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RSA SecurlD Token
Instructions

e Launch Internet Explorer 5.5

e In the Address box, type https://sgisc.cpmc.org to display the SecurID PASSCODE
request screen.
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SecurlD PASSCODE Request
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Uremame: | L

A y = e
PASSCODE: |

Send | Fesat

87 Donn LR

e Enter Username provided by CPMC, found on your request form in the box labeled, “User
Name: NT Username*

e Enter Passcode — the randomly generated number on your token display
e (lick Send
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Chapter 1: RSA SecurID Token Instructions
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First time users will be prompted to enter a PIN (Personal Identification Number), use at least
4 numeric digits. When your code is accepted, you will return to the SecurID PASSCODE

Request screen.
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SDE in the followang Gelds, then click the "Send” batton. I you make
U'rermame: r,'T_ll__
PASSCODE:
Send | Fesst
E:-ﬂ - R ——— = = ﬂ"Inrmqu . —

Enter your Username and your new PASSCODE (PIN plus the randomly generated number on
the token). Your Passcode from now on will be your PIN code plus the 6 numbers
displayed on your token.

If you are asked if you want Windows to remember your password, click “No” as your
PASSCODE will never be the same.
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SecurID Token Care and Use

Your new RSA SecurID token is part of a security system that protects CPMC and Sutter Health's
valuable information resources. For your own protection, as well as that of the system, always take the
following precautions:

e Never reveal your PIN to anyone. Do not write it down.

e Do not let anyone access the system under your identity
(i.e. Iog on with your PIN and code from your token).

e If you think someone has learned your PIN, contact the I'T Help Desk at 415-600-7000 or after
hours, the Sutter Health Help Desk at 916-733-3737 immediately.

e If your token is missing, contact the I'T Help Desk at 415-600-7000 or after hours, the Sutter
Health Help Desk at 916-733-3737 immediately.

e They will disable it so that it is useless to unauthorized users.

e Protect your token from physical abuse. Cracked or blackened LCDs. bent cases, damage by
liquid, etc. are not covered by the warranty.

Support Information

CPMC IT Help Desk - (415) 600-7000

Support is provided 24 hours/day, 7 days/week through the I'T Help Desk. Account access questions are
handled during business hours. If you have an account access question after hours, you may call it in and
it will be addressed on the next business day.
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OR Manager Web Access
User Manual

OR Manager Web Access enables you to view and print surgeon
schedules, as well as view Activity Reports for case bookings via the
Internet. As of July 2004, we have also included the ability to submit
online reservations to the scheduling office via the Internet.

In this Chapter

Topics in this chapter include:

* Running OR Manager Web Access
* Surgeon Schedule Workflow

e Activity Report

¢ Surgeon Schedule Report

* Patient Link

* Schedule Viewer

* Reserve Room
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Chapter 2: OR Manager Web Access - User Manual

Running OR Manager Web Access

This section tells you how to logon to OR Manager Web Access and
how to use the opening screen.

How TO: Logon to OR Manager Web Access
1. Start Microsoft Internet explorer.

2. In the Address Window, key in the Internet address (URL) of your
facility’s OR Manager Web Access application:

https://sgisc.cpmc.org

3. Press the ENTER key on you keyboard.

4. Follow the instructions in the document, “RSA SecurlD Token
Instructions” in Chapter 1 to access the OR Manager Web Access
application. After successful authentication through RSA SecurlD,

you will be prompted for your user ID and password for the OR
Manager Web Access application.

The OR Manager Web Access Login Screen comes up:

k. username: [N
,‘iCiS Web Access password: [N s 8.0 p ICIS

Please insert your usern

5.- Enter your Login ID and Password, and then click LOGIN.

CPMC “+* PICIS

OR Manager IntranetSite Lagoff

Welcome to Picis Web Access

Security Information x|

This page contains both secure and nonsecure
items.

Do you want to display the nonsecure items?

es Ho More Info

6. Click Yes.
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Chapter 2: OR Manager Web Access - User Manual

— The SGISC announcements appear:

OR Manager IntranetSite

IntranetSite

Welcome to the Surgery/GI Search our site <
Scheduling Center!

SGISC Announcements

Technical Support: Call CEMC IT Help Desk

For 24x7 technical support contact the CPMC IT Help Desk at 415-600-7000
Questions received after hours regarding user accounts and training will be logged

and addressed on the next business day.

Please direct questions regarding booked cases to the Surgery/GI Scheduling
Center during business hours at 415-300-4100

5. In the top menu bar, click OR Manager tab.

6. In the left hand margin click Surgeon Schedule to access Surgeon
Schedule Workflow which includes Activity Reports and Surgeon
Schedule Reports.

