HOW TO: SEND INCLEMENT WEATHER or RESCHEDULED

tsihealthcare.

APPOINTMENT NOTIFICATIONS

Step A: Verify your inclement weather message script

o 1la. Log into www.healthwaveconnect.com
o 2a. Click on the “Messages” tab

HEALTHWAVE

HISTORY SETTINGS MESSAGES EXCLUDE ADMIN

o 3a. Select the “Phone” radio button and then “Weather” OR “Rescheduled” from the message drop
down list

Messages
seripts [NEW]
Display Select a message
O Text Appointments Machine -
O Ermail Appointmants Machine

Appointmants Person
TTRO

Click a phrase to select, play, or & 1181
I Waeaather I

o NOTE: If you have more than one “Weather” or “Rescheduled” message in your job drop down please
be sure to review the scripts for all Weather or Rescheduled jobs (i.e. “Weather Person” vs “Weather
Machine” or “Rescheduled Person” vs “Rescheduled Machine”)

o 4a. Edit the phone message script and then click the green “Save Changes” button
o If you make many edits to the script you can preview the message to the right to ensure the
message will read correctly
= Please ensure your speakers are turned up so that you can hear the message
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Messages
Scripts =1 values
Display. @ Phone Select a message:
O Text Weather -

. O Email
Step B: Verify the
SettingS Click a phrase to select, play, or edit: m

. Hello. This is Arthritis and Rheumatism Associates calling. Due to inclement weather,
O 1b NaVIgate the office will be closed tomorrow. Please call on the next business day to reschedule

to “Settings” in
Connect

from “Messages”
HealthWave

® Unrecorded ™ Text-To-Speech

HEALTHWAVE

o 2b. Select “Weather” or “Rescheduled” from the job drop-down list
o 3b. Verify the call window starts when you want to send the calls to start and ends late enough. If it

doesn’t adjust the time frame accordingly for the day of the week you are sending the calls out.
o 4b. Select “Save Changes”

Settings
Selecta job
Weather - SAVE CHANGES
Phone Job
Calls gllowed on: # Mon * Tue * Wed # Thu # Fri Sat sun
From:  O7:30AM|=  OT30AM|= 07:30AM = 0730AM =  07:30AM =
Until:  0B:30PM| 2 08:30PM|S  08:30FPM 5 0830PME  08:30PM |3
Jobr will end: after 1 day -

Caller ID to display:  (800) 354-4205

Step C: Generate the file of patients who need to be contacted.

o 1c. Login to your TSI Cloud Website
o 2c. Click on the IVRU icon shortcut

Ivr Utility




HOW TO: SEND INCLEMENT WEATHER or RESCHEDULED

tsihealthcare.

APPOINTMENT NOTIFICATIONS

o 3c. Log-on with NextGen Username and Password
o 4c. Select “Export Definitions” in the top menu

& LNCeractive yoice Kesponse nlity

- J—
25 25 e
@B L HK|w | o &
TR Netfier Fapot Tmpart Frpart Tmpoet File R
Dashboard Holicays History  History efinitions  [Pefinitions Defiritions  Tnstallations
Maintenance Adtivties Defined Tranginssions Admin Ondy

:ﬁ IVR Dashboard
Y/ Provides a single location to monitor currnt processes! € status of depencen systems.

o 5c. Select the “Inclement Weather” export definition and then click “Run this export”
o If you need to send the “Rescheduled” export definition out instead then go to Step 6¢

\, . Export Definitions
%=  Control how IVRU creates the data that drives the Automated Phone System.

LIST OF EXPORT DEFINITIONS
- . Daily Appt Reminder
0 nesivr_daily_spprsta

ENABLED Friendly Name:  Inclement Weather

Description:

Folder: \tsifs1\Phonetree\CFP\,
Filename: nes_ivr_weather_appts.txt

Data Format: | IVR Appointment Reminder v. 12

o 6c. For the “Rescheduled” definition follow these instructions prior to step 7c
o If you only need to send the calls out for certain providers follow the steps below, if you plan to
send the reschedule calls out for all appointments on a specific day proceed to step 7c
o Select the Filter Groups option
o Highlight the filter group to be modified
o Click Edit Group

Scheduling Custom 501 Filter Groups

FILTER GROUPS

Filter Group Name  Days From Today Including
DECVARSAppt O Weekdays (M - F) 1. '\
V

b

Select Filter Action dropdown list and choose “Include Records that have the following criteria”
Select Column dropdown list and choose “resource_desc”

Leave Filter Type as =

Select the checkbox by the provider that needs appointment rescheduled job run

O O O O



HOW TO: SEND INCLEMENT WEATHER or RESCHEDULED

tsihealthcare.

