rypas| ! Templates.

Apply Templates | Manage Templates.

Calumn 1

Provider | Square, Sam

| Templates.

Suggestion | —~None—

Avaiabiity | ~Mone—
1tondays - Dr. Square

Office Day (online)
Day| Weekly l"' Ua

Regular Office Day
Wednesdays

Starting | MM,
cvory [15] wakis) o

[ uon [JTue [Jwed []Thurs []Fri
[Jsat []sun

7

~

Viewlog | [ Remove | [ Appy | [ ciose |

(Continued on next page)
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4. Select either the Day, Weekly, Monthly, or Yearly tab to choose the length of time you would like
to apply the template over, then enter the desired details.

e Day: This applies a template to a specific day in the future. (E.g. The Provider decides to take a
Friday off in two weeks).

1. Enter your On date.
2. Click Apply.

o Weekly: This applies templates on a weekly basis. (E.g. The Provider books the same schedule
of appointments on Mondays, Wednesdays, and Fridays).

. . Apply Tt lat

1. Enter Starting and Ending bply Templates | wanage Tempiates |

dates Provider |Circle, Huan v
2. Select the days of the week Templates

to apply the template over. Suggestion | Office Day (online) v

. Availability |—-None— v
3. Click Apply to save.
Day| Weekly | Monthly | Yearly

e Monthly: Applies templates monthly. Starting |MM/DD/YYYY| Ending [MM/DDAYYYY!
(E.g. The Provider takes the second

Monday of the month off every 2
months). Cnvon [JTue [Jwed [IThurs [IFri

[Jsat []Sun

Every | 155 week(s) on:

1. Enter Starting and Ending
dates

2. Use the drop down lists to select the occurrences.

3. Click Apply.

e Yearly: This is used to apply templates annually. (E.g. Every year, the Provider has a holiday on
their birthday and Christmas).

1. Select a date range and occurrences.

2. Click Apply.

Version: 8.5
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Appointment Suggestion Icons

When an appointment suggestion is added to the Scheduler, an icon representing the type of
appointment is shown inside the booked time interval.

In-Office: No icon

0 In-Cffice Visit ()
Video Appointment: % \WWebcam icon In-Office Visit )
Either (In-Office or Video): B Webcam/House icon Online Visit () B
Note: Your office must be subscribed to Video Ontine Visit () B3
Visits for this function to appear in Accuro. Video Visit () ©@

Online Visit ()
The () icon indicates that an appointment is § N ﬁﬂ'g
available for online booking. R =i

Online Visit ¢ B

Rx Renswal () ﬁ

Warning Icons

There are several warning icons that may appear when applying Appointment Suggestions:

For instance, you’ll see a warning icon if an Appointment Suggestion is applied to a Scheduler time
interval that is shorter than the associated Medeo Booking Request Type.

h,& At least one of the Medeo Booking Request Types matches the length of the applied
Appointment Suggestion, but there are other Medeo Booking Request Types connected
to the same Appointment Suggestion that do not match the length of the applied
suggestion.

A None of the Medeo Booking Request Types match the length of the applied Appointment
Suggestion.

‘1 There is no default office associated to the Provider or if availability has not been set for
the selected area. Set the default office Provider via configuration details (F2), or

right-click inside the Scheduler, then select the correct office under Availability.

Note: To configure Online Booking for multiple clinics, please see Apply Multi-Office Availability.

Version: 8.5
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Now that your schedule is set up for your patients to book appointments online, ask your patients to

create Medeo accounts for Online Booking by sending out email invitations from Accuro. You can send

invitations to patients individually, or in groups of patients using the Query Builder.

Note: Every Medeo Online Booking account requires a unique email address. For those without email

addresses, please refer to the section on Dependent Booking.

Inviting Individual Patients

To send a Medeo Online Booking
invitation to a specific patient:

1. Search for and select your Patient.

2. Ensure the patient has an email
address.

3. Press ALT on your keyboard or
use the Accuro Search Menu, then
in the search field type Invite
patient to Online Booking.

4. Select Invite patient to Online
Booking.

5. Invitations are then sent by email
with the subject line: Book with
(your office) — (your province)
online.

Trainer Tip: Create a Quick Action Button

Welcome

to Medeo

Hello,

We know how busy life can get, so we're happy to offer Online
Booking through Medeo to help make your healthcare experience
easier.

How does Online Booking work?

It's simple:

1. Select your Provider and preferred time

2. Create an account OR Sign In with your existing Medeo
account

3 Click ‘Request Appointment’

4 We'll send you an email confirming your appointment

BOOK YOUR APPOINTMENT NOW

to invite a patient to Online Booking with one click! See Quick Action Buttons.

Version: 8.5
Date of Revision: July 10", 2023
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Inviting Multiple Patients

You can invite more than one patient to Online Booking at the same time using the Query Builder. In the
Query Builder you can generate lists of patients by defining filters and logic to your patient database,
then invite those patients to Online Booking.

To invite groups of patients using the Query Builder:

1. From the Accuro Start Menu, select Reports, and then the Query Builder (Alerts).

2. Click the ] Add button located at the bottom of the Existing Definitions Section to create a new
Alert Definition, then enter a name and click OK.

- | a X
& Alert Definitions

Current Rules.

Existing Defintion:

IAFHTO - Diabetes
\AllPatients.

(COM Worksheet
DGlest

Normal Resutts

Patients >S0 with phone numbers

= | T

Rule Category Demographics —MNone— Add Rule Remove Rul

Patients with Emails

Unread Patient Messages.

R B R R R R
[
*

ztest [nddress Doesn't Match Patient Records Only Optional Instances. 1
(carecard

cy ‘

Deceased

Defaut insurer
fEmail Address
Employer
Enroled Date _
Enrollod Provider @ Enter a name for the new Alert Defintion:
[Famiy Phys. ¥ |Medeo-invitation-1|
File Number
race
(Global lessage
(Guardian
Medeo Patient D
Next of Kin Create or Select a Rule to Manage
loccupaton
(Office Provider
loffical Language
lPaper Chart
parent
Partner

Patiznt Age
[ . Patient Alias

atiznt Cahorts
patient Name
Patiznt Status
fatient Status History
Patient Suffix

Input

T —— e

(Continued on next page)
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3. Select Demographics as the Rule Category within the New Rule Section, then select Email
Address and click Add Rule located in the Manage Rule Section.

T | T

Rule Category Demographics v Email Address Add Rule Remove Rule
Address R [] Doesnt Match [ ] Patient Records Only [ | Optional Instances 1
Carecard —

City

Deceased
Defautt nsurer
|
CioyeT

Enrolled Date
Enrolled Provider
Family Phys.

File Number
Flags

Global Message
Guardian

Medeo Patient ID Not Constrained
Next of Kin
Occupation

Office Provider

Official Language

Paper Chart

Parent: |

Fartner

Patient Age

Patient Alias

Patient Cohorts

4. Create a second rule to filter your patients. In this example, we filter by Patient Name. Select
Patient Name, then click New within the Manage Rule Section, and select Last Name from the
drop down list.

5. Next in our example, we generate a query for all last names beginning with A, B, C, or D. Select
Starts With from the drop down list, then enter A.

Last Hame: |Startz With w» | A @

(Continued on next page)
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6. Select the New button, then select Last Name, and enter B. Repeat this step for letters C and D,
then click Add Rule.