OR Manager IntranetSite

OR Manager

Technical Support: Call CPMC IT Help Desk
For 24x7 technical support contact the CPMC IT Help Desk at 415-600-7000,

 Surgeen schedule \alcome to the Surgery/GI Bearch our sre =
 Schedule Viewer . Schadyling Center!
5 Reserve Room
Help SGISC Announcements
b

Print

Questions received after hours regarding user accounts and training will be logged

and addressed on the next business day.

Please direct questions regarding booked cases to the Surgery/GI Scheduling
Center during business hours at 415-300-4100

Note: After 200 seconds of inactivity in the application, you will be
forced to re-authenticate to the application starting with the RSA
SecurID token authentication. This is critical for ensuring security
of patient information on the Internet.
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Chapter 2: OR Manager Web Access - User Manual

Surgeon Schedule Workflow

You use the Surgeon Schedule Workflow to view or print a report of
activity and bookings for surgeons you have access to.

Note: This topic assumes that you have already logged in to OR
Manager Web Access and selected Surgeon Schedule from

the main menu. If not, log in following the procedures in
Running OR Manager Web Access.

Opening Screen

The opening screen is where you enter or select the parameters for
your Surgeon Schedule Report:

SurgeonSchedule.SearchParameters
Select a Report
® Activity Report
[T Fiter by patient narme
© Surgeon Schedule
Select a Date Range

From Date: 06-01-2004
Thru Date: |06-30-2004

Select Surgeons
I™ Abel, Michael E. MD
™ Alpert, Bernard 5. MD
™ Anderson, Lesley 1. MD
™ Andrews, Brian T, MD
I Cox, Christopher V. MD
I™ Eskenazi, Loren B, MD

@ @

Select Al 0 of 11 surgeons selected
Select Statuses
I~ Active I~ Canceled I™ Requested I~ Reservation

Retrieve

1. Select a report:

— Activity Report. The Activity Report is booking audit trail
information by surgeon.

— Surgeon Schedule. The Surgeon Schedule displays daily
schedules for selected surgeons for the specified date ranges.
When you display the report, you also have the option of
clicking on the patient name to see more detailed information
about each operation in the schedule.

2. From Date and Thru ETTENON ~ (=002 - |
Date. Enter the range of Su Mo Tu e Th Frsa
dates for which you want 2 ) S S

10 12| 13| 14| 15[ 16
tO See Surgeons’ 17| 18| 19| 20| 21| 22| 23

24| 25| 26| 27| 28| 29| 30
schedules. You can also

select your date range
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Chapter 2: OR Manager Web Access - User Manual

from the Popup Calendars:

. Select one or more surgeons. Use mouse clicks to place check
marks in the boxes of the surgeons whose schedules you want to
see.

Note: The surgeon list includes only those surgeons that you are
authorized to access.

— SELECT ALL. Click to select all surgeons on the list.

— DESELECT ALL. (Toggles with SELECT ALL) Click to clear the
check marks from all selected surgeons.

. Select Statuses: Active; Cancel; Request. (Surgeon Schedule
Reports only) Select the status(es) of the bookings you want to see.

5. RETRIEVE. Click to produce your report.

6. (optional) If you chose the option to Filter by Patient Name for

Activity Report, an additional screen appears to use for selecting a
y Report, PP g
patient to whom to limit the report. You can only filter by one
patient at a time:

| b Surgeon Schedule - Activity Report(Patient Filter)

From Date: 01-11-2002
Thru Date: 08-01-2002
Surgeans: ¥ 28RONSON,SCOTT T, M.D. o
¥ £BEBE,DEIEME &, M.D..

[ 2BECUMAS,RICHARD C.R.M.A,

I ABELMAN,LESTER M. M.D, =

6 of 6 surgeons selected

Filter by patient:

See Activity Report or Surgeon Schedule Report on the following pages for
information on the report type you chose.

Note: 1f you are a secondary or assistant surgeon on a case booking,
you will also be able to view the Activity and Surgeon Schedule
Reports. Assistants will not be able to view the reports. In the
Surgeon Schedule Report the primary surgeon is listed on the report
summary screen by default. To view all secondary surgeons, click the
Patient Link and select Surgeons & Procedures.
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Activity Report

The Activity Report gives you information from the Booking Audit
Trail for all status updates made during the time period specified.

# Surgeon Schedule - Activity Report Results

When the Activity Report is first opened it displays the activity on all
campuses and for all statuses for the first physician on your list. Use

the:

* Physician dropdown list to change the surgeon whose activity you
are displaying.

