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axiUm Cheat Sheet for Undergraduate Appointment Scheduling

STEP 1 - OPEN SCHEDULER TO FIND AN AVAILABLE APPOINTMENT 

· click the ‘Scheduler’ icon 

· the Scheduler opens in ‘Chair’ mode, displaying boxes representing booked and available appointments 

· if necessary, click the ‘Book’ icon in the upper right to change GP/Clinic

· click the plus (+) and minus (-) symbols surrounding 1 Day, 1 Week,  1 Month, and 
6 Month to navigate to the desired date

· click 1:00p in lower left corner, or 2:00p in upper right corner to switch am/pm session

· Blue box = booked appointment

· Green box = YOUR booked appointment

· White box without discipline stamp = no faculty coverage; appointment not available

· White box with discipline stamp = available appointment
· When you confirm that there is an appointment available with the appropriate discipline for the desired date & session, close the Scheduler and open the Rolodex
STEP 2 - MAKE AN APPOINTMENT REQUEST

· select the patient to the Active Pad on the Rolodex

· right click on the patient’s name and click Appt Request
· in the New Appointment Request window, select the Clinic (usually your home GP)

· select the Instructor’s name 

· enter the Date of the requested appointment

· enter the Session (am/pm) and Time
· enter the  Type (i.e., length) of appointment (defaults to 3 hrs. for students)

· enter the grading Discipline
· fill in the Reason field: 

- enter the ‘chair stamp’

- enter the specific treatment to be performed

- for Competency procedures, also enter ‘Competency’ in the Reason field 

- for Treatment Planning visits, enter ‘TXP’ in the Reason field

· type a Note to the receptionist (optional)

· leave the Appt. Status field blank
· click the Tx Plan button to select the treatment(s) to be performed [In the Appointment Treatments window, all previously entered approved planned procedures appear in the left pane; highlight the treatment(s) to be performed, then click arrow to move treatment(s) to the pane on the right; click ‘Close’; the instrument kit(s) corresponding to the selected treatment(s) will now be ordered automatically]
· click Accept to submit the request to the front desk

STEP 3 – FRONT DESK BOOKS THE APPOINTMENT

· Appointment Requests are date & time stamped when submitted

· Receptionists will book appointments in the order that the requests were submitted

· The receptionist will notify you via an Appointment Note if there is any problem booking the appointment [YOU WILL NOT BE NOTIFIED VIA THE AXIUM MESSENGER]
STEP 4 – CONFIRM/CHECK APPOINTMENT STATUS

· open the Personal Planner and select the Appointments tab

· enter the date range, then click on the Magnifying Glass icon to search

· type = Active indicates appointment has been booked

· type = Requested indicates appointment has NOT YET been booked or COULD NOT be booked  [Double click to open Appointment Request window and view Appointment Note (if any) from receptionist explaining why the appointment could not be booked]
[image: image1.wmf]APPOINTMENT REQUESTS 

 

DISCIPLINE to CHAIR STAMP mapping

 

 

 

In the 

INSTRUCTOR

 field, 

ALWAYS specify the instructor

.

 

 

In the 

REASON

 field, enter the 

CHAIR STAMP

 and specify ‘

TXP

’ 

and/or

 

‘

Competency

’ 

and/or

 the 

specific procedure

 to be performed.

 

 

 

 

 

 

 

 

 

Appt

. Type

 

 

Clinic

 

Discipline

 

Chair Stamp  

 

          Reason  

 

 

Endo

 

 

 

GPA

 

 

EN

 

 

 

EN

 

 

Operative

 

 

GP1

-

4

 

OP

 

 

 

OP

 

 

Prosth

 

 

 

GP1

-

4

 

FX or RM

 

 

PR

 

 

Prosth Clerkship

 

GPA

 

 

FX or RM

 

 

PRCL

 

 

 

 

enter:

 

 

Perio/TXP

 

 

GP1

-

4

 

PE

 

 

 

PE/TXP

 

 

 

Chair Stamp

 

 

Perio

 

 

 

GP1

-

4

 

PE

 

 

 

PE

 

 

 

 

pl

us

 

 

Perio Clerkship

 

 

GPB

 

 

PE

 

 

 

PECL

 

 

 

 

‘

TXP

’

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Perio Clerk Surg

 

GPB

 

 

PE

 

 

 

PECLS

 

 

 

and/or

 

 

Perio Clerk Yr4

 

 

GPB

 

 

PE

 

 

 

PECL4

 

 

 

‘

Competency

’

 

 

Manager/TXP

 

 

GP1

-

4

 

 

 

 

MG/TXP

 

 

 

and/or

 

 

Manager

 

 

 

GP1

-

4

 

 

 

 

MG

 

 

 

 

procedure

 

 

Pedo w/TXP

 

 

GPB

 

 

PD

 

 

 

PD/TXP

 

 

Pedo

 

 

 

GPB

 

 

PD

 

 

 

PD

 

 

Hygiene

 

 

 

GP1

-

4

 

HYG

 

 

 

HYG

 

 


� EMBED Word.Document.8 \s ���








[image: image2.wmf]APPOINTMENT REQUESTS 

 

DISCIPLINE to CHAIR STAMP mapping

 

 

 

In the 

INSTRUCTOR

 field, 

ALWAYS specify the instructor

.

 

 

In the 

REASON

 field, enter the 

CHAIR STAMP

 and specify ‘

TXP

’ 

and/or

 

‘

Competency

’ 

and/or

 the 

specific procedure

 to be performed.

 

 

 

 

 

 

 

 

 

Appt

. Type

 

 

Clinic

 

Discipline

 

Chair Stamp  

 

          Reason  

 

 

Endo

 

 

 

GPA

 

 

EN

 

 

 

EN

 

 

Operative

 

 

GP1

-

4

 

OP

 

 

 

OP

 

 

Prosth

 

 

 

GP1

-

4

 

FX or RM

 

 

PR

 

 

Prosth Clerkship

 

GPA

 

 

FX or RM

 

 

PRCL

 

 

 

 

enter:

 

 

Perio/TXP

 

 

GP1

-

4

 

PE

 

 

 

PE/TXP

 

 

 

Chair Stamp

 

 

Perio

 

 

 

GP1

-

4

 

PE

 

 

 

PE

 

 

 

 

pl

us

 

 

Perio Clerkship

 

 

GPB

 

 

PE

 

 

 

PECL

 

 

 

 

‘

TXP

’

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Perio Clerk Surg

 

GPB

 

 

PE

 

 

 

PECLS

 

 

 

and/or

 

 

Perio Clerk Yr4

 

 

GPB

 

 

PE

 

 

 

PECL4

 

 

 

‘

Competency

’

 

 

Manager/TXP

 

 

GP1

-

4

 

 

 

 

MG/TXP

 

 

 

and/or

 

 

Manager

 

 

 

GP1

-

4

 

 

 

 

MG

 

 

 

 

procedure

 

 

Pedo w/TXP

 

 

GPB

 

 

PD

 

 

 

PD/TXP

 

 

Pedo

 

 

 

GPB

 

 

PD

 

 

 

PD

 

 

Hygiene

 

 

 

GP1

-

4

 

HYG

 

 

 

HYG

 

 

_1130215536.doc
APPOINTMENT REQUESTS 


DISCIPLINE to CHAIR STAMP mapping


In the INSTRUCTOR field, ALWAYS specify the instructor.


In the REASON field, enter the CHAIR STAMP and specify ‘TXP’ and/or ‘Competency’ and/or the specific procedure to be performed.
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