Patient Name Add Rule [ Remove Rule

[] Doesnt Match [ ] Patient Records Only  [_| Optional Instances 115

Starts With » | A

Starts With » | |B

Last Name: oR

Starts With » | |C

o o [o o

Starts With v | |D

7. At the bottom of the window, click Run Report.

8. Inthe Check for Alert Matches window, select which Provider’s patients to apply the rule against
(or leave All Patients selected), then click Run.

Trainer Tip: When adding Email Address within the New Rule section, ensure that the field contains the
@ symbol. This will produce an accurate search for your query.

(Continued on next page)
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9. Your query matches are displayed in a new window. Highlight your matching patients by shift-
clicking or with CTRL+A on your keyboard.

Invite to Medeo

Last Name  First Name PHN Birthdate Sex Home Phone Status
(Chloe 111111111111 | 03/02/1991 (647) 555-1133
Molly 000444444444 121131979 000y __ -
Simon 555555555555 |04/15/1988 (905) 555-6814
‘Andrew 8506321475 02/04/1996 (416) 555-8633
Debra (Debbie) 47 |05/19/1987 (416) 555-8526
Michael 21 |D5/01/1981 (416) 555-6555
Martin 000000000000 |06/18/1943 (905) 555-4567
Darryl 01/01/1982 (000) 000-0000
Bob 555595555666 |03/15/1975 (647) 555-9563
Janet 00099345555F |07/05/1988 (000) 000-0000
Jon 000011111111 |02/17/1989 ooy __ -
Wudith 1111111111AB  |05/02/1982 (416) 555-1235
Ravinder 05/19/1996 (416) 555-3258
Test 000000000000 ooo)__ -
Adam 933333333333 [10/121973 (999) 250-4444
Otto 11/09/1951 (647) 555-6548
Matthew TI7777777777  |06/02/2004 (905) 555-8989
Michael 0001111111AD |06/07/1988 (416) 555-8633
\Vanessa 333333333333 |01/28/1971 (416) 555-5555
Christopher (Chris) 00089445555  |03/30/1967 (416) 555-0566
Pam 8506321475AA (03/021981 000y __ -
Randall (Randy) 000000000000 |08/01/2002 (000) -

EHR R R R A E e e -l |

Fleclcelcelceleclelce e elclclce el e clc e e cle

29 Malches A\ - Select Action - compieted | [ Rerun | [ Printan || Export |[ ciose |
Create Bill

Set Patient Status

Assign Flag

Remove Flag

Assign to Patient Cohort

Create Patient Cohort

Invite patient to Online Booking
Add to Private Online Booking

10. Use the drop down list to select Invite patient to Online Booking.

11. Send your mass invitation by selecting Yes at the Invite patient to Online Booking prompt, then
close the Query Builder window.

You are about to send a Medeo invitation email to all selected patients that are not already
signed up with Medeo and that have an email address configured (2 patient(s)).

Would you like to continue?

Trainer Tip: Many clinics use the Rule Category Appointments to filter patients by their last visit. For
example, choose Appointment, click on the New button, select Date, and use the drop down list and
select In the Last 2 Years.
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The Medeo Booking Requests Column
When a patient books an appointment online in Medeo, the Booking Request is displayed in the Medeo

Booking Requests column on the right-hand side of the Scheduler.

Each booking request displays the patient name, date & time, and appointment length. The color on the
left-hand side of each booking request (green in the screenshot below) corresponds to its preconfigured
Booking Request Type Color.

Downtown Office - ON

@ Dr. Sam Square

. M Booking Requests atient |Owal, Vanessa
4 Year - All Providers { | Manessa Oval

== ’ e Hirthdate 1982-Jan-16 (38 ¥r)

1 aN-thy fanv-mmer [ =R ifork Phone (000) 000-0000

1 Q Oval, Vanessa Home Phone (416) 655-5094
PHM 9999 999 999AB

Square, Sam Sef By

| | s tn Bl = mail training+vanessa+on@ghriest.
tddress 1878 Horner Ave

. City Toronto

| § PostalZip  MEBW 4v'4
nsurer OHIP

If the patient requests a Video Visit, a = video icon displays on the Booking Request and the
appointment in the Scheduler.

| Oval, Vanessa *Surgery (Nose) ... E] ||

Note: You can show or hide the Medeo Booking Requests column by opening the Accuro Start Menu and
searching for Medeo, then choosing Show/Hide Medeo Booking Request Column.

Trainer Tip: You can create a Quick Action Button to show and hide the Medeo Booking Requests column
with one click. Review the section below on Quick Action Buttons.
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Booking Request Filters

When you first open the Medeo Booking Requests Column, it will appear blank until you configure a
View. You can create Views to only show requests for specific Providers, Date Fields, or Request Types.
Alternatively, you can create a catch-all view that only filters by Date.

Note: A commonly used View is, 1 Year - All Providers.
To Create a Booking Request View:

1. Inthe Scheduler, select Manage from the Medeo Booking Requests drop down list to display the
Manage Medeo Booking request window.

Downtown Office - ON

@ Dr. Sam Square

Medeo Booking Requests Patient | Oval, Vanessa

Vanessa Oval

Birthdate 1982-Jan-16 (38r}
Work Phone (000) 000-0000
ome Phone (416) 555-8094

1 Year - All Providers

<

HN 9999 999 999AB
N TRef. By
LY BTG LSS Email training+vanessa+on@ghrtest.
Address 1878 Horner Ave
City Toronto
PostalZip  MBW 4v4
Insurer OHIP

2. Click 0 Add to open the Edit Request View window.

& Manage Medeo Booking Reques... -

1 ear - All Providers

—©lz]e]

(Continued on next page)
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3. Complete the fields:

View Name: Enter a short name for the view that you are creating that will help you distinguish it
between other views.

Providers: Show the Online Booking requests of specific Providers or select All to display all the
requests at your clinic.

Date Filter: Enter a value and select either days, weeks, months, or years to show appointment
requests from now until the end of the date filter. The date filter uses the Appointment Date and
not the Received Date.

Medeo Types: Select the Medeo Booking Request Types you wish to view requests for,
otherwise leave blank for all requested Medeo appointment types.

Order By: Choose how you would like the booking requests to be chronologically displayed in
your list of requests. Select either Appointment Date (the date the patient wants to see the
Provider) or Received Date (the date the patient completed the online appointment booking
request).

Click OK to save the new filter.

Wiew Mame: |1 Wear - All F‘ru'.ridersl

Providers: | --Al--

Date Filter:

Medeo Types: | --&ll--

Order By: |A|:||:mintment Date
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Checkout / Check-in Button

The Checkout button lets Accuro users take ownership of an appointment request while they are working
with it and indicate to other users that the request is already being actioned. When an Accuro user
checks out an appointment request, other Accuro users should not process it.

To checkout an appointment request:

Medeo Booking Requests
1. Right click a request in the Medeo Booking Requests 1 Year - All Providers v
0 Checkout

Friday October 16, 2020

Column and select the Checkout

)

% Decahedron, Darryl =
button. i ——
12:00 PM for 30 minutes

(M Check-in Check-in button lets Thursday November 05, 2020

2. Selecting the

other Accuro users check out and process an &) oval, vanessa =
Square, Sam
2.00 P for 15 minutes

o | Accept
X |Reject

appointment request.