Selection: 01-25-2002 through 01-01-2003

Physician Campus Status

AARONSON,5COTT T, M.D £ [ =] 2l - Retrieve

D Status Status Date Patient Procedure Date/Time ~ Procedure Location
01/25/2002 GECRGE,LOWELL 02/21/2002 MSM

52452 REARRANGE 14:29:45 b. 08/12/1948 945 BlopSY RMO3
01/25/2002 SHEA,ERIN 02/21/2002 Abdarninal Adrtic Aneurysm - really long MSM

62549 REARRANGE 10:20:47 b. 12/04/1370 desc RMO4
01/25/2002 coleman, walter 01/27/2002 MSh

62839 BOOKED e dd LI
01/31/2002 DRISCOLL KATIE 01/31/2002 MSM

62872 BOOKED e B b. 0872771989 R RIGHT KNEE ARTHROSCOPY =
02/05/2002 GALLANT,BABY 02/05/2002 Abscession of the Cortex Doppler MSM

72527 BOOKED 10:20:44 b. 1810 Extraction dan

e Campus dropdown list to show only activity for the selected
physician on a particular campus.

* Status dropdown list to show only a certain category of activity for

the selected physician.

After making a selection from the dropdown lists, you must click

RETRIEVE to refresh the screen with the new or filtered data.

Sorting the Report

By default, the Surgeon Activity Report is sorted by the first column,
ID. You can resort the report in ascending order on any column by

clicking on the column header.
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Status Definitions

Below is a list of definitions for each of the status levels displayed in
the Activity Report.

BOOKED - case booked; initial booking

CANCELED - case cancelled

CANREASCHANGED - case cancelled reason is changed
EDIT FORM DATA - user defined booking screens edited
EDITED - booking edited

(i.e. procedure, surgeon, user defined field)

FORM ACCT # UPD -

MOVED - case moved

PAT MOVED -

PATIENT MERGED - changed patient on booking or
case record

PRINTED - printed to paper in SGISC

PRINT PREVIEWED -

RE-FILED - moved/edited and refiled booking
REARRANGE - bookings rearranged on day

(i.e. time/room may have been moved)

REBOOKED - cancelled booking rebooked into same time
REQUEST - booking requested

RESERVATION - booking reservation completed via web
STD ACCT #UPD

SYNC ACCT# UPDA - updated via ADT interface
(usually involves patient demographic data)

VIEWED - booking viewed by scheduler in SGISC
WAITLIST -
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Surgeon Schedule Report

The Surgeon Schedule Report shows booking information for the
surgeons and date ranges you selected on the opening screen. The
report shows one surgeon at a time, starting with the first surgeon
you select. This picture shows part of a report for Dr. Aaronson in
condensed format:

€3 Surgeon Schedule

Schedule for

Selection: 01-11-2002 through 08-01-2002

SetupProc. TrdwnEnd Patient Surgeon Procedure Room status
‘Dale: 01-14-2002 ‘
RAMONDI, AMY

1945 1945 2045 2045 AARONSON,SCOTT T, M.D. AAAA - AAAA PHLRMOZ2 &
‘Dale: 01-15-2002 ‘

MACREADY, R.J.

0245 0245 0315 0315 AARONSON,SCOTT T, M.D. AFAS - Abdominal Fuceric Antrimine Section PHLRMOZ2 &
‘Dale: 01-16-2002 ‘

TARLIN, MARIE

1530 1530 1630 1640 AAROMSON,SCOTT T. M.D. COLECT - Colectomy RMO1 A

To select another surgeon, click on the down arrow button next to
the Schedule for box and highlight the surgeon in the list.

The Surgeon Schedule Report has a number of columns, which are
described from left to right:

e Setup. The starting time for setting up the OR for the procedure.
* Proc. The starting time for the procedure.

e Trdwn. The starting time for tearing down the OR setup.

* End. The ending time for the teardown. This is also the end of the
total time allocated for the procedure.

e Patient. Patient’s name. Click hypertext link for more information.
See Patient ink below.

e Surgeon. The surgeon who is performing the operation.
* Procedure. Mnemonic and description of procedure.
* Room. The operating room in which the procedure is performed.
* Status. Booking Status:
A = Active
C = Cancelled
R = Requested (not used at CPMC at this time)

V = Reservation (all web reservations)
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Patient Link

Patient E

From the Surgeon Schedule Report you can click on any patient’s name

to get a menu offering more information about the patient and/or
procedure:

When the menu appears, you can click on any entry to see more details
about the patient and surgery:

* Surgeons & Procedures
* Equipment & Resources
* Patient Details

* Booking Details

*  Summary

Surgeons &
Procedures

Gives surgeon and procedure detail as well as start times, durations,
etc., from the medSURG Booking Screen.