APPOINTMENT NOTIFICATIONS

o Click Save Changes
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guration: Export Filter Group P = 8|

.| Configuration: Export Filter Grouping

Allows users to define Filters used to include or exclude Patients from Expart pracess.

FILTER GROUP DETAILS
Group Name: | DECVA RS Appt Return Data: 0 days from today

~|  Practice Holiday Schedule: ~| (i applicable)  View Holigays

FILTER DETAILS

Schedule: | Weekdays (M - F)

COLUMN FILTERS

B | Include Only Records That Match Criteria (All records if 'No Filters R Ao

[=|No Fiters Defined (0 filters)
=] | Then Exclude Records That Match Criteria

Column: resource_desc

Fiter Type: |

|| No Filters Defined (0 filters)

Filter Value(s):
™ | practice_id U |practice_name 1} |resource des{*
E | Replace Values Export To CSV
[ No Fiters Defined (0 fiters) S ™| coor Piedmont Ophthalm | Dr. Andy Rot|
4| ™| o001 Piedmant Ophthalm | Dr. Odom
_mperecsv_| ™ | ooot Piedmont Ophthalm | Duke Free P4
™| coor Diedmont Ophthalm | Dr. Susan Crg
™ [focor Piedmont Ophthalm | Dr. Rachel Rq
I~ | ooor Piedmant Ophthalm | Office Surge
™| coor Piedmont Ophthalm | Dr. John Cre
™| o001 Piedmant Ophthalm | Tear Lab
™| coor Piedmant Ophthalm | Dr. Alvarez
" | ooo1 Piedmont Ophthalm | Contact Lens| =
| | | [ il I »

o Confirm that the provider to have appointments rescheduled shows in the Column Filters panel
o Click Safe Filter Group

rt Filter Group - | O] %

&, Configuration: Export Filter Grouping

Allows users to define Filters used to include or exclude Patients from Export process.

FILTER GROUP DETAILS
Group Name: I DECVA RS Appt Return Data: IO days from today

Schedule: | Weekdays (M - F) =] Practice Holiday Schedule: | ~| G applicable) _View Hoiidzys |

COLUMN FILTERS

FILTER DETAILS

Filter Action: IIndude Records that have the following criteria j

Colummn: I resource_desc vI

Filter Type: I = j

= Ifl resource_desc (1 filters)
+Include records where resource_desc = 'Dr. Rachel Rothstein’

Then Exclude Records That Match Criteria Filter Value(s): [
IE‘ND Filters Defined (0 filters) s r practice_id Uy | practice_name Uy | resource_desd * |
2 | Replace Values L | o001 Piedmont Ophthalm | Dr. Andy Rot|

o Click Close
o Click “Run This Export”

o 7c. Select the date of appointments you need to contact
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Thursday, November 06, 2014 [13) |
e Nowember, 2014 >

Mo Tu We Th Fr Sa Su

| 3 « s 7 809

10 12 12 13 4 15 6
CRTIRC I I O I
NN ND NN

o If you only want to contact patients for the appointment date selected, enter “1” in “Number of

Days of Data.”
= For every additional date you want to contact, add one to the number of days of data.
= EX: If you select Monday, Nov. 3™ in the override current date field and enter “3” days
of data, the file will include all appointments for Monday (11/3), Tuesday (11/4), and

Wednesday (11/5).
= NOTE: If you need to filter by appt time as well (see the last page for instructions)

o 7c. Click “Run export” y

EXPORT OVERRIDES
Number of Days of Data: | 1 Override Current Date: | Thursday, November 06, 2014 ﬁ|

Cwerride Folder: I \\tsifs1\Phonatres\TSI\Ivr_Export_Testing

EXPORT RUN RESULTS

o NOTE: The “Override Folder” specifies that the file will be written to a testing folder.
Therefore calls will not go out yet! If you make a mistake you can go back and review

8c. View results under “Exported Run Results” section and confirm that the patients listed are those

you wish to contact. This is your call file.
o If the export run results does not contain the patients you want to contact repeat steps 1c-8c

@)

again.
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Step D: Submit file to Phonetree

o 1d. Exit the IVR-U and go back to your Citrix Applications tab
o 2d. Double-click on the “PhoneTree_Inclement_Weather” or “PhoneTree_Rescheduled” batch file

icon.

oy _Inclemen

o 3d. Type “Y” in the screen below and click enter

. ows' system32h cmd.exe
YastsifsisFSsHomed insCOSMSTWillisd\Desktop’

CHMD_ERE was started with the above path as the current directory.
UNC paths are not supported. Defaulting to Windows directory.

