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ATS—ScheduIing Overview TOP

ATS allows you to control your daily schedule. You are able to build appointments, in varying time frames, for different
reasons. Helping to maximize your time and efficiency. In the following pages, this doc will show you how to schedule
one appointment to setting your schedule for the week or longer.

Site Info Configuration:

Begin by going to the ADMIN tab—>Site Info—>Opt (2) tab. These are the schedule specific option
for the database.

LU Windows  Help i = |[@][=
T Sjte Info Primary Modules Securty Tab Order ommua) Swipe Card  Biing ~ Claims/EDI/Exchange Pre-Login  Kiosk  Custom Inventory
jonal Funclionality Setti
#% Add/Update Teams & Organizations » Show Social Securily Numberfor AlETes ;E R : IFi \t: - o n
j - & Show "miner” flag on athlete screen se Regionaltilier fof searches
Al Users b Show Athlete Picture in ATS Core Enable Body Part Search For:
- Injury entry
. .
#4 Maintenance 4 Show "Add myself" in the ATS Kiosk Web
- . . [ Initially show resolved injuries on athlete screen User Key Phrase Master
' Dashboard Statistics [ Show Data Indicator on athletefinjury screens S S S
_ [[] Disable last physical date auto-update on athlete screen that can be used when entering notes/SOAP notes
Athlete Security »
" Clear the working folder when a user logs out [ Include 1-time paperwork list in the "complete” calculation
@ Dl’l.lg Tes Ci]lg 13 Performed By List from Provider on Med Service Entry
[] Enable BMI calculation (using height in inches, weight)
[ Lock notes after the initial entry. (checked = locked) = Set all users
Set your database default appointment Foportoants it Gobo Godb .
time, and purpose. If no appointment Defsutmin O AppoiPupose [Cromiesrren )
H A per appt - pen lime - Filter/limit the shown\gn the
purpose/tlme SeIeCted When bU”dmg A he appoimiment dsta | scieen 0 details screen to only show the actiyuser?
# of days to show before toda: Calendar Year
the appointment, this will be y vl |
automatlcally loaded. #ofdays to showin the future Stats: 6/13/2022 +|cL| Endsi 3N/2023 v et
Note: This range also affects the athletes
ability to request appointments
Save Close

The days before and future affects
how many days you will see on the
monthly and daily appointment
screens.

By selecting multiples per appt; that will allow you the ability
to post multiple time slots in one appointment. If not
checked, you will need to post individual appointments,
versus 1 appointment with 2, or 3 or 4 time slots.

Color Coding Appointments:

ATS allows you to color code the appointments you have available in ATS. This can help
differentiate between purposes of appointments, staff and the other selections available on the
screen.

Appointmenf]  Highlight Color Corfig
Use tl e colors used to highlight appointments in the ATS Core Scheduling area.

Color1 [JEBIBESHE] Color9  Color13  Color 17  Color 21

Color 2 E Color 10 Color 14 Color 18 Color 22

Color 7 Color 11 Color 15 Color 19 Color 23

= ““j"i -
= J/ v The Highlight Color Config tab allows
it Is L you to select different colors for the
g o o o how the appointments appear on the
HHEH | staff screens. Color coding does
[S{ful el —oE it | appear in the order and affects the
i R screens/staff in the order they appear.
[ ] o Purpose 5 in your dropdown list=
Highlight Dy. |Fumose » color 5 on this screen.
Employee = —
Iroc:atioﬁ

D03
Sport/Team Name
| i
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Site Info Configuration:

The next step is to make sure your Calendar Year is up to date. While still in the OPT 2 tab set your
Calendar Year. This area needs to be current for the appointments to be visible to the athletes.
This calendar will need to be kept current every year; it does not auto-update.

i o |[= =

Primary Modules Securty Tab Order Opﬂl; Opt(2) ’th[}} Swipe Card  Biling Claims/EDI/Exchange Pre-Login  Kiosk  Custom Inventory

jional Functionality Setti
Show Social Security Mumber for Athletes RBE foci ! |F'|’ . ings )
Show "minor” flag on athlete screen [ Use Regional Filter for searches
Show Athlete Picture in ATS Core Enable Body Part Search For:

Injury entry

Show "Add myself" in the ATS Kiosk Web

[ Initially show resolved injuries on athlete screen User Key Phrase Master
L] Show Data Indicator on athlete/injury screens @ Click this icon to update the master list of "key phrases”
[ Disable last physical date auto-update on athlete screen that can be used when entering notes/SOAP notes

Clear the working folder when a user logs out [ Include 1-time paperwork list in the "complete” calculation
Performed By List from Provider on Med Service Entry

[ Enable BMI calculation (using height in inches, weight)

[] Lock notes after the initial entry. (checked = locked) = Set all users

Appaintmerts  Highlight Color Config

Open Appoint Purpose:

Default min [ Allow multiples per appt
perappt 20 | |OpenTme “! . Filter/limitthe appointments shown on the appointment
On the appointment details screen... — detalls screento only show the active user?
# of days to show before today: D Calendar Year
# of days to show in the future: Starts:  6/13/2022 - <L Ends: 8/ 1/2023 = cL

Mote: This range also affects the athletes
ability to request appointments...

While in Site Info, ensure that the time zone is correct for the location you are. 0 is default for eastern time, make sure

you go backwards for CST(-1), MST(-2), PST(-3). /
o - Joe Tech EI X7
Prmary Modules Securty TabOrder Opt{l} Opt(2) Opt{} SwipeCard Biling Claims/EDI Prefgin Kiosk Custom Inventory
@ HIPAA Statement Claim Header Claim Footer Blectronic Signature Legal  Athlete Portal ste Form/eFile Instructions  Emergency Protocol  Screening Options
Org Name: |Joe Tech ] b
Time Zone m
Aiess: 0 ] a| ¥ | 0=EasemTme
"Contact Us™ info for Athlete Portal: (max 300 chars)
Org Gity: | | If you have ANY questions or problems you need to contact your sports
medicine staff at your school.
State/Zip: | ‘ | | Passwords need to include a Capital Letter, Mumber and Special character

(@) Report Logo () Wallpaper | gad Graphic

The time zone is important later when you restrict appointment times, they are not being blocked before they should be.
This also can affect the time shown on reports.

If you are having troubles with athletes viewing appointment times or they just aren't working, double check the
calendar is up to date/ up-to-date for the current year, and your time zone is correct for where you are.

Copyright © Keffer Development Services, LLC



ATS—ScheduIing Overview

TOP

Site Info Configquration:

While still in Site Info, go to Athlete Portal. Under the Athlete Appointments section, you can decide
when to make appointments no longer available to athletes.

=S o =

n Site Info - Joe Tech
Prmary Modules Securty Tab Order Opt(1) Opt{?) Opt(3) Claims/EDI/Exchange Pre-Login  Kiosk Custom Inventory

Swipe Card _Biling
Main  HIPAA Statement General Claim  Electronic Signature Legd Athlete Portal @Athiste Fom/2File Instructions  Emergency Protocol  Screening Options

o ‘ddtional  njuryJoumal

Initially show completed forms list?  # Forms to show:
Enable Athlete Form Edit in Portal Show Athlete Picture
Show the "No Primary Insurance” prompt?

Using the Allow Appointment Request<=
box, you can make appointments no longer
show up. This is up to your organization to
decide. In the example shown, it is set to 60
minutes; but can be set to fit your needs,

]

Block appointments From:  9:00:00 PM % cL Tg- 7:00:00 AM % CLJ

J

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

Allow athletes to add new insurance companies?
Show the paperwork completed grid
Show athlete physical entries Show sickle cell information
Enable the "Verify” button for athlete forms
Require a file type for eFiles uploaded by athlete
Send athlete a confirmation after successful registration

Add a copy of saved athlete forms to the eFiles area in PDF for

Athlete Appointments

Allow appointment requests <= |50 minutes prior

Appointment Request Instructions:

‘When booking appointments, please select the athletic trainer
responsible for your team. Choose ONE(1) appointment per day, and no
more than OME(1) day in advance. Do not book appointments for the
future, they will be removed to allow everyone a chance to have access.
Additional Options

Allow athlete forms via the athlete phone

[ Allow multi team selection

[] Disable athlete ability to delete insurance entries

[] Disable the New/Mew registration function

Initially show available eFiles during the new/new process
Allow printing of blank athlete forms

Email confirmation to athlete upon form completion
Allow athletesicontacts to enter vaccinations

Allow Covid Test Entry

Show Vaccination Show Screening Show

Close

That means that if an
athlete attempts to book
an appointment at
1:05pm for 2pm, the
appointment would no
-7 longer be there. They
would have to look for
the next available slot.

Instructions: allows
you space to leave the
athlete a message on

their portal when
booking appointments.
This can be standards

your organization
wants; or instructions

on how to book
appointments.

Block Appointments From: allows you to decide when you do not want appointments to be
available to be booked by athletes. This is used typically over night, so they are not able to book an
appointment at 3am for 8am the next morning. The hours can be set how you see fit.

Site Info— Module Access:

Before exiting Site Info, ensure that your athletes have the ability to see the Appointment Request feature.
Go to the modules tab, and look in the Athlete portal portion of the module functions. Ensure that the Request

Appointment and Schedule boxes are selected.