€8 Surgeon Schedule

Surgeons and Procedures

01-14-2002 Monday PHLROOM

start surgeon Procedure
5 AARONSOM,SCOTT
T. M.D.

Minutes Site Paosition Assistants
AAAA-AALL 60

Run Date: Thu Mov 14 18:47:03 EST 2002
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Equipment &
Resources

Gives equipment and resources detail from the medSURG Booking
Screen.

€8 Surgeon Schedule

Equipment and Resources
01-21-2002 Monday Operating Room no.12
Equipment: 1 Orthopedic Bone Saw

Resources: 1 CIRCULATING NURSE.

Run Date: Thu Nov 14 19:07:27 EST 2002

Patient Details

Gives details from patient user defined screens on the Patient Tab of
the medSURG Booking Screen. Note that the layout is the same as
the corresponding user defined screens.

Patient Details

Patient: ROBINS, CHRISTINE
Demographic Data

Date of Birth: [10-04-107%ge: [26 Sex: [M Employer — |
Address: [34 ORANGE ROAD
[

City: [BRLINGTON HEIGHTS State: [Ma Zip: [02175  Patient's S5N: [000-00-0000
Home Phone: [(617) 525-1212 Other Phane: |

Patient Weight (los) Allergicto latex? [N
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Booking Details

Gives details from booking user defined screens on the Patient Tab
of the medSURG Booking Screen. Note that the layout is the same as
the corresponding user defined screens.

01-21-2002

Monday Jay's Test

Booking Data

Reasan forvisit |
Is anesthesia neaded?

Anesthesia Typs

Patient Location:

——
Patient/Bed Type (phtype)

Bookingwas entered by |
Called in by |
Calledinon: [~ at]

SecondayProcs: [

Page 01 Anoking Dot

Summary

Give surgeon and procedure summary information, including patient

name, procedure start and end times, as the end of the teardown time
and the booking status.

8 Surgeon Schedule

Booking Summary: 01-20-2002 1415 Status: C
01-20-2002

sunday SEAN #1

Patient: LEMMER, TERESA

Setup Start Procedure Start Procedure End Teardown End
1415 15 1530 1545

start Surgeon Procedure Minutes Site Position Assistants

1418 AARONSONSCOTT ¢ pcromioplasty &0

T MD.

Run Date:  Thu Now 14 19:29:05 EST 2002
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Schedule Viewer

The Schedule Viewer allows you to view the schedule for surgery
rooms for which you have access. The grid provided is a way for you
to quickly qualify which rooms have availability before you submit an
online web reservation or contact the scheduling office.

Date and Time Range - To query the grid, you must select a date
range by clicking on the calendar for the start of the date range. To
query successive days, use the up arrow to specify how many days
from the start date you want returned. In the example below, we
have selected July 28th as the start date and for three successive days.
To double check, look at the grayed out boxes for “From Date” and
“Thru Date.” Below these boxes, you may specify the time range to
be displayed. In this example, we will return 7 am — 6 pm.

Room Selection - Select the room by individually clicking on the
checkboxes next to each room. For faster selection of multiple
rooms, you may use the Select/Deselect All button or the Room
Group, Facility Group drop-downs in the bottom right part of the
screen. Remember that you are restricted to returning 40 columns in
the grid. The number of columns to be returned is calculated as the
number of days multiplied by number of rooms. In the example
below we will return 15 columns (3 days x 5 rooms).

Click Retrieve button, but note, just above the Retrieve button, the text
indicating the window of time for which reservations will be taken.

ScheduleViewer.SearchParameters

Room Listing
Wik | Sun Mon Tue Wed Thu Fri Sat W CWOL(WEST)
20 3% 2 ¥ CWO2(WEST)
28 5 & 7 8 9 10
29 12 13 14 15 [18] 17 ¥ CWO3(WEST)
30 19 20 21 22 23 2¢ ¥ CWO4(WEST)
N 26 27 (28 29 30 31
) ¥ CWOS(WEST)
Today is Fri, 16 Jul 2004 R
Days EE S ) S of 24 rooms selected
From Date: l:l Room Group: [Select a Room Group El
Thru Date: l:l Faclity Group: [seiect & Facity E
Start Time: 0700 - Grid Height: 13px =
End Time: 1800 -

The earliest date to reserve a room is: 7/21/2004 10:26:29 AM
The latest date to reserve a room is: 8/30,2004 10:26:29 AM

Retrieve
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There is a great deal of data being returned when you query the
Schedule Viewer — please be patient. Queries may take between 10
and 20 seconds. While you are waiting, the screen will display the
system’s progress in returning your results.