Respond 3

Locate Patient

“erify Patient

Open Reguest
Go To Appointment

Checkout
(@ Check-in
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Checkout Status Icons

When an appointment request is checked out to an Accuro user, they see a green D” Checked Out icon
in both the Booking Request Column and the Appointment Details window.

Thursday November 05, 2020

QD_, Oval, Vanessa =

Sguare, Sam
2:00 PM for 15 minutes

Other Accuro users at the same clinic see a red Da Checked out status indicating the appointment is
unavailable to them.

QD@ Oval, Vanessa I3

Sguare, Sam
Thu Nov 05 at 2:00 PM for 15 minutes

The Checked In/Out status is also displayed in the Medeo Booking Request section of the Appointment
Details window.

[Medeo Booking Request Pending ¥

Vanessa Oval v

1882-Jan-18
995999959999

training+vanessa+on@ghriest.com

[ Check-in D_,; Checked out to Dr. Sam Square
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Viewing the Appointment Reason

When managing incoming Appointment Requests, it is helpful to view the Medeo Appointment Type
and Appointment Reason submitted by patients, which is displayed in the bottom right of the
Appointment Details window.

To view the Appointment Reason, double-click the booking request, or select Open Request from the
right-click menu.

The Medeo Booking Request information displays at the bottom of the Appointment Details window.

[Medeo Booking Request  Pending ¥ -

Vanessa Oval New Patient

1982-Jan-16 Extreme Migraines
599955595599

training+vanessa+on@ahrtest com

[ @] [ e | [ e | [ % st |

Mo Patient Oval, Vanessa training+vanessa+on@ghrtest.com Share Appointment in Medeo ‘ é | | 0K | ‘ Cancel ‘
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Linking Patients

The first time a patient books an appointment using Medeo Online Booking, you will need to link the
Medeo Account the patient created to the patient in Accuro. Subsequent appointment requests from the
same Medeo account will automatically be linked to the Accuro patient.

To link Medeo and Accuro Patients:

1. Right-click a booking request, then select Locate Patient. Alternatively, you can double click a
booking request in the Medeo Booking Request column to open the Appointment Details
window and click the Link button in the Medeo Booking Request section.

Medeo Booking Requests Patient

[Medeo Booking Request  Pending &2

1 Year - All Providers No Patiel

<

Wednesday November 02, 2022
Vanessa Oval & .7 Oval, Vanessa | Square,

1982-Jan-16 Square, Sam | Accept
[ra——— 4:00 PM for 15 minutes X Reject
training+vanessa+en@ghrtest.com Respond L

€ ' Locate Patient

Verify Patient
v

Open Request
Go To Appointment

@) No Patient O

& Checkout
Check-in

(Continued on next page)
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2. The Match Medeo Patient to Accuro Patient window displays a list of possible matches.
Select a patient from the Possible Matches section, then select OK. You can also manually
search for patients in Patient Search.

Vanessa Oval
999999999909

1982-Jan-16
training+vanessa+on@ghrtest com

+14162402136

& Match Medeo Patient to Accuro Patient z

Oval, Vanessa

999999999940

1982-Jan-18
training+vanessa+on@ghrtest.com
1878 Horner Ave Toronto, ON MBW 474
(416) 555-3094

Last Name |oval

First Name

Health #

IP

120 Oval Michael 1234587778ab 1984-Jun-18

4 Oval Vanessa 99989999899A8 1882-Jan-16

| ) new Patient ‘| Cancel |

3. If any of the information supplied by the Medeo patient does not match with the Accuro
Patient record, you will be prompted with the Update Demographics window. Use the
checkboxes to select any demographic details you'd like to update in Accuro, then click OK.

< Update Demographics .
The following items are different between the Accuro Patient and the Medeo
Patient. Please select the demograph\cs you would like updated on the Accuro
Patient.
Demographic Medeo Patient Accuro Patient
[ |Date of Birth |1982-1an-16 [1971-Jan-28
[] |Work Phone Number  |(416) 840-2136 |(000) 000-0000

4. If a Medeo patient does not exist in Accuro, select New Patient to create a matching Accuro
patient record.

Note: Patients that are linked to a Medeo account cannot be merged in Accuro.
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Unlinking or Restoring a Medeo Account

There are a few instances where you may need to unlink a patient's Medeo ID from their Accuro account.

e The patient creates a brand new Medeo account. They may do this if they lose access to their
personal email address.

e A user at your office accidentally links the wrong Medeo account to the wrong patient account.

e A parent may share an account with a child and the child becomes an adult. The now grown
adult can create a new Medeo account and will need to be unlinked from the previously shared
account.

Unlinking a Medeo Account

Users can now unlink a Medeo ID without needing access to the Audit Logs. If you find a patient in
Accuro is incorrectly linked to a Medeo account, there is an option to unlink the connection within the
Patients Section.

1. Click on Patients in the Accuro navigation bar to enter the Patients Section.
2. Select the Other tab.

3. Select the Unlink button next the Medeo Patient ID field.

4

Click Unlink in the Unlink Medeo patient window to unlink the account.

(Continued on Next Page)
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‘ﬂ LastName |Oval Health # |Se
Home
First Name | Vanessa Mdentifier |Search Only
Scheduler Middle Name Birthdate |MM/DDNYYY!
Traffic Title: | Mrs. v | Suffix v | Patient Status: | Active ~ | Office Provider: |Square, Sam I:l
p—
x | Demographics | Other | ips | Notes [ Status History [ Private Billing | Insurer Rules | Providers | Provider Enroliment History | Merged Patients |
Patients
Employer Contact —None— Employer Name Acme Dance Co.
@ Occupation Ballet Instructor
Documents
Registration Mo.
Referral Date | MM/DD/Y Y'Y
Claims
© | clobal Message “our Message
a .l I
Last Updated: 2020-Mar-08 2:04 FU Last Updated: Never
& ——
Wait List ] Paper chart
Official Language | English v
Spoken Language | English v
o & parent
Guardian
o
3
&0 Partner
14
— | e
B=14
[% 2 e Last Name: |Oval First Name: | Vanna Alias Type: | Chosen name v
0
g o Medeo Patient ID: | 44548 | Unlink |
o Manage Cohoris | ‘ Delete Patient | ‘ Patient | | Werge | ‘ Update Patient | | Clear (F1)

Restoring an Unlinked Medeo Account

A Medeo patient can be linked from an unlinked account if the patient books an appointment or sends a
secure message. If the patient has not done this, you will need to restore an unlinked patient in Accuro by

following the steps below:

1. Open the Audit Logs by clicking on the Accuro Start Menu, selecting Users, and then selecting

Manage Security.
Select Audit Logs.

o o > W N

Select List Results.

(Continued on Next Page)
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Using the Activity drop down list, select Update Patient.

Double-click into the Date Range fields to update the calendar date to refine your search.

If blank, select the Patient checkbox and enter the patient's name in the empty field.
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7. Locate the patient in the Activities list.

8. Right-click the populated search result and select Restore.

Roles
‘Open Providers
Offices

Templates Date Range  |0518:2023] to 0511812023 [ Group by Activty [] include Access Lags
| users | activiy |Update Patient v|  user [-a- | User Demographics Hame

Feature Access

[ Hotificatons | L] Patient ‘Dval,\lane&sa ‘ Role ‘—AIL vl User D

Systemsetings | pggenp | | comments | |
AudtLogs.