F‘rime::uri’q.I Tab Order  Opt(1) Opt2) Opt(3) Syipe Card

~ Athlete Forms

Module Functions Specfic Modules  Dashboard Seftings  ToolbarjDpt

- Athlete Porta
L1 » »

mhe=Besiefl - Announcements [ Athlete Screening
Athlete Portal - Athlete Info Billng
lon
Athlete Portal - eFiles C"uslmﬁbue i
Athlete Portal - Email Staff Documents
Athlete Portal - Emergency Contacts Emergency Contacts
Athlete Portal - Form Access Evaluations
€ Functional Movement Evaluations
Athlete Portal - Immunizations High Schodl R ;
Athlete Portal - Injury Hy_vdaion Alerts
Athlete Portal - Insurance :““"’C"d Log
Athlete Portal - Modalities Invoice Tracking
Medication
MSC Forms
] Ncaa
Orders
Athlete Portal - Schedule Physician/Staff Review
Athlete Portal - Strength m-umm
£
Athlete Portal - Surgeries =
+ Evaluation I Scheduling

PecurityI Tab Order Opt(1) Opt(2) Opt(3) Swipe Card

ation magiic Modules Dashboard Settings  Toolbar Opt

i

~

Also ensure that the
scheduling module is
turned on for the staff.

Without the
scheduling module
checked off here. It
will not show on the

main page.
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User Info Configuration:

The next step is to ensure that the user profiles are set up, to allow the individual user to access the scheduling as well

as accept appointments and other settings.

To ensure or turn on the scheduling module go through the ADMIN tab—> Users—> search user or select my user.
Then select the modules tab. If this is an AT, ensure they have read/write access for scheduling.

For more details on setting up user/staff accounts see the User Configuration doc f

€1 User [= ]2 ]
Information S i
Name: |Joe Streckfus | Teamsl Modlml Email/Opt Partial Admin Secure Msg [ Notes MSC Forms Docs/Bill Cer * | *
First Last =
! = Administrator Athletic Trainer [ PRN Staff | [] No Report Access Allowed to Submit /Pfint Claims Group Emails Allowed
[ Coach [ Doc/Phy/Nurse  [] Other Allow Report Printing Allow Report Export Note Batch Allowed
[] Student [[] Strength/Condition User can See All Injuries B Send Notice Allowed
on the Athlete Details Al Not
UserID:  |Joe Streckfus Password: sssrsrsasars lowed to Lock Notes
Disabled On-> Reset (s ] L l] Module Access ~
Outside EMR Data Exchange Read-Write
Supervisor: | hd | Physician/Staff Review Read-Write
Email Addr |i0e@keﬁerdeve|0pmem.com | Pre-Participation Read-Write
. Refemals Read-Write
Text Addr: | BN R Read-Write
THe: | | E.ww Eaad-\iiie
License #: | | npi# 1831053095 | Scheduing Pead Wit )
Services Read-Write
Seelszet private info [] Force password change on next login Smartphone - Action kems Read-Wrie
Use secure messages Smartphone - eFiles Read-Write
- il LTS
Phone/Location  Email Signature Home Address  Reset Login Info SO Read-Write
Smartphone - Enter Appointment Read-Write
Phone: (888) 328-2577 Office: [ Smartphone - Enter Athlete Read-Write
Cell: _J__- = ) Smartphone - Enter Injury Read-Write
_ Smartphone - Enter Injury+ Info Read-Write
Location: | | Smartphone - Enter Limitations Read-Write
Smartphone - Enter Medication Distribution Read-Write
Signature Smartphone - Enter Modality Read-Write W
Generate et Qlear Record: [I4][4 of 78 [b [#
Read/Write Read Only Add Only None From Another User Reset
Actions
Search Reset User Disable User New Remove Save Close

While you are in the user profile, next ensure the auto-accept appointments has been enabled in the user
profile. This will allow you to see the athlete's name on the appointment they signed up for. Once the user
profile is open go to the Email/Opt tab and select the auto-accept box. If this is not done, the athletes will
not show on the schedule, and will be manually entered by the staff, until the appointment is manually

booked it will remain on the schedule for others book.

£ User \EI@
i Security . . - .
e |soe streckdus | Teams Modules Email/Opt Partial Admin Secure Msg Jtes MSC Forms Docs/Bill Cer *|* While in the user proflle. If it
st Last) 1
- [ Administrator  [] Athletic Trainer [] PRN Staff " ot i
B B | Enod/Oot Smatphane icons (Top 12.& Order) TogHfar Opions has not been done at setup
[] Coach [] Doc/Phy/Murse ] Other - " 14
[ Student [ Strength/Condition e (L ST LG 0 m ?g th t th h d f It
4 Use MS Outlook A ensure tha ey have a derau
User 1D Password: SMTP S - Note: ATS is not . :
= . e Secure SMTP Port:[265 | compatitlewith appointment time, as well as a
8 - '
Disabled On-> Reset o 8 Logn any 2-factor Al ; h H
S — Crr— purpose. Also verify the time
vl | [&7  Working Drect zone matches what is in Site
Ted A | &g || [cPogenDa R s NG Info.
Tile: | ‘
License #: | | NPI #: ‘1SBWD5§D95 ‘ [/ Auto-accept appointment requests from athletes? l
Seelset private info [ Force password change on next login Default min per appt 5 | OpenAppointPurpose: Open Time ~
Use secure messages
e ,. MenuDock: 1
Phone/Location  Email Signature  Home Address  Reset Login Info El 02 Ml === m
Prone:  [(09)3282577 | Offcer [J)_-__ | s
cel ||_) . ‘ Fax: “_) R | [] Show new injuries entered notice during login
[] Show expiring insurance notice on login H_\de open .
Location: | | ) windows task bar No Picture
[[] Show expiring physical notice on login Available
[] Show daily info screen on login
SINAIUE | Generate Upload Clear [ Show injury updates needed on login cho
w
[] Showteam(s)onlogin /Al 113  Team(s) = Teams Change || Remove
Actions
Search Reset User | Disable User New Remove Save Close
5
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Dropdown List Appointments:

You must also make sure that your appointment types that you want to be available on the athlete
portal have been marked as “athlete see”. As others this is an administrative feature. If you do not
have access to the maintenance list, see your system admin.

If you have athletes that cannot see appointments you have posted, check that appointment
type is visible/athlete see!!

Go to ADMIN—>Maintenance—>dropdown/pop up list—>update dropdown/pop up lists. When the
maintenance screen opens, you will need to select ApptPurpose from the popup area dropdown.

Windows Help

Site Info
Add/Update Teams & Organizations 3
Users r

# DMaintenance s Dropdown/Popup Lists r Update Dropdown/Popup Lists

<> Import Cross-Walk r Available Docs/Forms Update Modalitv/Rehab/Strength Lists

& Popup Area Maintenance — O *®
opup 3 ==
| ApptPurpose ~ [B
Description Abbrev Sort Active Last Used Athlete See
Consultation Consult 1
Evaluation Evaluation 1
Game Coverage Game 1 O
Practice Coverage Pract 1 ]
Rehab Session Rehab 1
Treatment Treat 1
Open Time Open 95
Record: [I4 | 4 Of 7 [ b |kl |k
DO NOT use single or double guotes in your "Description™ or "Abbrev" areas. This may lead to issues in reports and making choices.
Remove Copy | Save | Print To Excel Close

Customize the appointment list to fit your needs. Add appointment purposes that you would like to have, like you add
other items to the maintenance area. As other areas, if you do not wish to have an option you can inactivate it in lieu of
deleting it, that way historical records are preserved. For more information on the dropdown lists please view the

customizing dropdown help doc.

Select the appointments purposes you would like your athletes to see on your schedule. This will affect all appointments
and staff in your database. If you have appointments that are private, game coverage, other Athlete Dr. Appointments,
you can leave them unchecked. That keeps the Athlete from seeing it on your schedule.
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Make an Appointment:

After getting the administrative functions set. You are ready to begin building your schedule with one of the

many different appointment tools.

Inventory Reporis Admin

F Make an Appointment I

Add/Edit Multiple Appointsgents
Quick Appointments I\

Staff Time Log

Number of
athletes you want
to have in the
appointment.

The Make an appointment or Add Appt icon is the
way to create an individual appointment time slot,
and many other features. Adding athletes to the
appointment or recurring. More explanation below

Allows you to change the appointment
time intervals/length of that appointment.

P 4 _
/ (=== ]

prd

o
Details Notes/Event Info Recuming Opponent Team Search Fiter Choice
Joe Tech Men Baseball ~ ‘ ‘

:
=n N 7%

Team:
i N =0
Rty | ihicte Name ®10 015020 O 060 REE=h s EEI % o B
Smalls. Scotty Use the calendar below to select/change the time for this i and view a general schedul
>

Friday, January 15, 2021

+| The blue line indicates the
time of the appointment you

- ¢ N (are creating.
Remove 30
Excel 00

To make an appointment

Clear

John Smith

| Keffer Ackmin v 11—

L) the current time of day.

Record: [I4 ] 4 WOf 1 [k [ —
Injury: 30
= 0
With: Bobby Cox s All 1 0 o . . .
Do ouee % The gold line indicates /
Joe Streckfus

Al

span  several time spots,
use the CTRL button and
click and drag to the
desired time.

-

Equip: w =
Purpase: ~ | 12;
Location: ~ |
00
Private Appointment ] 1 —_—
30
4 December 2020 January 2021 3 00
SMTWTFS SMTWTFS 2—
5930 12345 1 12 30
s0/6 789101112 2(3 456789 00
5113141516 171818 3/101112 13 14[15)16 3—
2(20212223242526  4[17181920212223 24 = 5 5 = 5 =
4127 28 29 30 31 5|24 25 26 27 28 29 30 Use the calendar above to select/change the time for this appointment : and view a generar -~hedule
€31 1 2 3 4 5 8 Save Remove Current Add (New Screen) Close I

larger than 1 in the MAX allows multiple athletes to book.

