Instructions for Failed and Cancelled Appointments

In addition to documentation in the EHR, it is necessary to record each instance of Failed
or Cancelled Appointments on the Patient Card in AxiUm. All entries should be made as
soon as the patient’s appointment has changed.

Begin by opening the patient’s card.
Double click on the appointment the patient has canceled or failed.

SuEsc-riber # SuESE;IibB[ #

Emergency
Group Group Contact
Huolder Huolder
Cwva. Cwa. Manager
Alett | | | | | [ Oument | 530 | B0 | 90 >120 ]
Office | | | | 325.00 0.00 0.00 0.00 0,00
= [Pmt Plan | 0.00] 0.00| 0.00| 0.00] 0.00|
LSl ' ce | oo 0.00] 0.00] .00/ 0.00]
Custom I ERAN Nest Fee | N M How Due |
Pt Type [Ondergraduate Mest Appt 01712703 @ NewtR/C /& LastRAC |
Caode | Date | Tirne | Clinic | Provider # | Frovider | Status | Feazon
1HR 10/23/08 11:30a - 12:30p 07 Operative (Undergr... 5100033 Test D3, Ugds31 Deleted
1HR 11/19/08 4:00p - 5:00p 07 Operative (Undergr... 5100033 Test D3, Ugds31 Active
1HR 1216/08 4:.00p - 5:00p 07 Dperative [Undergr...  S100022 Test D3, Ugds3 Cancelled Cancelled
1.5HR 12/19/08 10:00a - 11:30a 07 Operative (Undergr... 5100032 Test D3, Ugds3 Failed
i1THR 12/19/08 11:00a - 12:00p 07 Operative [Undergr... 5100032 Test D3, Ugds3 Cancelled Cancelled |
1HR 12/19/08 EO0 Minutes 07 Operative (Undergr... | 5100032 Test D3, Ugds3 Deleted
1HR 12/3/08 300z - 10:00a 07 Dperative [Undergr... 55555555 Jackson, Robbie Active
0.5HR 0112409 11:20a - 11:50a 07 Dperative [Undergr...  S100022 Test D3, Ugds3

Active \

Select the “GoTo” button from the pop up menu.
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Locate the Patient and time,
then right click on it.
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Important: If you cancel or
reschedule a patient be sure to
Unreserve the chair.

To do this navigate to Scheduler -> Chair. Find
the chair you scheduled. Right-click on it and
select ”"Unreserve Chair”.

Selecting “Fail” will
also present a
warning.
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When you return to the patient card you can see the Patient failed to show for the
12/31/08 appointment but he/she did call to cancel the 1/12/09 appointment.
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Accurate entry of this data allows AxiUm administrators to create reports for
optimizing patient accessibility to services. If you have questions or need assistance
please feel free to contact one of your AxiUm Administrators.