Admin Delete

R s | ]
‘System Information | List Resutts I

Active Users

Audit Logs

Applications Date/Time T User Name Patient Comment

=
= s———— i

9. A pop-up window will appear. Select OK to confirm.
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Responding to Medeo Booking Requests

After receiving a booking request and linking the patient, you can respond to the request by selecting
either Accept, Reject, or Respond in the Appointment Details window or by right clicking the request.

To respond to a booking request:

1. Rightclick a request in the Medeo Booking Requests column.

2. Select either Accept, Reject, or select a
custom response from the Respond drop

Medeo Booking Requests

down list 1 Year - All Providers v
' Friday October 16, 2020
Accept: Accepts the request, adds the i::-] um’:ﬂ*’m"-"ﬂ"ﬂ =
appointment to your Scheduler, and 12:00 PM for 30 minutes
sends the patient a confirmation email. Thursday November 05, 2020
QD, Oval, Vanessa E]
Reject: Denies the request, removes the Square, Sam
- . 2:00 PM_for 15 minutes.
appointment from Booking Requests, and | Accept
sends the patient a notification email. % | Reject
| Re=zpond D|J List of Prescriptions
: i I Il cinic fi informati
Respond: Lets you select a customized oente ot : Deafetca cml-ct or n:nre information
Accept or Reject response. Verify Patient LB B IIET
—Manage—
Open Reguest

Go To Appointment

Checkout

(W Check-in

Note: After accepting an Appointment, it must be cancelled via the Scheduler. It's not possible to undo

appointment acceptances. Please see the section on Cancelling Appointments.
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Managing Booking Responses

When you respond to a booking request with either Accept or Reject, or Respond, patients receive a
secure message to their Medeo Inbox and an email notification instructing them to log in and view the
message. You can customize these messages as Medeo Responses.

Note: Accuro users require permission to manage Medeo response types. To enable permission,
complete the following steps as a System Administrator:

1. Open the Accuro Start Menu, select Users, then choose Manage Security.
2. In Feature Access, open the Role Permissions tab or User Permissions tab.

3. If under the Role Permissions tab, choose the role in the left section. If under the User
Permissions tab, choose the Office and User from the drop down list.

4. Under Medeo Booking, go to Configure Medeo Booking Requests Responses, select the
Enabled column. The green check mark indicates that permission is enabled.

5. Select Close to save your changes.

@ Manage Security .
Roles
Tt Feature Access Management
pen Providers
Offices. Enabie or disable access to specific features of Accuro. Features can be controlled at the role, office, or user level
| Templales | | pole Permissions | User Permissions
Users
Feature Access Office: | All Offices. v
Notifications - .
~
System Seftings Roles: | £38 Administrator View Activity Log « .
s ot e Frovsers. v .
Nurse
|__Admin Delete | l",‘ Configure Office Providers ¥4 .
= 11 Biling
|—fcports | o Merge Providers . ®
System Information 38 Reception
o - Manage Global/Office Logins . ®
[ crozleeo | £3k Power User
Applcations 11 Full Access Bilng ~ View SK QIP CDM Worksheet Export Activity 4 .
21 Full Aceess Nurse  User Demographics Dialog 4 .
£f8 Ful Access Reception - Manage Tties Y4 .
- View and Export UUIDs . ®
- Aceuro Debugging b4
- 5K Interoperability Export List b4
[ external
L CDS Data Export ¥4
- Pharmaceutical Information Program (PIP) 4
2P chat
L Chat with Users ¥4
“ Broadcast Message . ®
() Medeo Booking
| configure iedeo Booking Requests Responses | ®
i Configure Cancelled Medeo Booking Request Reasons ®
L Launch Medeo Administration Tool 4 .
B3 Messaging
L Medeo Secure Messaging ¥4 . v
Close

(Continued on Next Page)
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To manage Booking Request Responses:

1. Inthe Accuro Start Menu, search for Manage Medeo Responses.

Alternatively, in a booking request window, select Manage from the Respond drop down list in
the Booking Requests Column, or the Appointment Details window.

J Accept
X Reject

| Respond >| J List of Prescriptions

X Please call clinic for more information
Locate Patient

—X__Cunlicats aceointment
Verify Patient

—-Manage—

Open Request

Go To Appointment

Checkout
(I Check-in

Note: To view Manage in the Appointment Details window, select the Respond button and click
Manage.

2. Inthe Configure Booking Request Responses window, you can Add, Edit, or Delete responses
using the action buttons.

3. Enter the Name for the response.

oy Configure Booking Reguest Responses .
Custom  Name Message
V| [ |accept
x I:‘ Reject Your cannot be processed at this time.
J List of Prescriptions Please make sure to bring a list of Prescriptiond that you are currentty taking
X Please call clinic for more information |Please contact clinic for mere information
b 4 Duplicate appointment Unfortunately, we do not allow multiple bookings on the same day. Please call th

Telzlel [o/o}—

(Continued on next page)
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4. Select Pre-Configured or Prompt:

Pre-Configured: sends your pre-configured message response to the patient and
automatically updates the Scheduler.

Prompt: opens a window containing the pre-configured message with an option to edit
and personalize the message before sending the response.

5. Enter the Message you’d like patients to see with this response.
6. Select the Type: either Accept or Reject.

7. Click OK to save the changes.

Name | Reject - Duplicate Appnintmenﬂ

Meszage @] Pre-Configured O] Prompt

Unfortunately, we do net allow mulitple bockings on the same day. Please call the office for further information.

Type @] Accept O] Reject

Note: The Accept and Reject response types at the top of the list can be edited, but not deleted.

Trainer Tip: We recommend starting your Response Names with Accept or Reject so you can easily
distinguish your responses in the drop down list.
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Automatically Accept Online Booking Requests

You can configure Accuro to automatically accept Online Booking requests and send patients a
confirmation message.

Note: Automatic acceptance only applies to patients who are linked in Accuro. If a patient is not yet

linked, responses must be managed manually. Please see Linking Patients in this guide for more
information.

To enable automatic acceptance for Online Booking requests:

1. Inthe Accuro Start Menu, search for Office Management.

2. Open the Preferences tab.

3. Under Scheduling, check the box Auto Accept Medeo Booking Requests.

4. Enter a message to send to patients upon the automatic acceptance in the field below.

5. Click Save Office, then Close.

'Office Management
-Setup Preferences | Medeo Announcements

Password ~

Test Connection

General

[[] Office Provider Fitersd Patient Searches

[] Hide Patient Notes from other Offices

[] Hide Qutstanding Lab Requistions made in this office from other offices.
[ Disable Patient Alerts on Patient Status Bar

Display Patient Profile Picture

Icon: o

[] Defautt Group Appointments To Single Patient

[] Require Appointment Site

[ Hide Appointments Booked in this Office from Other Dffices.
Allow patient canceliation of Hedeo booking requests

Hours of notice reguired for canceliations: | 0 v =

[] Auto Accept Medeo Booking Requests.