These sections allow you to add an athlete to the appointment using
the ADD button. Add the team if you choose, remove the person
from the appointment time. If you select an athlete you can choose
the injury they are coming for as well. You can also set how many
Athletes per appointment can be booked. Putting a number in

The appointment defaults to the user
profile logged into ATS. You are able to
select from the list, if you are
scheduling with/for someone else.

The Printer, will print
» the schedule from the

view you have open,
daily, weekly, monthly.

These buttons allow you to scroll between \

calendar views. The red calendar shows the

Daily screen as shown above. The blue book, The injury bag will open the injury

shows you a breakdown of the weeks for the athlete. It will only work if

appointments. The Calendar shows you your you have chosen an athlete and

monthly appointments. chosen an injury when creating the
appointment; in the above steps.
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Make an Appointment:

i)
Detail; MNotes/Event Info | Recuming Opponent
Motes:

-
s

=5

Details Mates/Event Info | Recuming | Opponent

Select a Recumence Type

(O) Daily (® Weekly () Monthy () Yeary

NCAA/HS Information Bypass NCAA/HS)

Remove Recurrence

Recurence Details

Number of Weeks:

Event Type: |

Season: |

Surface # Parhcipate-[
Submitted: Delete Submiss|
NCAA/HS ID:

Temp: l:l Humidity: l:l Heat Index: |:

[] Sunday [] Manday [ | Tuesday [ | Wednesday
[] Thursday Friday [ | Saturday

) 1IE3

Details Motes/Event Info Recuning| Opponent ﬁ

Score: B
‘ ‘ hedule
Previous Opponent

Evert Type P
GamePractey |

Opponent Name:

-

[ Include this entry on the web site .

Address:
{

Longitude:

Mileage: | | # Hours: |
E]
4 December 2020 January 2021 3 00
SMTWTFS SMTWTFS -
#2930 12345 1 12 =
006 7 8 9101112 2034567889 00
5113141516 171813 3101112 13 141516 —

5220212223 242526
1127282530 31

-

N
Use the calendar above to select/change the time for this appointment ; and view a « =neral schedule
Save Remove Current

Add (New Screen) Close

Using CTRL and dragging
over the dates will allow
you to block multiple days,
ex. Vacation or long road
trip

The remaining tabs of the appointment screen allow you to put in any notes or other
event information. Set as a recurring appointment, daily, weekly, monthly, yearly
appointments (ex. Weekly athletic department meetings), or opponent information.
That is where you build the online sports schedule (more on following pages).

Details Notes/Event Info Recuming Opponent

Team Search Fitter Choice

Team: ‘

> |

Athlete(s): | sthlete Name
Max

Remove

Excel
Injury:

Record: |14 4

"M SO0 @0 O

With: Bobby Cox

John Smith

Dougie Howser
Cear 4—

efesh Lt B o Y
Use the below to select/change the time for this and view a general
< Friday. January 15, 2021 >
30 -
pm
e
2 00
0of o [k [k s
0o
4 |
AlLAl oo | 4:00 PM-5:00 PM Joe Streckfus - Evaluation - -

oo | 5:00 PM-6:00 PM Joe Streckfus - Consultation - -

Keffer Admin hd
Equip: (T 5;
Purpose: |Consuttation ~ |
Location: V|
Private Appointment [ ]
4 December 2020 January 2021 3
SMTWTFS SMTWTF S
42930 1 2 3 4 5 12 83
5006 7 8 5101112 213456785 10

511314151617 1815
52/20 21 22 23 24 25 26
1|27 28 25 30 1

3/10 11 12 13 1415]16
41718192021 2223
5|24 2526 27 28 25 30

831 123 456

-

Save Remove Current

Add (New Screen)

Close

on
Use the calendar above to select/change the time for this appointment : and view a general schedule
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Adding or Editing Multiple Appointments:

The ADD/EDIT multiple appointments, allows you the flexibility of seeing appointments, and being to
add or edit those corresponding appointments. You also have the ability to add multiple
appointments at one time, you can also set the recurrence as before by using the recurrence tab.

Inventory Reports Admin Windows Helf

“&  Make an Appointment
Add/Edit Multiple Appointments
Quick Appointments

2 = Em =]

You are able to filter, and see all
your appointments, specific athlete

O Al ® Athlete ® Team/Sport Show Research Columns ©
Start Athlete Name Injury Bypass NCAA | NCAA Event | NCAA S

or team appointments. = = == == sPhde | No Showed | Concel
Staff Member Notes Tempurature | Humidity

Dates you wish to view or set

. . 1/15/2021 5:00:00 PM Davis, Crash ]
recurring appointments for. VISR G0000PM 0 Connukation O O C
Joe Streckfus Crash Davis: Need to meet and get my leg looked at
1/16/2021 12:00:00 PM Test, Testy O
1/16/2021 1:00:00 PM 0 Rehab Session O O C
Joe Streckfus Testy Test: rehab for my shoulder

Record: [[41[4 10f 3 (B [pIIk= < >

Note: Only 1 athlete per appointment is available on this screen. Appointments with multiple athletes MUST be done via the details screens.

8/2021 w | el
i Save
1/16/2021  |v| et New Details To Excel
— = Pirt Close

Use the NEW button to add new appointments. Details after highlighting the appointment to see the
details of the appointment, the athlete note they sent.

You can copy the appointment, or remove the appointment.

You can print the screen/appointments or export to excel.
Setting Recurring Appointment:

General Recumence General FRecumence
Select a Recumrence Type Recumence Details Select a Recurrence Type Recurence Detals
@ Daily ) Weekly O Monthly O Yeary - () Daly () Weekly @) Morthly () Yeary Number of Morths: Rec mCIea'ﬂnB Info
(®) Every Day Will occur the same day of the
) Every Weskday month for each recumrence
General Recumence Genersl Recumence
Select a Recurrence Type Recumence Details Select a Recurrence Type
() Daily (@ Weekly () Monthly () Yearly Number of Wesks: ) Daly () Weekly () Morthly (@) Yearly T ey .
[ Sunday [] Monday [ ] Tuesday|
[] Thursday [] Friday [] Saturd

You are able to build a recurring appointment in ATS. If you have a long term rehab that will be coming at the same
time, or a weekly meeting or any combination of those. To build a recurring appointment; select either daily, weekly,
monthly, or yearly for the recurrence. Fill in appropriate details for the recurrence, and make sure the information is

set in the screen above.
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Building a sports schedule, required information to post online:

From the details screen, select the team the game/event is for. Make sure to select the appropriate user.
Select a purpose, location is optional.

Go to the Note/event/info and fill in the NCAA information, or select bypass

Under the opponent tab, fill in the information about the event. If you want to post it online, check the box. Filling in the
address information will allow the online schedule to generate a map of the event.

Select the time of the appointment, use CTRL and click and drag to select a larger amount of time.

12 Add/Edit Appointment T\ Add/Edit Appointment 12 Add/Edit Appoitment E\@
Detals  Notes/Event fa Recuring Opponent | Detals Notes/Event Ifo  Recuming  Opponent Defals Motes/Evert o Recuring Opponent ‘TMSEWHQQW | @ ﬁ
Team: |Joe Tech Men Basehal L Opponent Name: Score: I:I Wi
ARELEG:| Atete Name ety U @000 0% Ou Refresh Lis @ 8

Max Use the calendar below to select/change the time for this appointment; and view a general schedule
1] ¢ ‘ Fdey. ey 15, 20 ‘ 3
Event Type TZ
. . -
s e :
Tean Include this entry on the web site 1
T Address:
24 Vilage Park Dive
Bed | oot TR g0 | NCAAZHS Information  Bypass NCAAHS? []
Iny: Evert Type: | V|
| Season; | V|
With: | Bobby Cax A
Dougie Howser ; 5“{3093 # Pariicipate: I:I Ciy |Grove Ciy ‘
i Submitted: Deite Submizson Side PA | Zo: (1614
Keffer Admin v NCAA/HS 1D: =
Eaip | A Tew| | Hmdy | Hesthdec| | R :
Purpose: |Game Coverage v
ileage: lours: )
Private Appointment | Longide: I:I
{ December 2120 Jaay2021 || ¢ December 2020 Sy 2021 || (4 Decenter 2 gl Y
SMTWTFS SMTWTH SMTWTFS SMTWTEFS SMTWTFS SHAWTF S -
MU 12345 #2230 12345 1 12 89012345 i 112
36789101112 2345678505?39“]1172 23456785 n 6789101112 456789
5131415161713 19 SH}IHZHH@ 51113 141516171819 310]]121314@16 5131415161718 19 3“}"121314@15 3
NN DBUBER 4171819201 1 RANZBAUDK 41718192021 2223 2WNNBUH IERERER IR Y] 0 - - - : -
| Spspeny g snss | ¥ PR B 5247596 7728 29 30 BB SUBEETNBD Use the calendar above to select/change the time for this appointment; and view a general schedule
N ERERE: B3I 123456 g3 123456 Save Remove Current Add (New Screen) Close
3l ATS © sports Schedule
Joe Tech g
Schedules AUE
Joe Tech - Joe Tech Men Baseball ~
Date and Time Opponent Event Home [ Away Location Score
01/16/20213:30 PM  Ashley U Game Home stadium @
Version 1.0.0.0
Copyright ® 2021, Keffer Development Services, LLC
10
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Quick Appointments:

Admin Help
Make an Appointment

Add/Edit Multiple Appointments ‘
Quick Appointments

Windows

Inventory Reports

Add for Athlete
==tTld for Team/Sport

o ) o (B |[=
General General
Siaff. | ~| Staff: | v
Slats: |/ / #H || Now | Ends:| / / v | Now Stats: |/ / v || Now | Ends:| / / 3 v || Now
Athlete
Name ~ Private Appointment [ ]
Injury: w
Team/Sport
Name: | v‘
Purpose: | Location w Purpuse‘ ~ | Location v‘
Notes Notes
Actions Actions
Save Close Save Close

Quick add allows you to build an appointment with the minimal details. Use the athlete add, or team add to
build your appointment. You can customize by using the add/edit screen to add more details, if necessary.