ScheduleViewer.ViewerR esults

Cw01 | Cwioz | W03 I Cwio4 I Cwos I CW0L | cwio2 | Cwo3 | Cy04 | W05
20040728 | 20040728 | 20040728 | 20040728 | 20040728 | 200407-29 | 20040729 | 200407-29 | 2004-07-28 | 2004-07-

0705 Progression: 41%

0715 | Step Time
0700 | Ster #10%:Begin: Gnid Retrizval.. 7/16/2004 10:39:28 AM
[0725 | Step #20%:Begin: Initializing Grid Chiect., 7/16/2004 10:39:32 AM
[Cooo| Step #30%:End: ing Grid Object. F/16/2004 10:39:33 AM
Step #40%:Begini Populating Grid Tables... 7/16/2004 10:39:33 AM

The results will be displayed in the grid with the following colors:
*  Red = unavailable time
*  Black = open time available for scheduling

Blue (restricted) = block time for another surgeon

* Blue (surgeon last name) = your block time

Gray = your booking with basic patient information

ScheduleViewer.ViewerR esults

CWo1 | CW02
20040728 | 20040728

w03
2004-07-28

Cwo4
2004-07-28

CWOS | CW01
20040728 | 20040723

cwoz | w03 | CWD4 CWOS
20040729 | 20040728 | 20040729 2004-07-

0720 | I == - I <= rastrictad —
o | rasbictad - I - rastictad —
o racunetad rastriiad I <= e e —
B resticted I -~ N ... restriciad —
EZE = rastictad I - <= I ... e -
|50 o=y hasbiciad I ...  \ere e —
(0800 frectricted restricted nesligizd restrictad vastricted
IO |revicted e .o I |
restricted restricted rastricted iR
BB15 | restrictad — — —
gz |restricted P I e SIS |
rasuictad g — I i restictad —
DB25 | smated resticted T ke I raswicied —
EETH iy resbictad < [ faew restricted —
0535 | o terad rasbictad [ I - rastictad —
0540 | rartetad rastriiad I - = [ p P E—
D55 | rectnctod resticted I - I ... e —
rastictad I - <= I ... e —
0950 |restricted
e Fasbicied I .. e e —
e haswictad I ... - T ey Seree —
500 hastictad | e L S —
ot ]  eew e |
(oot S L e | e rastriciad —
oented [T Ieced el S
Tl Hs S et idhed i
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Reserve Room

You may only reserve a room from the grid and it may only be in
open time (black) or your block (blue with surgeon’s name). To start
the reservation:

Move the mouse to show the room, date and time window.
When you find the start time yon want click once

CWO4 | WS | CWOL
2004-07-28 | 20040728 | 2004-07-20

WL | W2 | CWO3
2004-07-28 | 20040728 | 2004-07-28

CWozZ | W3 | CWO4 | WIS
20040720 | 2004-07-20 20040720 | 2004-07-

e | [ —
e restricted I =t I ' : o« I -<ric= —
ke restricted I = = ..., .. D < i < ractictad —
ek rastictad I = += I ... i s —
ek restrctad [ pe i o —
= ot I - = : i —
ey restricted restm:ted (e, T
restricted it [t I e —
i ] e I io"r=or/b s = pestricted —
5 restricted restricted = restrictad restrictad
restricted I oo —
restricted pacticiad - = [ [EneeEeRE ek s —
resticted oD I I - =or/ .5 - =< —
rastictad et I I ' -/ - [ << resticted —
0330 |, e restricted e - <o =i vestricted —
0535 | e riciad reshicted - I oo - = restricted —
0340 | restricted restricted I = ticte | I -t restrictad I
D545 | vastrictad restrcted I - | et | oo e —
i restricted [ pe - ... restrictad _—
0950 | restricted j.johnson/d. b,
0BS5S fresiiced e P D Boel
g |restricted restricted e ek n=anddib: restrictad rastrictad
d restrictad I .. = | I = db - EEE vestrictad [ |
DS | =erise D == e —
rasiriiad e - - Emmsen BRE e —
D0 esmices e T N cteov/dt U0 e
0915 wonchricbod rastrickad = " . " b
. 3

Click “Reserve This Time Slot” to reveal the reservation form.