Message to send patient upon automatic request acceptance:

Apply status to multiple appointments: | Never Apply v |

[] Video Appointments Use Custom Notifications

Walk-In Video Appointment Initial Provider: | -Not Set- v

Billng

v

Save Office
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Verifying Patients

The first time a patient who used Online Booking arrives at your clinic, their identity must be verified.
Verification gives your clinic certainty that any patient information that gets pushed to the Medeo user
account belongs to the correct patient.

If a patient is not verified when you mark them as Arrived in the Scheduler, a prompt appears asking you
to verify the patient.

To verify a patient:

1. Right-click an appointment request, select Medeo Booking Request, and then Verify Patient.

Alternatively, you can:

1. Double-click an appointment in the Scheduler to open the Appointment Details.

2. Inthe Medeo Booking Request section, click the Verification button to open the Verify Medeo
Patient window.

[Medeo Booking Request Pending &

Vanessa Oval

1882-Jan-16
999959559559

training+vanessa+on@ghrtest.com

&0 Checkout

3. Confirm that the patient’s identification matches with the Accuro and Medeo Patient details
displayed in the Verify Medeo Patient window. Click Yes to complete verification.

Verify Medeo Patient .
Are you sure that the Medeo Patient is the associated Accuro patient?
& ACCURO”
Vanessa Oval Vanessa Oval
1882-Jan-16 1982-Jan-18
995995950009 0995550995AB
training+vanessa+on@ghrtest.com training+vanessa+on@ghrtest.com
+14168402138 (418} 555-8054

(Continued on Next Page)
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Notes on Patient Verification

e |If a patient was verified in error, a System Administrator can undo the verification of the patient
through the Accuro Audit Logs. Follow the same workflow outlined in Unlinking Patients.

e The word Pending next to the green check mark in Appointment Details refers to the booking
request, and not the verification status.

Booking Request Status l

[Medeo Booking Request Pending ¥
Patient venfication status I

Vanessa Oval v

1882-Jan-16
999955555559

training+vanessa+oni@ghriest com

(M Check-in D,; Checked out to Dr. Sam Square
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Cancelling Appointments

To cancel appointments from Online Booking, follow the same workflow for cancelling regular
appointments using the Accuro Scheduler.

Note: Accuro users require permission to create a managed list of Cancellation Reasons. To
enable permission, complete the following steps as a System Administrator:

For the permission change to take effect, users will need to log out then back in to Accuro.

Open the Accuro Start Menu, select Users, and then Manage Security.
In Feature Access, open the Role Permissions tab or User Permissions tab.

Under Scheduling select Configure Cancelled Medeo Booking Request Reason, select a
row in the enable column to enable permission. A green check mark indicates that
permission is enabled.

Click Close to save your changes.

To cancel an appointment from Online Booking:

1.

2
3.
4

Right-click the Appointment in the Scheduler.
Select Cancel Appointment to open the Cancel or Delete Appointment? window.
Using the first drop down, select a Cancellation Reason for your clinic records.

Using the second drop down list, select a Cancellation Reason to be sent to your patient, then
click OK.

Note: Patients will need to log into their Medeo account to see the cancelation response.

Version: 8.5
Date of Revision: July 10", 2023 43



ACCU RO® Q 1.866.729.8889

& www.AccuroEMR.com

Patient Cancellation

Clinics can allow patients to cancel appointments from their Medeo accounts within a specified time

frame.

To enable patient cancellation in Medeo:

1.

2.

Open the Accuro Start Menu, select Users, then select Manage Security.
Select Offices, and then the Preferences tab.
Under Scheduling, enable the checkbox: Allow patient cancellation of Medeo booking requests.

Using the drop down list, select the Hours of notice required for cancellations, either 0, 24, 48, or
72 hours, then click Save Office.

Office Management
Setup | Preferences | Medeo Announcements

Password:

General

Test Connection

|:| Office Provider Filtered Patient Searches

|:| Hide Patient Notes from other Offices

|:| Hide Outstanding Lab Reguisitions made in this office from other offices
|:| Dizable Patient Alerts on Patient Status Bar

Dizplay Patient Profile Picture

ZaN
= €

Scheduling

|:| Default Group Appointments Te Single Patient
|:| Hide Appointments Booked in this Office from Other Offices

I Allow patient cancellation of Medeo booking requests I

Hours of notice required for cancellations: |24 W

|:| Auto Accept Medeo Booking Reguests —

Meszage to send patient upon automatic requ m

Apply status to multiple appointments: | Never Apply W
|:| Video Appointments Use Custom Notifications

Walk-In Video Appointment Initial Provider: | -Not Set- W

0

72

Biling

Default Start Time

w

Save Office
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Dependent Bookings

Your patients, who may also act as a caregiver, can use Online Booking to request appointments on
behalf of their dependents. If you have patients that are caregivers who need the ability to book on behalf

of their dependents you will need to enable Dependent Booking.
Enabling Dependent Booking
To enable Medeo Dependent Booking as a System Administrator:
1. Open the Accuro Start Menu, select Users, then choose Manage Security.

2. Select System Settings, select the General tab, then scroll to Medeo Booking Requests.

3. Enable the Medeo Dependent Booking checkbox.

Medeo Booking Requests

Settings related to Medeo Booking Reguests

Auto populate appointment note with the booking request comment

Medeo Dependent Booking

4. Click Save Settings, then Close.

Processing Individual Dependent Booking Requests

Caregivers should be advised to include the name of their dependent and their relationship to the
dependent in the notes of each booking request. When a new booking request is received, and it is
determined that it is a dependent booking:

1. Create a Patient Relationship between caregiver and dependent patient.

2. Assign the Appointment Request from the caregiver to the dependent patient who will be

receiving care.
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Creating Dependent Relationships

To manage dependent bookings, Patient Relationships must be created between patients.

To create a Patient Relationship between a caregiver and a dependent:

1. Navigate to the Patients section of Accuro and select either the dependent or caregiver patient.

2. Click the Patient Relationships... button, then select Add.

@ & Patient Oval, Vanessa 1982-Jan-16 (38 Yr female) 9999 999 999AB (416) 555-8094 _-
Patient 1D 4

a Lsne
Home
5 e —

Search Only |

Scheduler
Traffic Demographics | Otherl Relati i | Nntesl Status Histnryl Private Ei\lingl Insurer Rulesl Prnvidersl Provider Enrollment Histnryl Merged Pabents|
& Q| hoatn# [€2] [099999999948 ||on, canade v | Expiry [MMDDRAYY] Fletumber [174 |
Patients
Birthdate 3BT Gender Deceased |:| MM/DON Y ‘ |
B e L[] mwrmomsiion ][] (2]
Doc
0 Adclress|1373HnrnerAve | Nnte| v‘
City |Turuntu ‘ |0N, Canada v | PDstﬁVZ\p|M3W 44 ‘ Type| W |
Claims
ﬁ o Email Address: |tralmng+vanessa+nn@thtest com | ‘ Check for D ‘
EMR © | Prone #s: Home |cs16) s55-200e | | work [ro00) 000-0000 | | | cenmss)ssz2zzz| Fax|(_j__-__ | Preferred contact Metnud[
'6' 0 Defautt Insurer ‘ CHIP k4 |
P 1] Admission Date MIDDMN Y Y Discharge Date MMDDM Y Master Number [0] None v
™7
12 Current Enrolment Status:  Enrolled  (Square, Sam)
=1
[% 3 Pharmacy Contact Downtown Pharmacy P: (000) - F: (250} 555-0002
‘g 13 Last Updated: 2020-Sep-21 by Dr. Sam Square { Downtown Office - ON )
1
=
Manage Cohorts | [ Delete Patient || [ Patent R Merge | | upoatepatent | [ Clear(F1) |
I

3. In the Manage Patient Relationships window, the middle field is populated with your globally
selected patient. Select the right-hand field, then search for the related patient.