Daily Appointments:

Displays the appointments scheduled for you organization. From here, you can see all the injury
details, purpose, location, whether they showed, cancelled, or completed. If it is another type of
appointment there are places to record other details. The notes the athlete or staff member left are
also available. You are also able to filter by team or organization if you choose. Show all button will

show all schedule appointments, my appointments will limit it to yours.

Inventory Reports Admin Windows Hel‘
-3 .
Make an Appointment | e =
Add/Edit Multiple Appoin{  sorinent fter November 2020 December 2020 Jaruary 2021 February 2021
Quick Appointments Team: SHNTWTFS SHMTWTFS SHMTWTFS SMTWTFS
: v 12345 12 123456
Staff Time Loo P 1234567 £789101112 1456783 7891011213
“ B9MNI21314 1341516171819 0111213141516 4151617181920
. . - B9  NARNBHBX  TEBNANRD NDBUBXY
Daily Appointments NBMBERTH  TRBNY UEBTBBN B
My Shon Al 2350 il
Clicking on an individual date will show appeintments for that date
Start Time End Time | With Team Ahletels) Injury Purpose Location No Showed | Cancelled | Completed | Mieage | #Hours | Notes
Z00PM ZIPM Jos Streckfus 0 0 (pen Tme Office O O O o0 000
200 PM Z30PM  Dougie Howser 0 0 (Open Time 0 0 0 1 0.00 0.00
Z30FPM J00PM  Joe Sireckfus 0 0 Open Time Cfice 0 0 O o0 om0
230FPM 300PM  Dougie Howser 0 0 Open Time 0 0 0 O oo oo
200 PM TIPM Joe Streckfus 0 0 Open Time Office O O 0 000 000
Use the buttons to 300PM 330PM  Douge Howser 0 0 Open Tme 0 0 0 O oo om0
. . 330PM A00PM Joe Streckfus 0 0 Cpen Tme Office: O O 0 o000 000
further add/edlt/mOdlfy 330PM 400PM  Dougie Howser 0 0 Cpen Time 0 i | [0 oo o000
your appon‘]tments, 400PM 430PM Joe Streckfus 0 0 Cpen Tme Office O O O 000 000
. . 400PM 430PM  Dougie Howser 0 ] Cpen Tme 0 0 0 O o o000
view details of the 430FM S00FM  Joe Sreckus 0 0 Open Time Offce 0 0 O om0
h I h i 430PM 500PM  Dougie Howser 0 0 Open Time 0 0 0 1 0.00 000
athlete that is 500 M 530PM  Joe Sireckfus 0 0 Open Time Cffice 0 0 O o0 om0
scheduled. You can LU Dogehowsr 00 g 00O 0O 00O jww e
add an athlete to an
available appointment,
prlnt your screen or
export to excel.
>

Actions
Refresh

Add

Delete

Save

Details

Show Athlete

Add Athlete Print To Excel

Close

Copyright © Keffer Development Services, LLC
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ATS—ScheduIing Overview TOP

My Appointments:

To view your scheduled and available appointment times, use the menu or the icon shown below to
access your appointments. Use the associated icons in the page to make adjustments or edits to the
appointment, view the week, or month.

LN Inventory Reports Admin  Windows  Hel
9 Make an Appointment —
Add/Edit Multiple Appointments
Quick Appointments »
Staff Time Log I'I-IE" -'!I"Ppt | (===
< Monday, January 18, 2021 >
Daily Appointments 4325 2n2 2I' z: gl ﬁr ] e i
Monthly Appointment View . 15 g 13 1: 1; 1? 1
471516171819 20 21
482223242526 27 28
43|29 30
December 2020

SMTWTFS

View the daily, weekly or monthly ||s: 550
51(1314 1516 17 1819

appointments. 522021222324 2526
" 12728283031
E % m January 2021
SMIWTFS
View the athlete profile. Nsase7ss

3101112131415 16

.l. wun 4171819202122 23

524252627282930

631123456

DEHED - 3
If an injury is specified, this button | = 8%
will take you directly to the injury — — — — — —— —

Screen_ R ete e lete Appt EW, ete lose |

# T

Add Athlete— allows you to add an athlete to an appointment.

Remove Athlete— allows you to remove the selected athlete on the
appointment, but will make the spot available again for other athletes to
book.

New Appt— allows you to add an appointment from this screen.

View/Edit— allows you to see details or edit the appointment.

Delete— will delete the appointment availability.

Refresh— will reload the screen, refreshing any appointments that have
been booked, deleted, or cleared.

Copyright © Keffer Development Services, LLC 12



ATS—ScheduIing Overview TOP

View Staff Schedules:

Using this tab allows you to view your schedule, as well as all of the other users in your database.

Inventory Reports Admin Windows Hely oy
¢ Make an Appointment Choose the Staff...
Add/Edit Multiple Appointments | | [Search |
Quick Appointments ’ Bobby Cox
Staff Time Log Dougie Howser
Daily Appointments / jz:nsgfn‘;tfus
Monthly Appointment View Keffer Admin Choose the staff member you want
My Appointments e Phrase Master to view the schedule for.
View Staff Schedules Rhett Keff
Athlete Appointments M‘anﬁ
[= (==
Monday, January 18, 2021 >
s
Cancel

4501234567
48/ 8 91011121314
471516 171815 20 1
48|22 23 24 25 26 27 28
43|23 30

43 123145
5006 7 8 910112
51(1314 1516 17 18 15
5220212223 24 25 26
12728 25 30 A1

January 2021
SMTWTFS \
1 12
23456789
3101112131415 16 00
417819202122 13 10;

5|24 25 26 27 28 29 30
3123 56 11% \
B Y -

= Add Athlete | Remove Athlete New Appt View/Edit Delete Refresh Close

/

4

Once you select the staff you will see a screen that looks like much of the other appointment
screens. The buttons contained here function the same as other screens.

You are able to select different staff members by utilizing the drop down window.

Copyright © Keffer Development Services, LLC 13
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Athlete Appointments:

Athlete appointments allows you to see all of
with that athlete.

Inventory Reports

=& Make an Appointment

Admin Windows Hely

the scheduled, and previously scheduled appointments

Add/Edit Multiple Appoiniments
Quick Appointments
Staff Time Log

Daily Appeintments
Monthly Appointment View

My Appointments

The athlete appointments screen will show you all
of the appointments the athlete has had, or has
booked currently. This screen shows you all
appointments for that athlete and allows you to edit
if necessary.

Tew Staff Schedules

Athlete Appointments

oy
@ = e =
Choose the ATHLETE. . Aot Do Coach Bt /1471958 _
| Stat End With Purpose Location No Showed | Cancelled | Completed | Noles
12/14/2022 4:00:00 PM . 12/14/2022 4:15:00 FM _ Keffer Admin Evaluation Clinic ] ] ]
6/10/2022 20000 PM  6/10/2022 3.00:00 PM_ Joe Strecki Eval Ci ] 0 0
i 10/ /104 loe Streckfus valuation inic:
'Adams' LEIQh ﬁnn 1/28/2022 9:.00:.00 AM  1/28/2022 9:15:00 AM  Joe Streckfus Evaluation Clinic O O O Crash Davis: My thn
.IE'"E"I Sharlrll:lrl 12/9/2021 1:00:00 PM - 12/9/2021 1:30:00 PM Joe Streckfus Treatment Clinie O O O Crash Davis: need t
' 5/27/2021 11:3000 AM _5/27/2021 120000 PM _ Joe Streckdus Treatment Cinic ] 0 []  Crash Davis helpm
Jﬁndemﬂn Jr Eth? 5/6/202110:00:00 AM  5/6/2021 10:30:00 AM  Joe Streckfus Evaluation Clinic O O O
o 5¢5/2021 11:30:00 AM - 5/5/2021 12.00:00 PM  Joe Streckfus Evaluation Clinic O O O Crash Davis: help
Anderson, Curtis 5/4/20215:00:00 AM 5/4/2021 9:30:00 AM  Joe Streckfus Evaluation Clinic O
' 5/3/2021 T0000PM  5/3/2021 11500 PM  Rhett Keffer Eualuation Stadium ] 0 0
Anderson, Gabriele 5/3/2021 900:00 AW 5/3/2021 %1500 AM  Joe Streckfus Evaluation | O O
3/9/2021 6:00:00 PM - 3/9/2021 70000 PM Joe Streckfus Evaluation Stadium O O O
Anderson, Roberta 3/8/2021430:00PM  3/8/2021 51500 PM  Joe Streckfus Consutation Clinic | 0J L] Crash Davis: needt
2/1/2021 115600 AM2/1/2021 122600 PM Joe Streckdus Consulation Cinic ] 0 0
Art, Adam B 1/19/2021 20000 PM  1/19/2021 33000 PM  Joe Streckfus Evaluation Cliic ] 0 0
. 1/18/2021 20000 PM - 1/18/2021 230:00 PM  Joe Streckfus Evaluation Clinic Il O O
Austin, Steve
E:t'“es' “'ESS'C_E'l The buttons at the bottom of the page function the
eman, L'anie H
_ same as in other screens.
Beechum, Claire
Bilingsley IV, Don Record: [T/ 20f 16 [B 0] < >
Bond, James JJ Search Refresh New Detals  Remove = Copy | ToFExcel | Punt Save Close
Baonder, Martin
=TT Inventory  Reports  Admin Windows Hel]i
““  Make an Appointment
Add/Edit Multiple Appointments
Quick Appointments » Team appointments, Equipment,
. Location Appointments will look
Staff Time Log o . .
similar to this screen, except will use
Daily Appointments those filters to pull the specifics for
Monthly Appointment View those appointments.
0 My Appointments
iew Staff Schedules
Athlete Appointments
Team/Sport Appointments
Equipment Appointments
Location Appointments
14
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Other Appointment Features:

From the my appointment screen make sure to select the appointment you want to edit, then utilize
the View/Edit button.

