&"/L Lakecouﬂfty For use with NeXtGen
%ﬁi\: Health De_partmentand
Cemymanity Heglthemer Appointments in NextGen Patient Portal

You can complete an appointment request; submit it and wait (up to 3 days) for a response from the practice. This
should only be used for routine, non-urgent appointments.

Starting an Appointment Request
Use the following procedure to begin an appointment request. These options are determined by your practice. A red
asterisk next to a field name indicates a required entry.

To start an appointment request:
1. From either the Inbox tab, Sent Items tab or the navigation pane, click the Request Appointment link.

2. The Appointment Request form displays.
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e Select the provider or group who you want to see for your appointment.

e Select the category or type of appointment you want to schedule, such as consultation or follow-up.
Categories are specific to each practice, so the categories in the list vary by practice.

e Select the office or facility location where you want to schedule the appointment (specific to location
provider selected practices).

e The hours of operations display when you select a location.

e Toview the address information for the selected location, click the Address link.

Location Addrass Information x
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If needed, click the Map icon to view the address information for a selected location in a new window.
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Submitting an Appointment Request
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Submitting an appointment request does not guarantee an actual appointment with your physician. It must be
confirmed by the medical practice before it is considered a booked appointment. Allow at least 72 hours to receive a
response. If needed, you can then request a change the request. Please only use this for routine/non-urgent

appointments.

To submit an appointment request:

1. Complete Sections 1 and 2 of the Appointment Request form. (see "Starting an Appointment Request™)

2. Scroll to the 3) Submit Request section.

1) Submit Requast

Fizaase Al In all requinsd Aelds and click the Submit bution fo submtt pour request
“Rezson for appointmant: |'."‘."E|| Baby
“Fricrty: | Mormsl v |
“Maks appointment for: |TH5 Week v|
“Prefarred dateitime: 300 PV ME[io[5:00 PM 84|
lmon B 1ue Fwed [ ma Hen Os=
Attsrnate datatima: | vl'-':'l vl
Omon O rue Clwed Clmw Oen O s=
“Disclzimer TUE I8 E Tus MECical EMErgEnsy DIEEEE CONTECT your Smergency Neizal Senices (2170 or call jour ngEnas
I g=hy ] - ]
Rl hospRa
For LaD Sppalniments PIeass COMtact wour heali semer dinsctl

Agpolntmen

R NSCpUesis W

Patient Portal User Guide

De Enswensd Wl 3



:A\l!% LakeCounty For use with NeXtGen

K N\\ Health De_partment and
Clmmunity HeahirComer Appointments in NextGen Patient Portal

3. Enter or select the following information:

e Reason for appointment: Enter the reason for the appointment.

e Priority: Choose the level of urgency (Low, Normal, or High).

e Make appointment for: Choose the time frame for your appointment, such as next week or next month.

o Preferred date/time: Choose a time within the hours of operation (displayed beneath the selected location)
and then check a corresponding box for the day when you would like to schedule the appointment.

o Alternate date/time: If available, choose an alternate day and time when you would like to schedule the
appointment if the preferred time is not available and then check a corresponding box for the day when
you would like to schedule the appointment.

4. Click Submit.
A message indicating that your appointment request has been successfully submitted displays.

) —— v
Inbox Sant tems My Account

Reguast Appointment | View Stslements | Resaarch Center

& Backtoinnax | %3 X Bemue | 3 Prnt

This appoi has been booked

Click hare to view your appointment.

Appointmenl provider: Alezna, Danilo
Appointment location: P NCH Genaral Medicing
North Chicago Health Center
2215 14Th Sweet
North Chicago, IL 600541618
(847) 984-5200 &
Appointment date: Tuesday. March 25,2014 31445 PM
Message from praclice:
sdifljsakigsakl

Original Appoiaiment Request

Patient Name= Karen Zdest

Date sent to practice: Fr1342014 30113 FM GIT

Requaested provider: Alesna, Danilo

Requested category: Foltow Up Visk

Requested location: P NCH General Medwine

Appointment priosity: Naormmal

151 prefeqred: Mon, Tue, Wed Thu or Frifrom 8:00 AM 1o 1245 P
2nd preferred: Kon, Tue, Wed Thu or Frifrom 1:00 PN to 800 PM

Reason for appointment:
test please ¢o not delete

5. When the practice responds to your request, it sends an email notifying you to log on to your account to review
the appointment request response.

6. Open the request response to see if the appointment was booked or is pending (see "Responding to an
Appointment Request").

NOTE:

To cancel or reschedule a booked appointment, please call the clinic.
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Responding to an Appointment Request

When you receive a pending appointment from a practice, it means that the provider or time requested wasn’t available.
There’s no need to cancel the request as no appointment was booked.

To respond to a pending appointment request:
1. From the Inbox tab, open a pending appointment.

The Appointment Request form displays.

Inbox Sont s | My Accaunt

Request Appointment | View Statements | Research Center

€ Backio Inbox | % +3 Reoly 9 Recall Aopt. Request | X Remove | (5§ Print

This appointment request is awaiting your response
Click here to view your appointment.

Date practice responded:  Fri 1/17/2014 9:26:52 PM GMT
Proposed appointment date: Your selected appointment date/time is not available. Please contact your practice.
Proposed provider: Juifis, Tahita

Proposed location: P NSH General Medicine
North Shore Heaith Center
1840 Greenbay Road
Highland Park, IL 600353110
(847) 984-5300

Message from practice:
ibkcfigodfiguodrguioergtutoirgre

Original Appointment Request

Patient Name: Patient Ped Test

Date sent to practice: Fri 1/17/2014 9:24:00 PM GMT
Requested provider:  Juiris, Tahira

Requested category: ‘Well Child Visit

Requested location: P NSH General Medicine

Appointment priority:  Low

1st preferred: WMon, Tue, Thu, Fri or Sat from 2:00 PM to 4:00 PM
2nd preferred:

Reason for appointment:

Well Child

2. Torequest a new appointment:
e Click New.
The Request New Appointment form displays:

m Inbox Sent ltems My Account ‘Welcome: Patient Ped Test, Last logged in: 3/13/2014 10:53:34 AM | Logout

Request Appointment | View Statements | Research Center . Research Center

@ Back fo Inbox | o] Send |

* Reason for new appointment: |

1 *Disclaimer: If this is a true medical emergency please contact your Emergency Medical Services (911), or call your nearest hospital

" For Lab appointments please contact your health center directly

Appointment requests will be answered within 3 business days

@ Back fo Inbox | o] Send |

e Enter the reason for the new appointment and click Send.
A message that your appointment response has been successfully submitted displays.

o Click the Request Appointment link to submit a new request.
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