ATS — Configuring & Using Scheduling Availability

B Site Info - Ashley U (o= sal]
Primary Modules Securty TabOrder Opt(1) Opt(2) Opt(3) SwipeCard Biling Claims/EDI Pre-Login Kiosk Custom Inventory
. H . = o Concussion Evaluation Parts [
The first step in configur- J Abite Pora Y e e

Athlete Portal - Athlete Info

Athlete Portal - eFiles Symptoms Symptoms
Athlete Portal - Email Staff Glasgow [] Glasgow
Athlete Portal - Emergency Contacts Neurological [J Neurological
Athlete Portal - Form Access Recall Recall

Athlete Portal - Immunizations Recall (Delayed) [ Recall(Delayed)
Athlete Portal - Injury Coordination [] Coordination
Athlete Portal - Insurance Mattocks [] Mattocks
Athlete Portal - Modalities Exertion [] Exertion
Athlete Portal - Protocol Lookup Balance Balance
Athlete Portal - Rehabs efiles [] eFiles

Athlete Portal - Request Appointment Notes Notes

Athlete Portal - Schedule Staff Forms ] Staff Forms
Athlete Portal - Strength Neck Exam [] Neck Exam
Athlete Portal - Surgeries Background [] Background
Evaluation Sensor/Device [] Sensor/Device
Evaluations - Additional Findings Orientation Orientation
Evaluations - Evaluations Concentration [] Concentration
Evaluations - Girth VOMS VOMS

Evaluations - Medical History
Evaluations - Objective
Evaluations - Pain v

ing ATS for using the
staff & equipment

availability is to enable
the functionality for the
ATS Athlete Portal

HHHLII!H!HHHHHH
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Next; update the Ap-
pointments section of
the Site Info screen.

Apply Unchecked Modules | |f

Al None Al None
Select Al | Unselect Al Expand All = Collapse All
Show the Staff Contact icon on the ATS Smartphone
Save Close
n Site Info - Ashley U E=n e |

Primary Modules Securty TabOrder Opt(1) Opt(2) Opt(3) SwipeCard Biling Claims/EDlI Pre-Login Kiosk Custom Inventory
Regional Functionality Settings

[[] Show Social Security Number for Athletes . )
[] Use Regional Filter for searches

[[] Show "minor” flag on athlete screen

Show Athlete Picture in ATS Core Enable Body Part Search For-
Injury entry

[] Show "Add myself" in the ATS Kiosk Web

User Key Phrase Master

Click this icon to update the master list of "key phrases™
that can be used when entering notes/SOAP notes

[ Initially show resolved injuries on athlete screen Enable BMI calculation

Clear the working folder when a user logs out (using height in inches, weight)
Performed By List from Provider on Med Service Entry [] Lock notes after the initial entry
Show Data Indicator on athlete/injury screens

Appointments  Highlight Color Config

el nin Open Appoint Purpose:
perappt 30 v Rehab Session

Allow multiples per appt

O Filter/limit the appointments shown on the
appointment details screen to only show the active

Onjhe appointment details screen...
of days to show before today:

of days to show in the future:

Enter the default numbér of minutes for each appointment, set the d\efault appointment
purpose to use,

And by checking this box allows multiple appointments for a staff member of piece of
equipment.
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ATS — Configuring & Using Scheduling Availability

i Site Info - Ashley U

Show the Race and Ethnicity fields on the main tab
Show the Medical History tab for athlete information
Label for this tab:

Medical History |

Allow athletes to add new insurance companies?
Show the paperwork completed grid

Show athlete physical entries

Enable the "Werify” button for athlete forms
Require a file type for eFiles uploaded by athlete

Require Athlete/Emergency B
o -
Contact Password change as of (05/07/2020 |~ cL

Send athlete a confirmation after successful registration

Add a copy of saved athlete forms to the eFiles area in PDF fgrm
Note: We DO NOT recommend unchecking this field

Initially show available eFiles during the new/new pr

Allow printing of blank athlete forms

Email confirmation of athlete form completed

Lo Sl

Primary Modules Securty TabOrder Opt(1) Opt{2) Opt(3) SwipeCard Biling Claims/ED| Pre-login Kiosk Custom Inventary

Main  HIPAA Statement Claim Header Claim Footer Electronic Signature Legal  Ahlete Portal | Athlete Form/eFile Instructions  Emergency Protocol  Screening Options
Options Additional
Initially show completed forms list?  # Forms to show: -v
- Custom Team Choices
Enable Athlete Form Edit in Portal
. 1stLabel |Select Team 1:

Show Athlete Picture
2nd Label

Show the "No Primary Insurance” prompt? n
3rd Label |

Required Sections - Athlete Information
L] Immunizations Emergency Contacts
Insurance

Athlete Appointments

Allow appointment requests <= minutes prior
2:00:00 PM | cL | To
Appointment Request Instructions:

Block appointments From: 2:00:00 AM = cL

Use the calendar shown to pick the appointment date. Be sure to choose
the your Team Athletic Trainer. If you need to cancel or reschedule please
give at least 2 hours notice.