This will take you to the add/edit appointment screen. You can then move the appointment to a
different day by click and dragging to one of the calendar days.

You can expand the time of the appointment by getting the double I on that appointment and
dragging earlier or later. It will not overwrite the current appointment instead bump them like there is
more than 1 appointment for that time

3:00 PM-5:00 PM Joe Stredcfus - Davis, Crash -
Evaluation - - Clinic

o ===
T | E— SO
Aihlete(e) | Aiiete Name M@0 0s0n On O Refresh List m% e B
Lo Use the calendar below to select /c the time for this i and view a schedule
< e Thursday. January 28, 2021 e > H H
- / Selecting an appointment from
% / one day/time and dragging it to
e 8 / another day will copy that
o s o | 9™ / appointment that it was
niry: k) B
Jl selected for.
Wih Al 10; /
0 3 .
; | / It then will show that slot as an
o 0 |12 / i open time. You will have to
e M | / recreate an appointment in that
T FEPrTI 2; area if you want it to have it
:’2;3.2 :%.5131111152) 2345 .B 7 :% 5 = 3:00 PM-3:30 PM Joe Streckfus - Dk Crash - Evaluation - - Cl available.
dpugenes ceuziese | 3o ' L
5_2272“”“1 :;412';25;:;;%53 Use the calendar above to select/change the time for this appointment; and view a general schedule
€31 123456 Save Remove Current Add (New Screen) Close
pm
12 ;
0o
20
00
3%
00
S

F

You are able to import you schedule from Outlook, Google, or excel. This feature does not “Auto
Sync”. Instead offers a one time import of your calendar into ATS. For more information on that,
please see the help docs for scheduling. For Excel visit help page and search Scheduling, there is a
zip file that has a template and instructions with it. For Outlook click the hyper link, for ical/Google
click the hyper link.

oo
5 —
30

Copyright © Keffer Development Services, LLC 15
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Scheduling Staff/[Equipment Availability:

Staff/Equipment Availability is the bulk appointment scheduling feature in ATS. This allows you to
see single or multiple dates, variety of times and post the availability for athletes to sign up for. You
can use this feature for yourself, staff members or equipment.

For complete details on using the staff/equipment availability screen please see the Scheduling

Availability help doc

Inventory Reports Admin Windows Helg o =)=
=<  Make an Appointment ® Schedule Staff () Schedule Equipment Staff [ Joe Streckfus ~| Reset
Add/Edit Multiple Appointments Choose your start/end values Post
i i e Max # of Athletes: |1 (0= No athletes, 1= 1, ete.) =
Quick Appointments » Dates:| 1/18/2021 ~ to 1/18/2021 |~ s
Staff Time Log Times:| 6:00:00 AM =] to 00 PM 5 Location: | ~ |
. . R ow | Reset o E=is 2
Daily Appointments s || Dot S— - s
Monthly Appointment View ~ _ _ ~
o e applicable appointment imes and click "po: save them to your schedule
_— ) Ch pplicable appointment ti d click "post” to them to y hedul
My Appeintments unday ___ Monday __ Tuesday _ Wednesday | Thursday ___ Friday ___ Saturday
View Staff Schedul Tl eo0am  ~ | e00aM  ~ |0 6:00AM | 6:00AM  ~ [OJ 600AM  ~ [0 6:00AM | 6:00AM  ~
lew Sta s / O 6:30am O 630 Am O e30am O 630 Am O 6:30Am O e304aM O 6:30am
. O 7.00am O 7.004M O 7:00aM O 7.004M O 7.004M O 7.004M O 7:00am
Athlete Appointments O 730am O 730 am O 7:30am O 730 am O 730am O 730 am O 7:30am
Team/Sport Appointments O 8:00 am O 8:00 Am O s:00am O 8:00 Am O 8:00 Am O 8:00 Am O s:00am
O 8:30Am O 8:30AM O e:30AM O =:30AM O =:30AM O =:30AM O e:30am
Equipment Appointments O 9:00 am O 9:00 amM O :00 am O 9:00 amM O o:00 M O 9:00 amM O c:00am
O @30 AM O 930 AM O e:30AM O 2:30AM O 2:30AM O 2:30AM O e:30AM
Location Appointments O 10:00 AM O 10:00 AM [ 10:00 am O 10:00 M O 10:00 M O 10:00 M ] 10:00 am
O 1030 am O 1030 am O 10:30 am O 10:30aMm O 10:304aMm O 10:30aMm O 10:30 am
- . P O 11:00 aM O 11:00 aM O 11:00 am O 11:00aM O 11:00 aM O 11:00aM O 11:00 am
StaffEquipment Availability O 11:30 AM O 11:30 M O 11:30 am O 11:30AM O 11:30AM O 11:30AM O 11:30 am
. O 12:00 PM O 12:00 PM ] 12:00 PM O 12:00 PM O 12:00 PM O 12:00 PM O 12:00PM
Send Reminders to Athletes + O 1230pM [0 1230PM O 12:30Pm O 1230PM O 1230PM O 1230PM O 12:30PM
Send Remind Stafil O 1.00PM O 1.00PM O 1.00PM O 1.00PM O 1.00PM O 1.00PM O 1.00PM
end Reminders to Stafl/Users L O 1:30PM O 1:30PM O 1:30PM O 1:30PM O 1:30PM O 1:30PM Ol 1:30PM
- " O 2.00PM O 2.00PM O zo0PMm O 2.00PM O 200PM O 2.00PM O zo0Pm
Send Reminders to Coaches for Athlete Appointments  » 0 230PM 0 230PM O z30PM 0 230PM 0 230PM 0 230PM 1 230PM
. . B O 3.00PM  ~ [] 3:00PM  ~|[] 3:00PM v |[] 300PM v |1 3.00PM  ~ [(] 3:00PM v |[] 3.00PM  ~
Search For Appointment By NCAA/HS Submit ID
o ehodl | an | None |[ An [ Nome || An | Nome |[ An [ Nomc || An | None |[ AN [Mone| At | None |
port hules 3
RIS
@® O Staff
Schedule Staff Schedule Equipment | =
quip oe Strecidus v Reset Cycle between staff members,
Choose your start/end values 1 i
= o or equipment if you choose to
Max - 0=No athletes, 1=1, etc. .
Dates: 1/18/2021 |~ |to 1/22/2021 |v #of Abetes:[1__| ; schedule equipment.
Times: §:00:00 AM 5 to 4:00:00 PM 5 Location: [Ofice -
5 Purpose: Open Time ~
Interval: Show Reset £
Times | Info Team: v Close The Post button, is how you

Sunda ™ -— -_—
[ 2:00am
[ 8:45am
O 930 am
O 1015 am
O 1100 am
O 11:45am O L] ]
O 1230 PM m [ L
1 1:15PMm
O z00Pm
O 245pPM
O z30PM

schedule the appointments you
have selected below. This Posts
the appointment to your staff
profile. Remember to hit post
after changing staff or the
equipment.

NEMECDRNNNE |
NRRECORRREN|

O z30PM

\ Check the boxes you will be

available. You can also use

a0 Nomo || A [ Nono ]| 1| Nono || 1 Nore J{_At | Noro || A1 | None || A1 | Nore.

the ALL/NONE boxes at the

(®) Schedule Staff () Schedule Equipment
Choose your start/end values

1/18/2021 1/22/2021 |~
Times: 8:00:00 AM 3 to 4:00:00 PM 3

Dates: ~ to

Interval: _d5 v| Show

Times

Reset
Info

bottom to select all times.

Dates— allows you to schedule times for one day, or however long you would
like to schedule for. If you are scheduling for the single day, make sure you
check off the hours on the appropriate day of the week.

Times— Change the times you are available. This will shorten the amount of
times shown in the  colored boxes.

Interval— how many minutes you would like each appointment to be scheduled
for.

Show/Reset— Show will reload the information with the configuration of times
you have selected. Rest will reset it back to the default times

Copyright © Keffer Development Services, LLC 16
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ATS—ScheduIing Overview TOP
Maintaining Appointment Schedules:

There are several utilities to remove staff/fequipment 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.

Windows Help
Site Info
= AddUpdate Teams & Organizations

Users
Maintenance
Import Cross-Walk

Dashboard Statistics —>

Data Miner

Injury Analytics Reporting

ROI Report

Injury Updates Needed (Admin View)

*

Athlete Security
Drug Testing

Athlete Utilities
Injury Utilities
Scheduling Utilities
Inventory Utilities

TE[OC

Remove Staff Availability
Remove Equipment Availability

Update Athlete Years Delete All Appointments - <= Date
Delete All Appointments - Date Range For All Users
Delete All Appointments - Date Range Single User

Import/Export »

L il L

B Oyl

Remove Staff Availability— This allows you to delete unscheduled appointments for a staff member, for a date range
Remove Equipment Availability— allows you to remove unscheduled availability for equipment, if you have it set

Delete All Appointments- <= Date- Allows you to delete appointments from a date you pick and appointments that are
before that date

Delete All Appointments— Date Range For All Users— Allows you to clear appointments for a selected date range for
all users.