Are you sure you wish to submit call list <¥Y/N)7 _

o ***Note: Typing “Y” and clicking enter will automatically submit the call file generated in the
IVR-Utility to PhoneTree HealthWave Connect. Only complete this step when you are 100%
ready to contact patients***

o ***Warning: Only click this icon when you are submitting an inclement weather job.
Accidentally clicking this icon could cause unwanted calls to be sent to patients***

Step E: Confirm Notification Delivery

le. Wait a few minutes then log into www.healthwaveconnect.com
2e. Open the Weather or Rescheduled report and confirm that calls are successfully being delivered.



http://www.healthwaveconnect.com/
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**QOptional Step:
If you need to filter by appointment time complete the steps below prior to Step C

O
O

O O O

1. Login to your citrix desktop Applications tab, open your practice folder
2. Click on the IVR-Utility Icon

v Ukility

3. Log-on with NextGen Username and Password
4. Select “Export Definitions” in the top menu
5. Highlight the weather export definition
= Caution: be careful to NOT modify your regular appointment export definitions
e Corrections to regular export definitions may be billable
6. Select the Filter Groups Option

‘ Export Definitions
]

%y  Control how IVRU creates the data that drives the Automated Phone System.

LIST OF EXPORT DEFINITIONS
© _ RAB 1 Week New Patinets
S ncsivr_newptbet

ENABLED

EXPORT DEFINITION
Friendly Name: RAE Weather
o RAB 2 Day Reminders Description;

ncsivr_2day.tet
ENABLED

© __ RAB Weather
e e meatbarint Folder: [\itsifs1\Phonetree|RAB
DISABLED

nes_jvr_weather.bxt
| VR Appt Day-Of Motification v. 1.0

Scheduling Custom SOL Filter Groups

o 7. Highlight the Filter Group
o 8. Click “Edit Group”

ENABLED

© . RAB Weather
8D e weathac e Folder: [\\tsfetiPhonetree\RAB e, |
'DISABLED
Filename: ncs_ivr_vieather.bet
Data Format: | IVR Appt Day-Of Notification v. 1.0 =l

Scheduling Custom SQL Filter Groups

FILTER GROUPS

Filter Group Name __ Days From Today

Day of Weather 0

o For Filter Action, select “ include records that have the following criteria”
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o For Column select “appt_time_filter”
o For Filter Type chose the appropriate value (i.e. >, <, >=, <=)
o For Filter Value ensure you enter the time of appointment in military time

= Ex. if you want patients to be called with appointments before 1:00pm enter 1300
instead of 100

o Then Click “Save Changes”

#v Lonhguration: Export Filter Group

" Configuration: Export Filter Grouping

| Allows users to define Filters used to include or exclude Patients from Export process.

FILTER GROUP DETAILS

Group Name: | Day of Weather

Schedule: | Daily
COLUMN FILTERS _addrike | odorie | WM FoTER DETAILS Save Crengss |
= | Include Only Records That Match Criteria (All records if "No Filter: Fiter Action: | Includ Records that hava the following crieria El
[ No Filters Defined (0 filters) Column: [appt_time_fiter =l
= | Then Exclude Records That Match Criteria Fiter Type: [ <= =l
[*] No Filters Defined (0 filters) Filter Value: | 13p0

= | Replace Values

Note: To Remove a filter Once it’s applied: Highlight the filter and click “delete filter”
o Then click “Save Filter Group” and “close”

o Select the “Inclement Weather” or “rescheduled” definition on the list of export definitions and click
“Run this export”

i, . Export Definitions
%)  Control how IVRU creates the data that drives the Automated Phone System.

LIST OF EXPORT DEFINITIONS
* . Daily Appt Remindgr
.'9 ivr_daily_sppts.tet
ENABLED

EXPORT DEFINITION

Friendly Name:  Inclement Weather

Descriptian:

Folder: Wsifsl\PhonetreehCFPYy

Filename: ncs_ivr_weather_appts.tet

Data Format: ‘IVR Appointment Reminder v. 1.2

o Follow the rest of the steps in Step C.