Additional Options

Allow athlete forms via the athlete phone

Allow multi team selection

Enable the “Athlete See” Functionality

Dizable athlete ability to delete insurance entries

In the Athlete Portal tab of Site Info there is an area labelled Athlete
Appointments. This area allows you to set several aspects of the
scheduling platform. First you can set how long prior to an appointment
an athlete can schedule. You can also block out certain times of the
day (or night) that the athletes cannot request/schedule appointments.
You can also customize a set of instructions that will appear on the
appointment page of the Athlete Portal.
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ATS — Configuring & Using Scheduling Availability

The next step is to go into the user profile of your users that are posting appointments and

making sure the Auto-accept Appointments box is checked. This box will automatically assign

the athlete to the appointment they sign up for.

This can be found by going to admin—>Users—>Search users—>choose appropriate user from
the list. Once the user profile is open click on the email/opt tab. In the appointments section for

this tab you will see the auto-accept box.

&l o || =
Ir i Security
N’:a_meL:as |Ash|e).I Sham | Teams Modules Email Group Administrator Secure Msg Notes MSC Forms | ¢
( wsltﬂ 4 Administrator Athletic Train.e.r [] PRN Staff I] Email/Opt = Smartphone Icons (Top 12 & Order)
L] Cosch L] Doctor/Physician L] Other Email Setup (MS Outlook or specify SMTP email info) 3] ©
[ Student [] Strength/Candition Use MS Outlook
If Needed. Use
User ID:  Password: sessssssnees SMTP Server: s SMTP  Port I:I
Login Urtll:  © ~  Reset i) N N Login: :
Supenvisor: | v Password:  wesssssess [ Test Email Settings
Email Addr: |ashley@keﬁerdevelopmerd.com | Working Directory m &a
Text Addr: | | @“ Il C:\ProgramData' T | e

Title: | m
License #: l:l 0 F word Auto-accept appointment requests from athletes?
FERe riEEn change on next login Default min per appt 20 ~ OpenAppointPurpose: Open Time v
Use secure messages
Phone/Location Home Address Time Zone ﬂ
Phone: Office:  |(888) 328-257_ [0 | a| v |0=EastemTme @
I e S m— Y
s — | | [] Show new injuries entered notice during login Ay
- ' - - [] Show expiring insurance notice on login Available
Region: 0 ~ [ Regional Admin .. . . :
[] Show expiring physical notice on login
Signature Upload Clear Hide openwindows task bar
Menu Dock: Toolbar Dock: ct Remove
W Actions
Search Reset Disable New Remove Save Close
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ATS — Configuring & Using Scheduling Availability

The next step is to make sure your Calendar Year is up to date. Go to Opt(3) tab and set
your Calendar year. This area needs to be current for the appointments to be visible to the
athletes.

=R R (==

ard Biling Claims/EDI Pr§-Login Kiosk Custom Inventory

il Site Info - Ashley U

Primary Modules Securty Tab Order Opt(1) Ogt(2) O3} Swipg

WWeb Portal Corfimation Msg  Injury Auto-Mote  Limitatio Motes Auto-Mote

Web Portal Information has been changed.

<HIPAA:

<HIPAA= = HIPAA Statement

Datalys NCAA and/or High School Submission Information Calendar Year

NCAA School D: | | HSID: Year 5]

Login: |Data|ysEE‘|33? |Password: |PaxiBNEC | Std Logi
To get your school |D please contact the Datalys by calling 1-855-832-4222

Default Injury for Concussions

Starts: 06/01/19

06./01/20

Ends:

Body Part: Head/Face *  Injury liness: Concussion - Side:  N/A - a
Default Injury
Injury liness: |Mairtm
Body Part: |N/A
> Save Close
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ATS — Configuring & Using Scheduling Availability

To begin scheduling appointments choose the “Staff/Equipment
Availability” menu choice...shown below.

Scheduling | Inventory Reports Admin Windows HelJ
Make an Appointment

Add/Edit Multiple Appointments

Quick Appointments 3

Daily Appointments

My Appointments

View Staff Schedules
Athlete Appointments
Team/Sport Appointments
Equipment Appointments
Location Appointments

Staff/Equipment Availability

Send Reminders to Athletes 3
Send Reminders to Staff/Users »

Send Reminders to Coaches for Athlete Appointments »

Once clicking on this menu choice you will see the screen shown

below. More details are shown on the next page.