Delete All Appointments— Date Range Single User— Allows you to remove a date range for that specific user.

Copyright © Keffer Development Services, LLC 17
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Appointment Reminders:

If you would like nightly appointment reminders to be sent, you can do this in the Site
Info area, opt(1) tab. Click on the nightly noticest b and then select the people that

should get reminders (staff, coach, athlete) and the type of reminder you would like
sent (email and/or text).

ﬂ Site Info - Joe Tech EI@

Primary Modules Securty Tab Order] Opt(1) JOpt(2) Opt(3) SwipeCard Biling Claims/EDI/Exchange Pre-Login  Kiosk  Custom  Inventony

Primary user title (ex. Athletic Trainer): |Ath|etic Trainer |

Athlete |dentifier {ex. Athlete ID): |Student ID number | Screen
Grid colors:  Alt Row Background
1st Addr Title: |Home Address | 2nd: |SchooIAddress | Color:
New Ror

[ Force injury screen display for users after login = SEIEEnlE oG

Enable batch report processing based on the schedule defined Use Default

& On the Nightly Notices Tab, select who you want &xel1: 250 | fevels used are detemined

V notifications sent to. Athlete, Staff, or Coaches, evel2: |5 by your administrator.

lyOL:I can geleCt all if you WOUId like. Also choose u Staff MNotices... Ncnticesfor.. MNote/Batch Schedule. ..

t which delivery method, email or text. If you select . o :

ftext, do ensure your athletes have a valid text E ‘gth'f‘?‘e‘er_r:a" "“jmc;“de’ Wl e e s
address in their profiles. ** As a note, we have 5 taff - email reminder ES‘aﬂ"e:“‘em'“fjef

E found some cell carriers do not support the eSSl e L SRS 2 S

F email to text conversion that ATS uses to send Check the box for the applicable nightly apfointment notice

[ texts. ™

Use delayed delivery for secure messages

Email preface from your school/org for encyption:

Mote: All emails generated “to staff” from athlete entries are
controlled by the "Notification..” list on the \Wdmin'Teams area.

Staff Motices..  Motices for..  Nightly Notices._| Mote/Batch Schedule...

Batch Appointment Reminder Days: To have the appointment reminders sent by the
Sun [¥] Men [ Tue [~] Wed ] Thu [ Fri [] Sat system, be sure to select the days of the week

Batch Confirm to: |iw@dﬂﬁid|ﬁmm_m V| you want notifications sent. Also select an email
: address, from the dropdown list, to receive a

Batch Notes Process Days: confirmation email that will provide details of

1 sun Mon Tue Wed Thu == Sat what was processed (how many notifications
- were sent.

Batch Confirm to: ||oe@kﬂﬁaﬂemlopmertmn v|

rSchool Reqgistration Schedule/lnfo:

L] sun [ Mon [] Tue [] Wed [ Thu [] Fri [] Sat

Batch Confirm to: |ine@keﬁaﬂm-elnp|rﬂt_mn V|
SWAY 1D Schedule/lnfo:

L] sun [ Man [] Tue [ Wed [ Thu [] Fri [] Sat

Batch Confirm to: |joe@athletictrainersystem com |

Copyright © Keffer Development Services, LLC 18
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Sending Schedule Reminders:

Allows you to manually force the appointment reminders to be sent. You can choose from sending athlete reminders, to
the staff or other users, or send reminders to the coaches the athletes have an appointment with you. These emails are
not dependent on the Sitelnfo Area being set. Again, you will have to manually click run this every time you want the
notices sent.

SRS Inventory  Reports  Admin  Windows

Help

#%  Make an Appointment
Add/Edit Multiple Appointments
Quick Appointments
Staff Time Log

Q(_ Reply @_ Reply All 9_) Forward

Daily Appointments
Monthly Appointment View
My Appointments

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

Tue 1/19/2021 9:13 AM
Joe Streckfus <joe@kefferdevelopment.com>

from Joe Tech to athlete

To  joe@kefferdevelopment.com

This is a reminder of your appointment today!
Purpose: Evaluation Location: Clinic

Staff Equipment Availability

end Re nde D hlete
Send Reminders to StaffUsers

Send Reminders to Coaches for Athlete Appointments

Scheduled 1/19/2021 3:00:00 PM

3

3

Send Email Message Reminders for Today|

Send Text Message l-{emjnders for a Date Range

Search For Appointment By NCAAMHS Submit ID

Sent Email Message Reminders for a Date Range

Reports:

[ETl Admin  Windows  Help

= 1. Team Reports ’
iiii 2. Athlete Reports »
= 3. Coaches Reports »
ml 4. Injury Reports 3
iiif 5. Rehab Reports 3
il 6. Modality Reports 3
[= 7. Combo Reports r r S St e m@
iilf 8. Strength & Conditioning Reports  » § y
[= 9. Limitation Reports ’
lgl :r zz:z::si?:?; S : There are several different report
il 12. Referral Reports , options for_ reviewing appointments
Il 13. Medication Reports , and details assomateq. Go to
B 14 Note Reports , Reports—> #19 Sch(_adullng—_> and
iflf 15. Athlete Form Reports b chose the report and information you
ifli  16. Staff Form Reports ) are looking for.
iiif 17. Charts & Graphs »
18. Billing s
| i 19. Scheduling » 1. Today's Appointments
20. Inventory & Equipment Reports  » 2. Appointments for a Date Range
21. Order Reports * |[£ 3. Calendar View Reports 3
[£  22. COVID-19 Screening v £ 4. Athlete
iili 23. Mailing Labels y |E 5. Appointment Daily Summary
iili 24. General Reports ’ 6. User/Staff
fili 25. NCAAReports , 7. Team
£ 26. HAL Reports s 8. Appointment Purpose
£ 27. QR Code Reports , 9. Equipment
T e eeeygee i 10. Staff Time Log

Copyright © Keffer Development Services, LLC
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Scheduling from the Staff Portal:

You must customize the administrative features for scheduling from the ATS Desktop. Some of the
Admin features are not available on the Staff Portal.

Appointments

Scheduling =
Add an Appl:l intment Staff Joe Streckfus v

Strength & . —
Conditioning aIY‘ FF-In menis New or Existing?: ® New ) Existing
My Appointments Choose a day Specify Time Interval
Staff & Equipment Availability &= November 2021 == - Al Day
Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 5 I Start Time v ¥ AM v
1 8 9 0 11 12 13
14 E 16 17 18 19 20 End Time: v v AM v
2 2 23 24 25 6 27
Location ~
28 28 3N
#Hours
Adding an Appointment Equipment v M Atletes
allows you to add a single Purpose: .
appointment for the time| | BBy e | ovmonen | recnng |
you choose. . .
Athlete v
AddAthiete () Notify Athlsts(s)
Injury: v £
() Private Record
No Athletes
‘:ii' New

Many of the features here are the same as the Desktop. Select the purpose, team if appropriate, the
athlete and injury. To add a blank appointment, only select the purpose from the drop down.

***Required Fields to save a blank appointment are: Purpose, Max Athletes (1,2,3 etc.), and a start and
end time.

MNotes J Cpponent H Recurring ‘

Bypass NCARHS? [ Go through the corresponding tabs,
_ and fill in any information. For further
Event Type: Exhibition game v . X
explanation of the tabs, please view
Season: v the scheduling for the Desktop on pg
Surface: Other v Notes Event Info L Recurring &
# Participate: () Include this entry on the public website
Submitted: Event Type
NCAAHS ID oppenent
Previous Opponent
HomelAway ‘ Motes ‘ Event Info Opponent ‘
[Scora:
— Select a Recurrence Type
|Add : . — —~ .
ress L' Daily ® Weekly ') Monthly \_' Yearly
Ci .
ny — Recurrence Details
State/Zip: Number of Weeks: 1
Latitude J sunday Monday () Tuesday (] Wednesday
Longitude: [J Thursday [ Friday [ Saturday
[Test map link for public website | Remove Recurrence
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Daily Appointments:

Displays the appointments scheduled for you organization. From here, you can see all the injury
details, purpose, location, whether they showed, cancelled, or completed. If it is another type of
appointment there are places to record other details. The notes the athlete or staff member left are
also available. You are also able to filter by team or organization if you choose. Show all button will
show all schedule appointments, my appointments will limit it to yours.

Scheduling > . Daily Appointments
Add ari ’i\' X ":”ntrnent (] November 2021 December 2021 January 2022 February 2022 [ ]
Strength & = - :
= . [],E“I\If ,L‘l.‘ppmntm o Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa
Condltlunlng 1| 2 3| 4 5 6 1 2| 3| 4 1 1 2 3|| 4| b6
7 8l 9| 10| 11| 12| 13 5 6| 7 8( 9/ 10{ 1 2 3| 4 5| &| 7| 8 6 7| 8 9| 10| 11 12

o EQ H TEHEIsH N 14| 15/ 16 17| 18| 18| 20 12| 13| 14| 15| 16| 17| 18 9| 10| 11 12|| 13| 14| 15 13|| 14| 16 16 17| 18| 18
Staff & Equipment Availability ’ o=
21| 22| 23| 24|| 25| 26| 27 19| 20| 21|| 22 23 24| 25 16( 17| 18| 19| 20 21| 22 20 21| 22| 23| 24| 25 26

28| 29| 30 26| 27| 28| 29|30 31 23|| 24| 25|| 26| 27| 28| 29| | 27| 28
30| 31

Clicking on an individual date will show appointments for that date

Appeintment Filter

Team - Select — v Organization Joe Tech v
My Appointments Show All
m Edit Show Athlete Refresh
Time With Team Purpose
Location No Showed Cancelled ‘Completed Mileage # Hours
03:00 PM - 06:15 PM Joe Streckfus Joe Tech Men Football Practice Coverage

End of Appointments

Database: ATSJOE | Version 1.0.0.0

Copyright ® 2021, Keffer Development Services, LLG

My appointments:

My appointment screen will allow you to see what appointments are available. If you would like to see the details, select
the appointment and it will take you to the respective details. You can then add details, or edit the appointment that is
booked.

