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Hemodialysis Scheduling 

HEMODIALYSIS SCHEDULING  
Step-by-Step Guide for End Users 

1. Appointment detail information to be filled out 

Appointment Location: 

SC NHEMO 

NF NHEMO 

WS NHEMO 

 

Once a location is selected, use the ellipses on the right hand side of the Appointment Type field 

to view the appointments available and make a selection. 

To search for the patients name, select the ellipses to open up the patient search box. 

In the Person Search box, search for the patient using their health card number. Type in the 

number and press ENTER.  
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The patient information will appear on the right hand side in the top half of the screen. When you 

are confident you have the correct patient, click OK. (The bottom half of the screen is encounters 

already created for this patient) 

 

 

You will also need to fill out the Ordering Physician. Type in the physician’s name and press 

ENTER. If there is another physician with the same last name, a Provider Selection window will 

appear to guide you.  

Reason for exam is free text but does need to be filled out.  

 

 

 

 

 

 

 

 

2. Once all of the Appointment Details information has been populated, select MOVE. 
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3. The Appointment Attributes window will appear. 

Fill in the required order details by clicking on the drop-down arrow to the right of the field and 

select OK. 

 

 

 

 

 

 

 

 

 

 

 

4. The appointment is now in the Work in Progress box and ready to be scheduled. 

 

5. At this point, we are going to schedule the patients first appointment only. 

Using the calendar on the left side of the screen, navigate to the first day of the patient’s 

appointment series after the Go Live date of November 9th. 

6. In your Work in Progress box, ensure you are focused on the line as seen in the screenshot 

below and select the Schedule button on the right. 
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7. The following Schedule box will appear. On the first line that indicates “Resource” – it is a drop 

down menu to choose the chair to schedule the patient in. And the “Time” is the start time of 

the appointment. Once these two fields are populated, select OK. 

 

 

 

 

 

 

 

 

 

8. The patient should appear on the schedule below in GREY. Select “Confirm” on the right hand 

side of the Work in Progress window. 

 

 

 

 

 

 

 

The Confirm window will appear. Take this time to verify the Appointment Date/Time, Appointment 

Type and Resource are all correct. When you are ready, select OK. 

 

9. The Encounter selection box will appear. Since this is the patients first visit – we are going to 

create their encounter.  

Select “Add Enc” on the bottom left of the window. 
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10. Selecting the Add Encounter button will launch a Pre-Registration window. All required fields 

must be populated. If you select the OK on the bottom left of the window, this will focus you to 

the fields that need to be populated. 

There is one field that must be changed to reflect the recurring encounter that these patients 

require.  

On the Encounter Information tab, the Encounter Type must be PreRecurring. 

 

 

 

 

 

 

 

 

 

Once all fields are populated for the Pre-Recurring registration, select OK. 

11. The following window will appear, select OK. 

This window is displaying the encounter information created for this patient. 

Once you select OK, the patient is scheduled and will display on the schedule. 
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12. Now that that patient has their first visit, they have a pre-recurring encounter and we can 

schedule their recurring visits. 

We are going to start again by filling out the Appointment Location and the Appointment Type. 

When you use the Person Search box to search for your patient, instead of selecting the Person 

from the top half of the screen, we are going to select their Pre-Recurring Encounter that we 

have just created. 

 

 

 

 

 

 

 

 

 

The FIN will look different than the rest of the historical encounters that were migrated from Meditech. 

The Patient Type will be PreRecurring and you will see your Location and Attending Physician. Ensure 

you are selecting the correct Encounter that you just created and select OK. 

13. Fill out the Reason for Exam, and select MOVE. 

14. The Appointment Attributes window will appear. Populate the required fields for the order. 

Then, on the Resource List tab right click on the line beneath where it says Default Resource List 

and select “Uncheck All”. This will de-select all of the chairs. Now, select the chair that the 

patient will be scheduled into. Once you have the chair selected, click OK. 
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15. Select the “Recur” button to the right of the Work in Progress window. 

 
 

16. The Recur window will launch. 

On this window, we will select the days of the week the patient is to be scheduled, the start 

date (keep in mind you have scheduled their first visit already), and the end date. 

When you are done, select OK. 

 

 

 

 

 

 

 

 

 

 

 

 

 

17. The dates for the appointments will appear in the Work in Progress window. 

Select the “Suggest” button to the right of the Work in Progress window. 
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18. When the Suggest window appears, the appointments to be scheduled will appear on the top 

half of the screen. 

In the Appointment Time selection, adjust the Time Range to be the start time of the patients 

Dialysis. Then select “Suggest”. 

 

 

 

 

 

 

 

 

 

 

 

 

19. Once you click “Suggest”, on the right hand side the appointments will appear. 

You will see the dates listed in the series but all should have the same time and the same 

resource. 

Double click on the appointments to select, and click OK. 
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20. Once you click OK, all the appointments will appear on the schedule. 

Select the “Confirm” button to the right of the Work in Progress window. At this point, verify 

that all the information is correct. 

Select OK. All of the patients appointments are scheduled and will be under the Pre-Recurring 

encounter that was selected in the Person Search box 

 

 