(Continued on next page)
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4. Using the drop down list, indicate the relationship between the two patients. In the example
below, Vanessa is the parent (caregiver) and Janet is the child (dependent).

5. Click OK.

Relationghipg for Diamond, Janet

,__°|—| \‘Child-Parent ] | |Diarnnnd, Janet | o |0val, Vanessa
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Assign the Booking Request to the Dependent

To assign a caregiver’s booking request to a dependent patient:

1. Open a booking request, then select the Link Dependency button.

MEdeoBLnoking Request Pending ¥

Vanessa Oval New Patient

1982-Jan-16 Extreme Migraines
999999999999

training+vanessa+on@ghrtest.com

(2] [ e ] [ o | e |
No Patient Oval, Vanessa training+vanessa+on@ghrtest.com Share Appointment in Medeo ‘ ﬁ H oK || Cancel ‘

2. Inthe Link Relationship to Medeo Patient window, select the dependent patient, then click OK.

& Link Relationship to Medeo Patient .

Owal, Vanessa

—MNong— W

Spouse-Spouse (Oval Michael)

o] o]

(Continued on next page)
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3. Select Yes at the prompt to confirm the one time change of the Dependency Appointment.

Dependency Appointment 25

i

i3 3
@ Appointment will be permanently linked to Oval, Michael Do you want to continue?
~ -

Yes | | No
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Medeo Announcements

With Medeo Announcements you can show customized messages to the patients at your clinic using
Online Booking. Medeo Announcements are displayed at the top of the Online Booking interface until the

message’s Expiration Date.

Note: Medeo Announcements can only be managed by a System Administrator.

To create a Medeo Announcement:

1. Inthe Accuro Start Menu, search for Office Management.

2. Select the Medeo Announcements tab.

3. Use the action buttons to Add, Edit, or Delete Medeo Announcements.

Office Management

Medeo Announcements

Title Description Expiration Date
COVID-19 |DD not visit if you are sick or if you ar... [01/01/2022

o7

Save Dffice
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The Medeo Administration Tool

The Medeo Administration Tool is a stand-alone application, that provides a central location for Medeo
Organization settings management.

1. To open the Medeo Admin Tool, type Launch in the Accuro menu search field and select the
Launch Medeo Administration Tool.

File First Launch Tutorial

Scheduler Launch Medeo Administration Tool

Launch to Registry Registration Page
Tools

Reports
Billing

Users

Help

Backup

cDs
Configuration

Search Result

Iauncn|

ACCURO"
RO" g8 % o @& G

2. The Medeo Admin Tool will launch in a separate JX browser window and by default will open to
the Provider Settings page.

(Continued on Next Page)
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3. Click on My Offices to view a list of Accuro offices linked to your Medeo Organization. You can
select the office that you would like to configure settings for. These settings are mainly for
managing Private Online Booking sites.

Online Booking Settings

Public online booking si

= w, your site will only be available to existing patients or patients you invite. You can
also remove Online Booking a

Settings

Manage Online Booking access 4 Upload Data Search name / email  Q

4. Once enabled, Manage Online Booking access turns an Online Booking site into a Private
Booking site. An office with a Private Online Booking site can grant or remove access for patients

to book online. This requires the patient to log into their Medeo account before accessing the
booking page.

Provider Selection and Cancellation Settings

Provider Selection Settings allows you to choose one of three options: Any Provider, a Preferred
Provider, or both.

(Continued on Next Page)
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Provider Selection Settings

Control how patients pick a provider for their Online Booking appointment.

Any Provider

Patients will be assigned a provider when booking an appointment.

Preferred Provider

Patients will be able to select from a list of providers when booking an appointment.

O Choose Any Provider or Preferred Provider

Patients can select Any Provider or Preferred Provider when bocking an appointment.

Cancellation Settings allows patients to cancel their online appointments within a specified time frame.

Cancellation Settings

Control whether a patient can cancel their existing Online Booking appointment.

0 hours
- Allow patients to cancel appointments online 24 hours

Hours of notice required to cancel an Online Booking appointmer 48 hours

72 hours
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APPLY MULTI-OFFICE AVAILABILITY

If Providers work in multiple offices within your database, use Availability to indicate when and where
those Providers are available for Online Booking with patients.

Availability can be applied to the Scheduler ad-hoc, or using customized Availability Templates that cover
specific dates, Days of the Week, Days of the Month, or Days of the Year.

Applying Availability to Time Intervals

1. Click and drag your mouse to select time intervals that a Provider is available for at a certain
clinic.

2. Right click your selection, then hover your mouse over Availability.

3. Select the Provider’s office. In the example below, the Provider will be at Ontario CMS Clinic
between 2:30pm and 4:00pm.

Set Note

Claim Details

Arrived

Confirmed

No Show

No Charge

4:00pm

&15pm Status 4

4:30pm Suggestion Templates 3

4:450m Avvailability I —Remove Availability—

Copy Appointment Ontario CMS Clinic

Cut Appointment Demo ON Clinic

(Continued on next page)
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4. A vertical stripe matching the color of the Accuro Office’s Icon is then applied on the right-hand
side of the chosen time intervals. This is indicated with the green stripe in the below screenshot.

5.  The office icons at the top of each day column in the Scheduler indicate the office locations
where a Provider is working on that day. Hovering your mouse over the office icon shows the
name of each Office.

Square, Sam
3 (+]+]
| I
Ontario CMS Clinic |-
Demo ON Clinic

e

Note: To configure Office Icon colors: go to the Accuro Start Menu, search Office Management, select
the Preferences tab, locate the General heading, Icon, select the Change button.
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For Providers working in multiple offices on pre-determined schedules, Availability Templates save
administrative time by applying a range of availabilities as future time intervals in the Scheduler.

For example, a Provider might work Monday, Tuesday, and Wednesday mornings at the Ontario CMS
Clinic, and work Wednesday and Thursday afternoons at the Specialist Clinic. Using availability templates
means your patients can book Providers during their correct availabilities — without doing daily data entry.

To create an Availability Template:

1.

2.

Open the Accuro Start Menu, select the Scheduler, then Scheduler Management.

Open the Templates tab, then choose the Manage Templates tab.

Press the Add button under the Availability Templates section.

Enter a Name for the template.

In Column 1 beneath the Availability Templates Names, click and drag to select the time
intervals that a Provider is available for at a certain office. Hold down CTRL to select more than
one non-consecutive time interval.