Scheduling : =}z ATS Staff Portal: Joe TecH
Add an Appointment

SLELI Daily Appointments 7 . %N G g Tg m, "79 3 ;ﬂ /?J @ ;Lg E '

Conditioning g e

> | Athletes v | Search

=

> Staff:  Joe Streckfus N
Notes = Appointment List for:
Modalities = = 8/30/2022 - 9/4/2022 =
Rehabs =

Date: 8/30/2022
Limitations =

10:00 AM - 10:45 AM - 0 Athletes - Open Time - Clinic
Evaluations =

Medical > 10:45 AM - 11:30 AM - 0 Athletes - Open Time - Clinic
Services

i 11:30 AM - 12:15 PM - 0 Athletes - Open Time - Clinic
Concussions >
Medication =  J12-15PM - 1:00 PM- 0 Athletes - Open Time - Clinic
Distribution

1:00 PM - 1:45 PM - 0 Athlefes - Open Time - Clinic
Referrals >
1:45 PM - 2:30 PM - 0 Athlefes - Open Time - Clinic

Scheduling =

Strength & = 2:30 PM - 3:15 PM - 0 Athletes - Open Time - Clinic
Conditioning . 813112022

Reporis =

i 10:00 AM - 10:45 AM - 0 Athletes - Open Time - Clinic
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Staff/[Equipment Availability:

You are also able to utilize the staff/equipment availability screen. For clarification of the details on
the screen, please see the Desktop staff/equipment page, or check out the Staff/Equipment
Availability help doc. The functions of the staff/equipment availability are the same as the desktop,
the only difference is the appearance.

Athletes A Search

Staff & Equipment Availability

® Schedule Staff () Schedule Equipment Staff Joe Streckius ~

— Choose your start/end values

Dates | 417152021 ' 11/15/2021

Max # of Athletes 1 (0 = No athletes, 1 = 1, etc.)
Times | 6:00 AM o 8:00 PM Location v
Interval | 30 TSl’m"'f-' Purpose Open Time ~
imes
Team ~

— Choose the applicable appointment times and click "post” to save them to your schedule

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
T 6:00 AM ) 6:00 AM ) 6:00 AM ) 6:00 AM ) 6:00 AM ) 6:00 AM ) 6:00 AM
D 6:30 AM O 6:30 AM O 6:30 AM [ 6:30 AM ) 6:30 AM ) 6:30 AM ) 6:30 AM
£ 7:00 AM £ 7:00 AM O 7:00 AM I 7:00 AM [ 7:00 AM ) 7:00 AM C 7:00 AM
D 7:30 AM £ 7:30 AM O 7:30 AM I 7:30 AM O 7:30 AM I 7:30 AM O 7:30 AM
) 8:00 AM ) 8:00 AM ) 8:00 AM ) 8:00 AM ) 8:00 AM ) 8:00 AM ) 8:00 AM
O 8:30 AM O 8:30 AM ) 8:30 AM ) 8:30 AM ) 8:30 AM ) 8:30 AM ) 8:30 AM
T g:00 AM [ 9:00 AM [ 9:00 AM [ 9:00 AM ) 9:00 AM ) 9:00 AM ) 9:00 AM
D g:30 AM O 9:30 AM O 9:30 AM Tl 9:30 AM O 9:30 AM O 9:30 AM O 9:30 AM
) 10:00 AM 1 10:00 AM I 10:00 AM 1 10:00 AM 1 10:00 AM I 10:00 AM 1 10:00 AM
1 10:30 AM _| ©10:30Am _| ©10:30am _| ©10:30am .| Eo:30am .| B10:30am _| ©10:30am

Al None Al HNone Al Hone Al None All None All None Al None

m Clear

Reports:

You are able to generate reports as well from the Staff Portal. Below is a list of the available appointment
related reports. We do continually edit this list; there is a possibility that it could look different when you view
it.

covin-ie > Reports

Screening

1. Team =~
Notes 7 2Athiete ~
Modaliies > 3. Coaches =
Rehabs > S

4. Injuries ~
Limitations > 5 Rehabs
Evaluations > 6. Modalities ~
Medical >
Services 7. Combo Reports

10. Service ~
Concussions >

11. Concussions ~

Medication >

Distribution 12. Referrals «

Referrals > 14. Note Reports +
Scheduling = 15. Athlete Form Reports =
Strength & > 17. Charts and Graphs ~

18. Billing ~
By B 19. Scheduling ~

1. Today's Appointments

2. Appointments for a Date Range
3. Calendar View Reports ~

4. Athlete ~

5. Appoint Daily Summary ~

6. User/Staff -

7. Team ~

8. Purpose for Today

9. Equipment for Today

Copyright © Keffer Development Services, LLC 22


https://www.athletictrainersystem.com/pdf_files/Schedule_StaffAvailability.pdf
https://www.athletictrainersystem.com/pdf_files/Schedule_StaffAvailability.pdf

ATS—ScheduIing Overview

TOP

Athletes Scheduling:

Athletes are able to schedule appointments after you post your availability. They will need to log into
either the athlete portal, or the athlete phone to access the appointment request feature.

g Athletic Trainer System ® Main Menu

Organization: JOE TECH
Welcome CRASH DAVIS

\_,|\_

[ == Using the links below, you are able to enter,
(— wview or update your personal information
N pdate your p
I~y =

Announcements

If you are experisncing difficulties in lifs, please visit the wabpage link below to view the resources that ars
available to you
hitpulfewe athletictrainersystem.com/

End of Announcements

You have 2 unread messages

Organization: JOE TECH
Welcome CRASH DAVIS

You have 2 unread messages.

View Announcements

1. Select the appointment time you would like to request
2. Enter any note you wish to send with your request.

Click An Gption Below o ] ' .- @
= @:E & V
o »|® |3 = e:;if
,la Report a Modalit My Appts RE’E]UE‘SI
Athlete Report Request  J| Secure i i ehabs odalities
Infarmation Imﬂry S:hedu\e Appn?mmem Messages D Card Injury Ap polnlment
igas: pi J : 1, "I . ;
e i 5
screening Rehabs Modalities SUE”EIW Emal proacols Pk ":..“_-_-‘_/ ) — .'
If you have ANY questions or problems ecure Protocols
contact your medical staff. Send Email MESSBQES Slrengm Athlete Forms
8 Request Appointment - JoE TECH Menu Logout
Select a date below to view available open appointment times to request an appointment wil
Jul August 2021 Sep
Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 5 53 T
When booking appointments, please select the athletic trainer responsible for your team. Choose ONE(1) appointment 8 g 10 11 12 13 14
per day, and no more than ONE(1) day in advance. Do not bock appointments for the future, they will be removed to

allow everyone a chance to have access 15 16 17 18 E 21
22 22 24 25 26 27 28
29 30 31 a 2 2 4

Joe Streckfus ~

N/

e egreT o e e —poe Siyleloim (el te) o) e
Select Time Staff Name f Purpose / Location / Equipment

Select 9:00 Al Joe Streckfus (1) - Treatment - Clinic -

Select 9:45 AM  Joe Streckfus (1) - Treatment - Clinic -

Select 10:30 AN Joe Streckfus (1) - Treatment - Clinic -

Select 11:15 AM  Joe Streckfus (1) - Treatment - Clinic -

Select 12:45 PM  Joe Streckfus (1) - Treatment - Clinic -

Request Note (required)

Send Request

Database: atsjoe | ATS Athlete Portal Version 2.0.0.0
Copyright @ 2021, Keffer Development Services, LLC

-—
-

Menu l Logout .

When athletes log in and have selected the Request Appointment Icon, they will see a similar screen to the one above.
They can see the instructions you have left, and navigate the days to select the appointments from.

They can select from the dropdown, a staff member, that works with the team. That will display the availability for that

person for them to select from.

They will then provide a note for the appointment

Copyright © Keffer Development Services, LLC
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After booking, they will see the confirmation message in green. The appointment also comes off of the list below, if you
have the auto-accept feature turned on..

© Appointment scheduled. The staff member has been notified of the appointment also.

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

Jul August 2021 Sep
Sun Mon Tue Wed Thu Fri Sat

25 26 27 28 29 30 3

1 2 ) 4 5 ] 7

When booking appointments, please select the athletic trainer responsible for your team. Choose ONE(1) appointment 8 g 10 1 12 13 14

per day, and no more than ONE(1) day in advance. Do not book appointments for the future, they will be removed to

allow everyone a chance to have access. 15 16 7 18 19 E 21
2 4 25 8 2 3
20 20 24 1 s

The athlete is then able to see their schedule by using the my schedule icon ‘L-ﬂa from either their portal or the
athlete phone. =

Wy
Schedule

® My Schedule -Joe TecH

Prev 8/20/2021 - 8/26/2021 Next Today
Date: 08/23/2021
10:30 AM - 11:15 AM - Treatment - Joe Streckfus - Clinic

Database: atsjoe | ATS Athlete Portal Version 2.0.0.0
Copyright & 2021, Keffer Development Services, LLC Menu Logout
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Staff Notification:

After an athlete books an appointment, the staff member will get an email. It tells them that they have an appointment
scheduled with whomever at the time they booked it.