W

[ 01 [ owoz | cwos CWI
| 20040728 | 20040728 | 2004-07-28

W02 [ cwaos I cwo4
20040720 | 2004-07-20 2004-07-29 2004-07-

]

CWvi4
2004-07-28

CW0S [ cwol
2004-07-28 | 2004-07-29

E— e — restrcted =
e ciicted restrcted I =i+ ¢ [ Iyww—— restricted —
restricted restrctad == I St —
i restrctad I - i< I restictad —
ot rectricted I - i< I restriciad —
e rastrcted - - I - e —
e restrictad I - ict=d 2 A e e =
I I
(OE0D estricn  eeed et o b e pestived
pestricied e I ... o restricted pestricted —
pestricted S I - EE s e —
giic Ene I L e e —
restricted astristad - B [ (e o e _—
restricted e I I ' <o .b.< restrictad restrictad —
restictad i T el [ [ restrctad restictad —
0330 rastrickad restricted d 4
fem - I /..« restrcee resbicte —
0535 | e tricted e T o [ ohnson/d.bus restrcted restrcted —
0340 | restricted e | lljohnsor/dibes restricted restricted I
D545 | restr restricted I < i ¢ s esticted —
restricted » i.johnsan/d.b.s
i restricted I -+ o Gt —
0950 | restricted s s ijohnson/d.b.s
1555 [resiitad B - I 1= b el = —
oo [[Sce s E c B TR e |
Do |restricted e e T R T T — |
[po1n |resticted e I — Eeld e —
g i I I "=V b restrided e &
g 3
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Select Surgeon - Start by clicking the down arrow next to the
Surgeon to reveal the surgeon list. Search the surgeon list by
mnemonic or name and entering in the search criteria in the search
box. The criteria you enter in the search field will search against
whichever field is highlighted. The example below indicates that the
letters “An” will search against the mnemonic field.

ReserveRoom.SurgeonsProcedures
| L]

e

Birthdate:
Date:™* Sex:
To choose a procedure, select a surgeon/procedure/duration combination and clidk the
<4dd Procedure> button, Order Surgeon Procedure Total Time
Surgeon:® - Duration:* o 4___Room: UM AAESTY
Procedure:* -
Assistant 1: ivoe
. . Surgeon SBEMI Abel, Michael E. MD
asistanto: 7 Surgeon ALPBE Alpert, Bermard S, MD
Comment: Surgeon ANDLE Anderson, Lesley 3. MD
Surgeon AMNDER Andrews, Brian T, MD
Surgeon COXCH Caox, Christopher %, MD
Surgeon ESKLO Eskenazi, Loren B. MD
L Surgeon HIRDE Hirabayashi, Dean R. MD
Add Procedure Surgeon JOSGR Jossart, Gregg H. MD
Surgeon KINGA Kind, Gabriel M. MD
Anesthesia Type: Surgeon RABID Rabkin, John M, MD
Diagnosis: Surgeon RABRO Rabkin, Robert &, MD
Comment:

*Denotes required field

Next

Select Procedure - Click the down arrow next to the procedure field
to reveal the procedure list. Search the list by procedure mnemonic
or description and entering in the search criteria in the search box.
The criteria you enter in the search field will search against whichever
field is highlighted. The example below indicates that the letters
“arthr” will search against the description field.

ReserveRoom.SurgeonsProcedures
A I | Birthdate:

To choose a procedure, select a surgeon/procedure/duration comhbination and click the

<&dd Procedures button, Order Surgeon Procedure Total Time
Surgeon:® ANDLE - Duration* |p ]|s Room: CWOS(MEST)
Procedure:* - Setun: 1 Book Date: e
Assistant 1: -
Assistant 2: - rocedure Long
Description
Comment: BCL Arthroscopy, Knee Repair =]
ACL
ACLOP Arthrotomy, knee ACL
ADNOID Adenoidectormy
ADREN Adrenalectomy
Sid Droceduce ALABD Lipsctomy, SAL Thigh / Bu
. tock / sbdomen
Anesthesia Type: AMPARI Amputation, Arm Hand
Diagnosis: AMPDIG Amputation, Fingers
AMPET Amputation, Foot
AMPLEG Amputation, Leg
AMPTOE Amputation, Tos

Comment:

*Denotes required field

Next
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Note that after selecting the procedure the default duration, setup
and teardown times are returned (in minutes). Click Add Procedure
button to add that procedure to the reservation summary on the right
side of the screen. Repeat the Select Surgeon, Select Procedure steps
for multiple procedures in a reservation.