& Scheduler Management p
[[priorties, Reasons an Statuses | settngs | Types | Suggestons| Tempistes
Availabiity Templates.
nterval Priority Name
Office Day (onine) hs Minutes O eguiar Avaiabity
R Day 15 Minutes. O Wonday, Tuesday, Wednesday Hornings
Reguiar Office Day 15 Minutes. ] Wednesday and Thursday Afternoons
Wednesdays 15 Minutss. O
—fefe] —fofe
L]
Column 1
8.00am ~
B15am
:30am
[
300am
158m
9:30am
45am
10:00em -
10:456m
10:30em |
10:45em
11:00em
11:45em
11:30em
11:450m
12:000m
12:45m
1230pm
oo 12:45m v
Applicd templatesfwil not be changed
=

(Continued on next page)
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5. Right click your highlighted time intervals, then select the relevant office. A colored stripe
corresponding to the relevant office appears to the right of the chosen time intervals in Column 1.

6. Click Apply to save your changes, then click Close.

Column 1

¥ 530am
T 45am
g:00am
f:15am
8:30am
G:45am
9:00am
9:15am
9:30am
9:45am
10:00am
10:15am
10:30am
10:45am
11:00am
11:15am
11:30am
11:45am
1 2:00pim
12:15pm —

Note: To remove time intervals from an Availability Template:

1. Right-click the time interval.
2. Select Remove Availability.
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Availability Templates let you apply a Providers availability by clinic on a single day or over a range of
future of dates. The workflow for applying Availability Templates is the same as for applying Suggestion
Templates.

To apply Availability Templates:

1.

N o o s~ W N

In the Accuro Start Menu, search for Scheduler Management.
In the Templates tab, select the Apply Templates tab.
Select a Provider from the drop down list.

Select a Suggestion Template and an Availability Template.

Choose the calendar frequency: Day, Weekly, Monthly, or Yearly.

Complete the relevant details.

Click the Apply button and then select Close.

&

Scheduler Management =

Priorties, Reasons and Statuses | Settings | Types | Suggestions | Templates.

Apply Templates. | Manage Templates.

Provider | Square, Sam v

Templates

Suggestion | Office Day (onine)

Avalabilty | Regular Avaiabilty

Starting |MMDDAYYYY|  Ending |MMDDAYYYY

Every | 115 week(s) on
Clwmon [J7ue [Jwed [Jhurs CIFr
[Jsat [Jsun

Colurn 1
8:00am -
8:15am
2:308m
8:45am
3:00am |Rx Renewal
9:158m |Onine Visit
9:30am_|Online Visit
8:45am [Online Visit
10:00am |Rx Reneiwal
10:15am |Oniine Visit
10:30am |Oniine Visit .
10:45am |Oniine Visit
11:00am |Rx Renewal

11:18am
Oniine - New Patient
11:30am

12:150m

12:45pm

1:00pm | Online Visit
=
1:30pm_|Online Visit
o
e
2:15pm | Online Visit
=
2:45pm | Online Visit
3:00pm_|Rx Renewal

315pm
EE T v

Oniine - New Patient

Lunch

For more details, please review the section in this guide on Applying Suggestions.
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FAQS AND KEY INFORMATION

Question

Does Online Booking work at
Walk-in clinics?

Can | double-book using Online Booking?

What happens when | transfer an
appointment made through Online
Booking to another Provider?

Can patients cancel appointments through
their Online Booking account?

Version: 8.5
Date of Revision: July 10", 2023

Yes. If your patients do not book appointments with
specific Providers, but rather book with the next available
Provider, a setting can be enabled to show Any Available
Provider as an option in Online Booking.

Please contact QHR Support to enable this setting.
Alternatively, Administrators can enable this in the Medeo
Admin tool.

No, double booking columns are not supported in Online
Booking. Only the first booking column of a Provider’s
schedule is available for Online Booking. Additional
booking columns can still be used to add manually booked
appointments.

If an appointment created through Online Booking is
transferred to another healthcare Provider, or the
appointment date and time are changed, the patient
receives an email with up-to-date information.

Yes. This is a preference that can be enabled in Accuro:

1. Click the Accuro Start Menu and enter Office
Management in the search bar (alternatively you can select
the Accuro Start Menu, then Users, Manage Security, and
click the Offices tab).

2. Select the Preferences tab.

3. Under the Scheduling heading, select the checkbox that
will Allow patient cancellation of Medeo booking
requests.

4. Use the drop down menu to choose the Hours of notice
required for cancellations (24 hour intervals).

5. Click Save Office, and then Close.
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Quick Action Buttons

If you're using a Custom Action Bar, there are two buttons available for Online Booking:

Invite Patient to Online Booking and Show/Hide Booking Requests Column.

Lal Lal
- 2023

| sun |[Mon || Tue ||wed || Thu || Fri || sat |
ENEREREN
[s|e|[7 8] 9]10]1
[12 |[ 13 |[ 14 |[ 15 || 16 || 17 |[ 12
[19 |[20 |[21 |[22 |[ 23 || 24 || 25 |
|26 || 27 || 28 || 29 |[ 30 || 31 |

G b2 & o Q .

Logout Invite patient... Show/Hide Me...] Screen Lock Query Builder... &

(Continued on next page)
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To enable Medeo Quick Action Buttons:

1. Inthe Accuro Start Menu, type configure, then select Configure Actions.
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2. Select the Configure Actions tab, and then Select a Medeo action button from the left-hand

column, then click Add to move the button into your Selections.

i Display and Workflow

Search Preconfigured Actions

|Act\un Search

~

& Overwritten Patient Email Report
[&) Paste Appointment
Patient Appointment View
& patient Summary
ﬂ PSA Doubling Time Calculator
do Quick New Patient
& Quick Patient Actions
B Quick Patient Documents View
=) Reports
B Screen Lock
K Send Feedback
« Send Medeo Invitation
[®) Show/Hide Medeo Booking Requests Colum
% Submit Log
B view File Queue
4% view Log

& zeiss FORUM
<

[¥l Only Show Primary Actions

General | Alerts DlsplaleDHﬂQUTEACI\DnSIScheduIerWorkﬂow EMR Workilow |

Selections

& view File Queue

¥ view Log

'@ Manage Security
& Demo Data Creation
Y Configure Accuro
G Logout

Notice: Custom action configuration is currently disabled for OPT accounts.

Dock Action Bar |Bottom - Small

3. Click Apply, then OK.

[mport | [ Export ||[ Appy |[ oK || cancel

Note: For more details on Quick Action Buttons, search for Configure Actions Overview in the Accuro

User Guide (Accuro Start Menu, select Help, then select the Accuro User Guide).
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You can review how many appointments have been scheduled through Online Booking by running a

report.

To access Reports:

1.

In Accuro, press CTRL+R on your keyboard to open reports, then select the Appointment

Attendance Report.

In Step 6 choose Online to report on online booked appointments or choose All to report on both
online and Accuro scheduled appointments.

Complete the remaining steps, then click Generate Report.

Downtown Office - ON El Description:
Circle, Huan A Step 1: Select the Provider(s) from the list in the top left comner.

[ show Non Visible
E Show Inactive

~
m Scheduling

Appointment Reason/Type Summary
Appointment Region Summary
Appointment Attendance Report
Calendar Notes

Day Sheet

Day Sheet for External

Non-Booked Patient List

No ShowiCancellation Trend
Office Provider Patients
Patient Appointment History
Patient Appointment Summary
Patient Status Summary
Patient Status History Summary
Patient Visit Summary
Provider Patients

Tasks

Third Next Appointment

Visit Control Stats

Visit Control by Status

£p Ly X Ep 5p 5 Ep K £ Ep Op B 5 5 5 5 56 BR SR 5P

Wolume to Provider Ratio

<

Wait List
|:| Only Show Favorites

Step 2:

Srep 3:

Step 4:

Step 5:

Select the Date Range for the report. (MM/DDN Y™™ for no date)

From [MMDDA Y| To [MMDDA Y|

Select the Appointment Types to report on.