= Staff & Equipment Availability (= [= | =]
®) Schedule Staff | Schedule Equipment Staff Keffer Admin W Reset
Choose your startfend values

Dates: 4/27/2015 v to 4/27/2015 %!  show LR LR ) Post

5 0 = No athletes, 1= 1. etc.
Times-| 6:00:00 AM =/te 8:00:00 PM | Times { ) Close
Choose the applicable appointment imes and click "post” to save them to your schedule
Sunday Monday Tuesday Wednesday Thursday Friday Saturday

[]sooaM ] 600aM ] 600aM & |]600AM  |[]600AM  w|[] 6:00AM  w|[] 6:00AM  »
] &:20aM ] 6:20AM ] &:20 M ] &:20 aM ] &:20 M ] 6:20AM ] &:20 M

[] 640aM [] 6:40 AM [] 6:40am [] 640 AM [] 6:40aMm ] 6:40 AM [] 6:40aMm

1 7.00 aM (] 7:00 AM [] 7.00 aM ] 7:00 AM [] 7.00 aM (] 7:00 AM ] 7.00 aM

[ 720am ] 7:20 AM 0 720aM ] 720 aMm 0 720aM ] 7:20 AM [ 7:20aM

1 740aM L] 7.40 AM [] 740 aMm [] 740 am [] 7.40aMm L[] 740 AM ] 740 aM

] s:00aM ] 8:00 M ] s:.00aM ] s:00 AM ] s:.00aM ] 8:00aM ] s:.00 M

[] 820am [] 820 AM [] 820am [] 820 am [] s820am [] 820 aMm [] 820am

[ s40aM (] 8:40AM [ 240 aM [] 240 aM [ 240 aM (] 8:40 AM [ 840 aM

] o:00AM ] 9:00 AM [ @:00aM ] o:00 AM ] o:00aM ] 9:00AM [ o:00aM

[ g:20aM L[] 920 AM [ 920 aM [] 9:20 M [] 920 aM ] 920 AM [ 9:20 aM

] g40aM ] .40 M [ g40aM ] 40 aM [ g40aM ] .40 AM [ g:40aM

] 10:00 aMm ] 10:00 AM ] 10:00 am [ 10:00 am ] 10:00 am ] 10:00 AM ] 10:00 am

] 10:20 AM (] 10:20 AM [ 10:20 am 1 10:20 aMm [ 10:20 aMm (] 10:20 AM [ 10:20 am

] 10:40 AM ] 10:40 AM [ 10:40 &AM ] 10:40 Am [ 10:40 &M ] 10:40 AM [ 10:40 &M

1 11:00 AM ] 11:00 AM 1 11:00 am 1 11:00 am 1 11:00 am ] 11:00AM 1 11:00 am

1 11:208M v |0 11:20aM v |0 11:208M  » | 11:20aM v | 11:2048M  w [0 11:22048M v | 11:20AM v
| Al | None || Al |[Nonme|| Al |None|| Al [Nome| AN |Nome || Al |[Nome| A | None |
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ATS — Configuring & Using Scheduling Availability

Choose either Schedule Choose the staff member

Staff or Schedule or equipment
Equipment

1 /
#) Schedule Staff || Schedule Equipment Staff Keffer Admin W Reset
Choose your start/end values
Dates: 4/27/2015 '~ |to| 4/27/2015 ¥ | ghow ! Post

5 0 = No athletes. 1= 1/etc.

Times: 60000 AM =|to 800.00 PM 3| Times [ l Close
Choose the applicable appointment imes and click "post" to save them to youy schedule