ReserveRoom.SurgeonsProcedures
ks | - Birthdate:

To choose a procedure, select a surgeon/procedure/duration combination and click the

<4dd Procedure= button, Order Surgeon Procedure Total Time
Surgeomn:* ANDLE I Duration:* [150 |2 1 AMDLE ACL 150 4 (%
Procedure:* ACL <  Setup: Room: CWOS(AWEST)
Assistant 1: - Teardown: Book Date: (U2 any
. Setup Time: 0730
Assistant 2: - Start Time: 0740
Comment: Teardown Time: 1010
End Time: 1020
Anesthesia Type: General snesthetic
Diagnosis:
Add Procedure Comments:
Anesthesia Type: General Anesthetic 4 Status: Reservation
Diagnosis:
Comment:

*Denotes required field

Next

In the Reservation Summary you may view the procedure summary by
clicking on the procedure number which is highlighted in blue and
underlined. The procedure summary window will pop up as in the
example below.

ReserveRoom.SurgeonsProcedures

Room:* Reservation Summary
T Patient Name:

Jimes Birthdate:

To choose a procedure, select a surgeon/procedure/duration combination and click the

<&dd Procedures button, Order Surgeon Procedure Total Time
Eurgeon:*.* ANDLE - D"'"at'.°"’* 150 [+ L Procedure Summary =L 9%
rocedure: AL = Setup: RO prder: i
Assistant 1: »  Teardown: SE: Surgeon: AMDLE
Assistant 2: & Stz Procedure: Arthroscopy, Knee Repair
Comment; U= e
En¢ Duration: 150
Setup: 10
Dig Teardown: 10
Add Procedure Ccop Asst 1
Asst 2:
Anesthesia Type: General Anesthetic 2 Stz Comment:
Diagnosis:
Comment:

*Denotes required field
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If you wish to edit or delete a procedure which you have already
added you may do so in the Reservation Summary section. Click the
X button once to delete a procedure from the reservation. Click the
pencil to edit the procedure in the same section of the form where
you added the procedure initially. Don’t forget to click Add
Procedure after you have edited it.

ReserveRoom.SurgeonsProcedures

Room:* Reservation Summary
Time:* Patient Name:

Birthdate:
Date:* Sex:
To choose a procedure, select a surgeon/procedure/duration combination and click the
<Add Procedure= button. Order Surgeon Procedure Total Time
Surgeon:® IANOLE = Duration:® 150 |2 1 ANDLE ACL 150 & (%
Procedure:* lacL - Setup: Room: COSOAEST) =
Assistant 1: -  Teardown: Book Date: 07-28-2004
s Setup Time: 0730
Assistant 2; - start Time: 0740
Comment: Teardown Time: 1010
End Time: 1020
Anesthesia Type: General Anesthetic
Diagnosis:
Add Procedure Comments:
Anesthesia Type: General Anesthetic B Status: Reservation
Diagnosis:
Comment:

*Denotes required field

If the Reservation will have an Assistant Surgeon, click the down
arrow next to the Assistant boxes to reveal the surgeon list. Search
the list the same way as you did when selecting the surgeon.

ReserveRoom.SurgeonsProcedures

Room:™* Reservation Summary
Time:* Patient Name:

Birthdate:
To choose a procedure, select a surgenn/procedure/duration cormbination and click the
<Add Procedures button, Order Surgeon Procedure Total Time

Surgeon:* [AMDLE - Duration:™® 4 1 ANDLE ACL 150 & %
Procedure:* [acL - Setup: Room: CINDS(NEST)
Assistant 1: - Traedauna L Book Date: 07-28-2004
Assistant 2; —
lick for surgeon list [glgEy e e JVENE
Comment:
Surgeon AREMI Abel, Michael E. MD i
Surgeon LBREA Abrikosova, Natalia MD
Surgeon AHDRO Ahdoot, Roben WD
Surgeon AHLRI Ahlfeld, Richard 1. DDS
Add Procedure Surgean AIEY A, Everett MD
Surgeon ALBDA Alberts, Daniel F. DPM
Anesthesia Type: Surgeon ALLAR Allen, Arthr W, MWD
Diagnosis: ————————————Surgeon ALLGE allman, George W, MD
9 " Surgeon ALPBE Alpert, Bernard 5. MD
Surgeon ANAPE Anastassiou, Peter T, MD
Surgeon AMNDLE Anderson, Lesley 3, MD
Surgeon ANDBR Andrews, Brian T. MD =
s roran [ S Y
Comment:

*Denotes required fizld
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The comments section under Assistants is used to indicate comments
related to the procedures to be performed (eg. site/side of surgery).
Select Anesthesia Type from drop-down box and type in diagnosis if
applicable as well as any other comments for the overall reservation
at the bottom comments box. Use this comments box for any special
messages to be conveyed to the scheduling office.