Consultation -~ =

Flu Shot only EI

Folow Up
FD”DW—:.I‘D, » ’T‘

<

Select the appointment site.

—A -

—None—
Downtown Office
Uptown Office

Select the level of details to report on
) Detailed (@ Summary Only

Srep 6:

Select the Booking type for appointments.

[OF] O Accure @ Online

Report Description:

<

>

After completing report criteria, click on "Generate Report”.

Generate Export

Generate Report
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Appointment Notifications

Appointment Notifications are reminder emails that automatically get sent to patients 24 hours in
advance of their booked appointment if their email address is entered into the Patient Demographics
Section. Notification emails include the details of the upcoming appointment along with a generic
reminder message.

Note: There is no way to edit the message or timing of the Appointment Notification.

Online Booking In-Office Notifications

If a patient books an appointment via Medeo Online Booking, they will automatically receive an In-Office
Notification 24 hours before their appointment.

Ad-Hoc Notifications
Notifications can also be sent manually for any appointments booked in-person or via phone.
To send Ad-hoc Notifications:

1. Inthe Scheduler, open the Appointment Details window.

2. Select the box Share Appointment in Medeo, then click OK.

Appointment Details

[ Loads Settings from this Patient's Previous Appointment

m Squars, Sam [ confrmed [ Arrived

—Hone— v
AppointmentDate | 2021-Apr-28 Type  Procedure v
Appointment Time | 8:30am Reason v
Appointment Length | 45 minutes (9:15am) v Location | Provider's Office ~
Referred By Sphere, Mina =] Priority ~
Other Providers v Insurer oHP v
Room ~Hone-- =]
Video Appointment ]

O MNoPatient @ |Diamond, Janet training+testeron@ghrtest.com Share Appointment in Medeo oK Cancel

(Continued on next page)
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Note: If the patient does not have a Medeo account connected you will get an error pop-up with an
option to invite them to Medeo.

Appointment Type Defaults

If desired, you can default your appointment types to automatically have Share Appointment in Medeo
enabled.

3. Open the Accuro Start Menu, select the Scheduler, and select Scheduler Management.

4. Inthe Types tab, select Share to Medeo using the checkboxes in the list of Accuro Appointment

Types.
Priorities, Reasons and Slatusesl 5e'tt‘ngs] Types | Suggestions | Templates
Accuro Appeintment Types Medeo Booking Request Types
Type Color Shared Share to Medeo Type Color
[l | New Patient
Consultation (| [l Office Visit
Flu Shot only (| O Prenatal
Follow Up O O Prescription Renewal
General Visit [l | RX Refil
Other [l | Video Visit
Prenatal ] [l Video Visit - Non OB
Prescription Refil O |
Procedure - O O
Virtual Visit - COVID [l [
Virtual Visit - Follo... (| [l
Virtual Visit - Other ] ]
Virtual Visit - Rx Re... O O
Well Baby [l |
S—
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The Medeo Patient Experience

To help you understand the patient side of Medeo Online Booking, this section walks through the most
important patient workflows.

Accepting a Medeo Invite
1. After the patient creates an online appointment, they receive a notification email.
2. After clicking See Your Appointment, the patient’s web browser opens the Medeo Sign In page.

3. Next, your patient logs in to their Medeo Account or clicks Sign Up to create a Medeo account.

Connect with vour
Healthcare Provider from anywhere.

Medeo
You have a new
video appointment
Sign In
Email address * 'C';
Good News: You have a new video appointment in Medeo on Tuesday.
April 4, 2023 at 11:00 AM CST.
Password *

Important:
Desktop users: Please check that your audio and video are working with

,
our Self-Test. Forgot Password

Please arrive carly: siGn up 1N

Please join 10 minutes before your appointment start time. Your provider
will join you when they're ready.

SEE YOUR APPOINTMENT

Trainer Tip: For full details on patient workflows, see the Medeo Patient Support Site.
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Creating a Medeo Patient Account

1. After clicking the Sign Up button, patients are taken to

f Connect with your
the Join Medeo page. Healthcare Provider from anywhere.

2. Patients fill out their name and email information, then

click Sign Up. Join Medeo today
Already have an account? Log_in

3. Patients return to their email inbox to confirm their

Email address *

account.
This is where we'll send secure messages and appointment information
a. Open the confirmation email titled Welcome to Password
the Medeo Platfo rm! Use 8 or more characters with a mix of upper/lower case letters, numbers & symbols
First name *

b. Click Confirm Your Account.

Last name *

Trainer Tip: For more details, see Medeo Patient - Get Me Birthday
Started Month ~  Day(DD) Year (YYYY)
Phone type

Mobile  (0) Home  (0) Work

Phone Number

[ 1 agree to Medeo's Terms of Service and Privacy Polic:

SIGN UP
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Appointment Details

After creating or signing into their Medeo account, patients can view and join the appointment you
created from the patient Dashboard or from the Appointments button.

They can join an appointment by clicking on Join My Appointment.

Appointment Details

Sam Square
Downtown Office - SK

(D Status: Booked

Video Appointment

4 April 2023

10:00AM - 10:30AM PDT

© ©

Downtown Office - SK =
5587 4th Ave, Saskatoon, SK, Canada

-

+1 306 475 8888 5]

+  Book with this clinic again

JOIN MY APPOINTMENT

Please call the clinic to cancel this appointment
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Booking Appointments

Alternatively, patients can also book a healthcare appointment using Medeo:

1. Patients log in to their Medeo Patient account. If your patient does not have a Medeo account,
please see Invite Your Patients to Medeo.

2. Patients navigate to Appointments.

3. Click |t B99K" pook.

Appointments o) .

OVERVIEW HISTORY

A%  Appointments Q, Search 1-1ef1

DETAILS

4. Select a clinic, then click Next.
Choose a Provider, then click Next.

Note: If your patient does not see any Providers at this step, check that you have created
availability in your Scheduler. See Applying Suggestions.

6. Select an appointment type, then click Next. See Medeo Booking Request Types.

(Continued on next page)
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7. Select a day and time for the appointment using the calendar and drop down list.

BOOK NGTICEEo CONTACT

Pick a day and time i/
Next: Appointment reason o
o The clinic has notices available >

22 January 2021 =

Pick a time -

< BACK NEXT >

8. Enter the reason for making an appointment, then click Next.

9. Review the appointment details, then click Request.

Note: The message Appointment requested displays once patients successfully submit their request.
The appointment request then appears in your Medeo Booking Request Column. See Responding to
Medeo Booking Requests.
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TRAINING AND SUPPORT
Clinic Support

QHR Technologies Inc. Client Services
https://accuroemr.com/resources/client-support/

Content Disclaimer

All content in this User Guide is valid and deemed correct as of the date of publishing. The images and content are
subject to change as the product develops and evolves. To view the most current version, please refer to the Accuro
User Guide accessed from within Accuro (Accuro Start Menu > Help > Accuro User Guide).
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