£ Reply @_ Reply All (2} Forward
Fri 8/20/2021 3:41 FM

joe@kefferdevelopment.com
ATS: Athlete's Request for Treatment Appointment

To joe@kefferdevelopment.com
ATS Athlete Portal Treatment Appointment Request
Crash Davis has scheduled an appointment time with you and/or equipment. Please review the details below.
Appointment Date: 8/23/2021
Appointment Start Time: 10:30 AM
Location: Clinic
Note: | need some work on my throwing arm
Proceed to ATS to update the details like purpose and location for the appointment with the athlete.
Sport: Joe Tech Men Baseball

Per HIPAA (the Health Insurance Portability and Accountability Act of 1996) Regulations, this Information is to be held in strict CONFIDENCE, to be
used only making participation plans for the student-athletes. Information should not be passed to any other individual or group of individuals.

When the appointment is booked, you will also see it appear on your preferred way of looking at your schedule. There
are several different ones, you will need to find the one you like the best.

T2 My Appointments EI

4 June 2021 4 < ‘ Monday. August 23, 2021 ‘ b
SMTWTFS
W 12345

e
24
25(13 14151617 18 19 8_
2%
27

2021222324 2526
27 28 29 30 30

duly 2021
SMTWTFS
123
456789310
111213 14151617
181920212223 24
31\25 26 27 28 29 3D N

August 2021
SMTWTFS
1234567
3 310111213 14
15 16 17 18 19[20]21
222324252627 28

233031 1 2 -
567 8 %10M1

ClE
—

R E Rl

=)
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Allowing Athletes to Cancel Appointments:

You now have the ability to allow your athletes to cancel an appointment from their athlete portal/phone. This

is an optional feature, and must be enabled for them to cancel.

Step 1:

To enable the Athlete Cancel option, you need to go to Admin—> Site Info.

LU Windows  Help
&% Site Info
&% Add/Update Teams & Organizations

L3

When Site Info opens, select the Athlete Portal tab on the second row of tabs. Then you will need to select

Cancel Appointment.

Primary Modules Securty Tab Order Opt(1} Opt(2) Opt(3) Sinimiiilliae.  Claims/ED|/Exchange Pre-Login  Kiosk  Custom Inventory
Main HIPAA Statement General Claim  Electronic Signature Legl§l  Athlste Portal  Rhlete FormseFile Instructions Emergency Protocol  Screening Options
Options Additional |
juryJournal
Initially show completed forms list?  # Forms to show: ~
Custom Team Choices

Enable Athlete Form Edit in Portal Show Athlete Picture
Show the "Me Primary Insurance” prompt?

1st Label |Select Team 1
2nd Label |Select Team 2:
3rd Label |Select Team 3

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

[ immunizations [ | Emergency Contacts
O insurance [ sickle Cell

Allow athletes to add new insurance companies?
Show the paperwork completed grid
Show athlete physical entries Show sickle cell information

Make Appointment] Cancel Appointment

Enable the “Verify” button for athlste forms R s aad - e
Require a file type for eFiles uploaded by athlete Block Appts From:  2:00:00fM = |cL| To: 7:00:00 AM = |cv
Send athlete a confirmation after successful registration - -
Add a copy of saved athlete forms to the eFiles area in PDF form peonimeak il on
Initially show available eFiles during the newinew process When booking appointmefts. please select the athletic trainer ~
e responsible for your tea%:hoose ONE(1) appointment per day. and no
more than ONE(1) day igfadvance. Do not book appointments for the -

Email confirmation to athlete upon form completion ‘
= -
Allow athletesicontacts to My hlefe Appointments

Allow Covid Test Entry

Show Vaccination sh| Make .proir-lm-l[ Cancel Appointment ]

Allow Appt Cancellation Allow Cancellation <= min prior
Block Cancel From: 10:00:00 PM 5 | cL | To: 7:30:00 AM 5 | cL

Allow Appt Cancellation

Place a check mark in the Allow Appt Cancellation to enable the athlete to
cancel appoints.

Allow Cancellation <= min prior

Allows Cancellation— up to the set time before the appointment. The

example would allow the athlete to cancel up to 30 minutes before their
appointment.

Block Cancel From: 10:00:00 PM

oLl To 73000 AM 5 oL

Block Cancel From— This allows you the flexibility to not allow athletes to
cancel their appointments. If you don’t want athletes to cancel from the over
night hours, you can block them from being able to do so. So you don’t get
bombarded with emails, or have an athlete cancel an appointment for 8am
when you are heading in.

After you have Sitelnfo set up, you need to go back to the Admin Tab—> Maintenance—> Update

Dropdown/Popup List—> Update Dropdown/Popups.

Popup Area

Note Type
Select NoteType from the popup area. a— - SE—
Locate the Appt Cancel note type, and make sure to put a |Renbiraion Gos o 0
. X , SOAP Note SOAP 0
check mark in the active box. When the A’ cancels an |speiess Specid 0
. . Update MNote Update ] ]
appt, you will have a note entered with that note type. it s . 0
Strength/Condition Session sC 1
Commercial Travelers CTravel X 1
First Agency First 3 ]
McCloskey Refemral MCREF 4 1
NAHGA NAHGA 5 (|
SAS Claim S5AS 6 (|
Appt Cancel ACan 99
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Step 2:

Athlete Canceling Appointment

After setting up your Site Information area, and you have posted appointment availability. Once your
athlete books an appointment, and they realize they will not be able to attend, they can log back into
their portal/phone and cancel the appointment (as long as it is the parameters you set up).

— to cancel your athlete will need to log in to their portal or phone and select My Schedule.

Announcements.

For counseling please call 555-555-1212 or use the link provided.
hittp-/heww athletictrainersystem.com/MH

End of Announcements

Click An Option Below

Athlete Report]
Infarmation  Injury

-

Ar

When they select my schedule they will see all of the appointments that they have booked with you. They will
need to select the appropriate day and time to cancel. They will need to select the Cancel Appt button. They
will then have a prompt are they sure they want to cancel, they need to click ok.

Prev 2/16/2023 - 2/22/2023 Next Today

Date: 02/16/2023

11720 AM - 12:00 PM - Open Time - Joe Streckfus - Gym Cancel Appt

Date: 02/17/2023

01:20 PM - 02:00 PM - Open Time - Joe Streckfus - Gym Cancel Appt

Date: 02/21/2023

10:00 AM - 10:40 AM - Open Time - Joe Streckfus - Gym Gancel Appt

www.atsusers.com says

Are you sure you want to cancel this appojprtrrrems

® Your appointment was successfully canceled.

When you athlete sees the green confirmation, they will know the appt has been canceled with you it will no longer be on
their schedule. This process will also send the staff member the appointment was booked with an email of the
cancellation.
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After Appointment Cancellation:

The appointment will come off of the athlete schedule.

© Your appointment was successfully canceled.

Date: 02/16/2023

11:20 AM - 12:00 PM - Open Time - Joe Streckfus - Gym Cancel Appt

Date: 02/21/2023

10:00 AM - 10:40 AM - Open Time - Joe Streckfus - Gym Cancel Appt

The staff member will get an automated email informing you of the cancellation, who it was when it was etc.

Joe 5treckfus has canceled the following appointment with you.
Appointment Date: 2/17,/2023

Appointment 5tart Time: 1:20 PM

Purpose: Open Time

Location: Gym

Sports: Another School Coed Soccer , Coed Football

If the appointment time is within the parameters for scheduling appointments (PG 4) , it will be reposted to the
schedule for other athletes to book.

Select Time Staff Name / Purpose / Location / Equipment

Select 10:40 AM  Joe Streckfus (1) - Open Time - Gym -
Select 12:00 PM  Joe Streckfus (1) - Open Time - Gym -

Select 12:40 PM  Joe Streckfus (1) - Open Time - Gym -

Select 1:20 PM  Joe Streckfus (1) - Open Time - Gym -

Select 2:00 PM  Joe Streckfus (1) - Open Time - Gym -

Select 2:40 PM  Joe Streckfus (1) - Open Time - Gym -

On the screens where cancel is visible. The appointment will remain on the schedule, but will be reflected as
cancelled so you have historical record, and can be reflected on reports.

Start Time End Time With Team Athlete(s) Injury Purpose Notes Lo... | No Showed Yompleted | Mil... # Hours
320 PM 340 PM Anderson, Curtis (1) Consultation 1
[ ]
10:00 AM 10:40 AM Joe Strec... 0 0 Open Time Gym | O 0.00 0.00
1040AM  11:20AM  Joe Strec... 0 0 Open Time Gym [] O oo 000
11:20 AM 12:00 PM Joe Strec... (0 Streckfus, Joe (1) 0 Open Time Joe Strechfus: fx my ... | Gym 1 (| 0.00 0.00
1200PM  1240PM  Joe Strec.. 0 0 Open Time Gym L] O oo 000
1240 PM 1.20PM Joe Strec... 0 0 Open Time Gym 1 (| 0.00 0.00
1:20PM 200PM  Joe Strec.. 0 0 Open Time Gym L] 0 oo 000
2:00 PM 240PM Joe Strec.. (0 0 Open Time Gym | O 0.00 0.00
240PM 320PM  Joe Strec... 0 0 Open Time Gym [] O oo 000

There will also be a note entered for the athlete, of the cancelation, so you will have that record as well. It will

be entered as a Iocked nOte % Note - Streckfus, Joe - Read-only EI
Athlete  Sirechfus, Jos @ 4=  Entered by Time Spent D Min
Injury [ © Note Date 2/16/2023 9:03:00 AM 5 * || Now
Note Lock Note | Note Locked
|ﬁppoirimert scheduled for 2/17/2023 at 1:20 PM with Joe Streckfus for Open Time at Gym cancelled by the athlete.
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