ReserveRoom.SurgeonsProcedures

Room:* Reservation Summary
—— Patient Name:

i Birthdate:

To choose a procedure, select & surgeon/procedure/duration combination and click the

<Add Procedure: button, Order Surgeon Procedure Total Time
Surgeorn:* ANDLE - Duration:* (150 |¢ 1 ANDLE ACL 150 2 %
Procedure:* ACL <  Setup: Room: CWOS(WEST)
Assistant 1: -  Teardown: ReE o Mg 22 0
R Setup Time: 0730
Assistant 2: - Start Time: 0740
Comment: : Teardown Time: 1010
ACL tear; left knes Ein N
Anesthesia Type: General snesthetic
Diagnosis:
Add Procedure Comments:
Anesthesia Type: General Anesthetic 5 Status: Reservation
Diagnosis: Tear of the knee during sking accident
Comment: [Other comments to give to the scheduling
loffice to help thern with the booking|
*Denotes required fizld

Select Patient — After clicking Next on the Surgeons/Procedures
page, the Patient Selection screen will be displayed.

Search patient - Enter any combination of last name, first name, DOB
or SSN to search for the patient. Clicking MRI Search button will
search against the hospital’s registrations. Clicking Patient Search
will search against the surgery scheduling database. Select the patient
you desire and click Next to go to the Reservation Summary. If you
cannot find the patient you want, click Add Patient.

ReserveRoom.PatientSelection

To find & patient, enter a Last Narne, First Mame, and then either DOB, SSN, or Unit Reservation Summary
Murnber and click the <Search> button Patient Name:

Search Type:

Order Surgeon Procedure Total Time
& 005
7k ANDLE ACL 150
2o Room: CIADS
© Unit Murmber (05-21-1977 (rm-debyyyy) Book Date: O7-28-2004
Patient Search MRI Search Setup Time: 0730
Start Time: 0740
Teardown Time: 1010
Search Results Entiiie 1020
Last Name First Name 85N DOB Unit
& SMITH ADAM 316900202 05-21-1977 06217039 Anesthesia Type: a
Diagnosis: Tear of e knee during skiing accident
Comments: Other comments to give to the scheduling

office to help them with the booking

Status: Reservation

Add Patient Previous Next
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Add Patient — To add a patient you must include the last name, first
name, DOB and sex. SSN is optional. Once you’ve input the entire
data click Next to go to the Reservation Summary.

ReserveRoom.PatientEdit

To add/edit patient demographics, enter data below and click the <Next> button Reservation Summary
Last Name: [Vercruysse \ Patient Name:
First Name: Edward ‘ gg:!ldate:
DOB: 08-18-1971] mirm-cd-yyyy
Sex: Male - Order Surgeon Procedure Total Time
SSN: 123456789 (ono0s000) 5 ANDLE Ac 150
Room: CWwi03
Book Date: 07-26-2004
Setup Time: 0730
Start Time: 0740
Teardown Time: 1010
End Time: 1020
Anesthesia Type: g
Diagnosis: Tear of the knee during skiing accident
Comments: Other comments 1o give to the scheduling

office 1o help them with the booking

Status: Reservation

Previous Next

Complete details of everything you entered in your Reservation are
summarized for final review before submission. Click Finish to
complete your reservation.

ReserveRoom.Reserve
Reservation Summary

Patient Name: Yercruysse, Edward
Birthdate: 1971-08-18
Sex: M
Order Surgeon Procedure Asst 1 Asst 2 Duration Setup Teardown Comment
1 ANDLE ACL 150 10 10
Room: CWOS
Book Date: 07-28-2004
Setup Time: 0730
Start Time: 0740
Teardown Time: 1010
End Time: 1020
Anesthesia Type: 8
Diagnosis: Tear of the knee during sking accident
Comments: Other comments o give to the scheduling

office to help therm with the booking
Status: Reservation

Previous Finish

Once the Reservation is finalized, you will receive the following
message and a unique booking ID to be used in referencing the case
both on the web and when calling the scheduling office.

ReserveRoom.Confirmation
Reservation Summary
Refer to bocking# when checking the status of your reservation with the SGISC or web site. Reservations will be processed within 2 hours. If there iz a problem you
wil be contacted.
Book Urn: 93985

This page will redirect to the Schedule Viewer in 9 seconds.

Click here for Schedule Viewer
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After 10 seconds the system will regenerate the grid with your new
reservation in gray. By going to Surgeon Schedule you may view your
new reservation on your surgeon’s personal surgeon schedule or in
the Activity Report.
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From the grid, remember that you can view the details of the booking
by clicking on the reservation to review the Patient Link menu.
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