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
[]e0oaMm |1 600AM w|[]600AM &[] 6:00AM  ~ |[] 6:00AM [] &:00AM ] s.oo0am &
(] 6:20 AM [1 6:20aM [1 6:20 aMm [ 6:20 am (] 6:20AM [ 6:20aM [1 6:20am
(] 6:40AM [] 6:40 AM — = ——=40 AM [] 6:40 AM [] 6:40 AM
] 7:00 AM [1 7-:00 am : 0 [1 7-:00 am [1 7:00 am
] 720 AM [ 720 am Choose the maximum 20 AM [ 720 am [ 720 am
] 740 AM [ 740 am 40 AM [ 740 am [ 740 am
[] 2:004M [] 8:00am number of athletes 00 AM [] 8:00am [1 8:00aMm
] s:20aM [] 820am [T 520 R - T 520 AM [] s20am [] 820am
(] s:40 AM [ s:40aMm [ s:40am [ s:40aMm (] s:40 AM [ s:40aMm [ s:40am
[] 9:00 AM [] s:00 aM [] 5:00 aM [] g:00 aMm [] 9:00 AM [] g:00 AM [] 5:00 AM
[ 9:20AM [1 9:20aM [1 9:20am [1 9:20am [ 9:20AM [1 9:20aM [1 9:20am
[ 940 AM [ g:40 aM [ g:40 aM [ g:40 am [ g:40AM [ g:40 aM [ g:40 aM
1 10:00 AM 1 10:00 AM 1 10:00 AM 1 10:00 AM (1 10:00 AM 1 10:00 AM 1 10:00 Am
1 10:20 AM [ 10:20 M [ 10:20 M [ 10:20 aMm 1 10:20 AM 1 1020 am [ 10:20 M
] 10:40 AM [ 10:40 am [ 10:40 am [ 10:40 Am ] 10:40 AM 1 10:40 am [ 10:40 am
[ ] 11:00 AM [1 11:00 &M [1 11:00 &M [1 11:00 &M (] 11:00 AM [1 11:00 &M [1 11:00 &M
1 11:20AM 1 11208 v | 11:20am  + ] 11208M v | 11:208M  + |] 11:20AM [0 1120am v

« Once you have chosen the staff or equipment choose the start & end date,
start and end time, and then click the “Show Times” button.

« Click on the desired times for each day.

. Click the “Post” button to enter the appointments for each day within the date
range and the desired times.

. If you want to start over; click the “Reset” button.

&l My Appointments [
< Feonmyans b | 100
SMTWTFS @ % B Add Delets | | Refresh Close
BB BB
A i t t h th h d I i -I ds oo < Monday. April 27, 2015 > A
ppointments snow on tne scneduie simiiar 1|8 oMz
8 7
. $:2232025262728
to the one shown to the right. S
March 2015 o
SMTWTFS
w 1234567 4
118 91011121314 8110
2151617181920 21 2
1222324252627 28 a
4233031 :
April 2015 9%
SMTWTFS 0
-4 T234 -
556789101 10
151213141516 17 13 E.
7192021222324 25 )
52627282930 1 2 || T o FWeffer Admin - Add, Ed - Evaluation - -Clinic
183456783 1120‘ -
v
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ATS — Configuring & Using Scheduling Availability

In the ATS Athlete Portal athletes click on the icon shown above, and
then use the screen shown to the right to request an appointment.

Note: to make a request...

1. “Check” the applicable box AF]R pE.;?nL:Enﬁetnt

2. Enter a note if desired
3. Click “Send Request”

@ Request Appointment -AsHLEY U Menu Logout

Select a date below to view available open appointment times to request an appointment with your staff members.

Aug September 2020 Oct
Sun Mon  Tue Wed Thu Fri Sat
30 1N 1 2 3 4 5
[} 7 8 g 10 n 12
Use the calendar shown to pick the appointment date. Be sure to choose the your Team Athletic Trainer. If you need to 13 14 15 16 17 18 13
cancel or reschedule please give at least 2 hours notice. 20 21 22 23 24 25 26
27 28 23 30 1 2 3
-- Staff Filter - v

1. Select the appointment time you would like to request.
2. Enter any note you wish to send with your request.
3. Click the "Send Request” button below to email the staff member for approval.

Time Staff Name / Purpose / Location / Equipment
6:00 PM  Ashley Sham (1) - Treatment - -
Request Note

Send Request

Database: atsashley | ATS Athlete Portal Version 2.0.0.0
Copyright & 2020, Keffer Development Services, LLC Menu LOQOUI

Once the athlete clicks “Send Request” an email is sent to the applicable staff member
and a green confirmation message will appear at the top of the screen.

& Appointment scheduled. The staff member has been notified of the appointment also.
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ATS — Configuring & Using Scheduling Availability

There are several utilities to remove staff/equipment availability, clear out schedules and
appointments. These utilities can be found under the scheduling utilities menu.

Go to admin—>Scheduling Utilities—> then make appropriate choice.

=8
o

L]

n

o

X

Admin | Windows Help

Site Info
AddUpdate Teams & Organizations
Users

Maintenance
Dashboard Statistics

Athlete Security
Drug Testing

Athlete Utilities
Injury Utilities

]

Purge Appoinimeniments

Scheduling Utilities

Inventory Utilities

Remove Staff Availability

Remove Equipment Availability

Delete All Appointments - Date Range For All Users
Delete All Appointments - Date Range Single User

You can purge appointments by date, remove staff availability, remove equipment availability,
delete all appointments within a date rage or delete all appointments for a specific user.
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