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Strategies for Efficient Scheduling and 
Improved Patient Flow

Introduction:
 Session Agenda

• Understanding the importance of effective calendar 
management

• Managing Schedule Adjustments
• Editing Templates
• Reduction in No-Shows
• Improve Patient Flow
• How optimizing scheduling can improve practice efficiency



Let’s discuss some reasons 
why it’s important to effectively 
manage your scheduler!  

Is your clinic managing the scheduler?

   



Patient Experience:
• Efficient scheduling can improve patient satisfaction and experience.

Patient Care:
• Effective time management can help healthcare professionals provide better care to patients.

Staff Productivity
• Effective scheduling can help ensure that staff workloads are balanced, and that the clinic is operating efficiently.

Triage:

• Real-time scheduling can help ensure that patients with different levels of urgency are appropriately prioritized.

Personal and professional calendars:  
• It's important to manage both personal and professional calendars to avoid overbooking or understaffing the office.

Why is Managing the Schedule so Important!



How and Where Can Schedule 
Adjustments Be Managed?

Where can 
the 

schedule be 
managed?

Settings

PracticeAppointment 
Reasons

Appointment Reasons



Pop Quiz
What Role Type must a 
User have to Setup or 
Modify Calendars from  
Settings? 

MDADMIN!

Are Appointment 
Reasons Reportable?

YES!

Can a Note Template be Attached to an Appointment 
Reason?

YES!



Calendar Adjustment-Appointment Reasons

Things to know when modifying Appointment Reasons!

• Print a hard-copy prior to making modifications.

• Add a New Reason(s)

• Update the Name of an Existing Appointment 
Reason

• Note Template-Links/defaults the workflow (Note) 



Managing Schedule Adjustments



Pop Quiz
Can Reason Groups be Color-
Coded? 

YES



Calendar Adjustment-Reason Groups

What can be updated or modified?
• Add a New Appointment Reason
• Remove an Appointment Reason out 
of a Group
• Edit the Group Name 
• Add an Appointment Reasons to a     
Group 
• Color Coded!
• Add or Update a Color!

Things to know when modifying an 
Appointment Reason Group 



Editing Schedule Templates

Resource

Practice

Settings



What actions can be taken?

Add a New Schedule

Edit Schedule/Calendar Templates



What can be changed?

• Inactivate a Schedule
• Delete a selected schedule

Delete is only permitted if there are no 
patient appointments or blocks 
applied to the that specific schedule.

Edit Schedule/Calendar Templates



Edit 
Schedule/Calendar 
Templates

What can be changed?
• Edit a Current Schedule 
Name
• Modify the Slot Minutes
• Update Block Name
• Add Reason Group
• Copy a Schedule (Save 
As)



Edit Schedule/Calendar Templates

• Add New Blocks
• Block can be edited
• Name
• Date 
• Time

BLOCKS



Edit Schedule/Calendar Templates
GLOBAL BLOCKS
• Add Recurring Blocks
• Add Holiday Blocks



Pop Quiz
Only MDADMINs can 
modify the Calendar 
from the Scheduler?

False.  Any user with the 
proper permissions can 
modify the Calendar 
setup from the 
Scheduler.

Can Appointment 
Reasons be Added, 
Modified and Deleted 
from the Scheduler?

No.  This can only be 
added and modified 

under Settings.



Managing Schedule Adjustments
Update Today’s Calendar
With Proper Permissions

Change details for a specific 
schedule
• Reason
• Duration
• Start and End (Not 

Recommended if Patient’s 
• Add or Delete Reason Groups



Manage Schedule Adjustment 
Edit Schedule/Calendar Templates from the Scheduler

What can be changed?

• Edit a Current Schedule Name
• Modify the Slot Minutes
• Update Block Name
• Add/Delete Reason Group(s)
• Copy a Schedule (Save As)



Reducing No-Shows

Missed appointments can cost a medical 
practice a significant amount of 
money. Keeping a full schedule and 
reducing no-shows can help a clinic 
maximize its revenue.



Reducing No-Shows
Where are Text Message Reminders Setup?

• Settings
• Practice
• My Practice 

Settings
• Device Integration



Reducing No Shows
Strategies to Minimize No-Shows:

Implementing reminder systems (SMS, email)



Reducing No Shows
Tools and Techniques:

• Automated reminders and 
confirmations (Text Alerts under 
patient preferences)

• Offer patients the option to choose 
their preferred channel for receiving 
reminders, such as email, text 
message, or phone call.



Improving 
Patient Flow



Improving Patient Flow
Utilizing Today’s 
Patients

• Today’s Patients 
provides an excellent way 
to see patient's that have 
arrived and where they are 
in the clinic!



Improving 
Patient Flow

Utilizing 
Today’s 

Patient’s

• Works as a Status Board to Track 
Patients in the clinic

• Statuses are 
Customizable/Color-Coded

• Wait Time is Calculated to Help 
with Reporting to Create Clinic 
Efficiencies!

• Cycle Time Reporting!

What Makes Today’s Patients Important for 
Patient Flow!



Maintaining a 
More Efficient 
and Organized 
Practice



Optimizing Patient Flow
• Managing peak times and high-demand periods
• Utilizing data to predict and plan for busy times

Streamlining Processes
• Efficient check-in and check-out procedures
• Integrating patient flow with other practice management 

functions

Tips for Ongoing Efficiency
• Regular review and adjustment of scheduling practices
• Training staff on effective scheduling techniques

Maintaining a More Efficient and Organized Practice



Thank you.


	Default Section
	Slide 1: Scan QR Code for Session Attendance
	Slide 2
	Slide 3: Calendar Management: Optimizing Your Patient Scheduling  Julie Fields
	Slide 4: Strategies for Efficient Scheduling and  Improved Patient Flow  
	Slide 5: Let’s discuss some reasons why it’s important to effectively manage your scheduler!    
	Slide 6:    
	Slide 7: How and Where Can Schedule  Adjustments Be Managed? 
	Slide 8:  Pop Quiz
	Slide 9: Calendar Adjustment-Appointment Reasons  
	Slide 10: Managing Schedule Adjustments 
	Slide 11:  Pop Quiz
	Slide 12: Calendar Adjustment-Reason Groups  
	Slide 13: Editing Schedule Templates 
	Slide 14: Edit Schedule/Calendar Templates 
	Slide 15: Edit Schedule/Calendar Templates 
	Slide 16: Edit Schedule/Calendar Templates 
	Slide 17: Edit Schedule/Calendar Templates 
	Slide 18: Edit Schedule/Calendar Templates 
	Slide 19:  Pop Quiz
	Slide 20: Managing Schedule Adjustments 
	Slide 21: Manage Schedule Adjustment  Edit Schedule/Calendar Templates from the Scheduler 
	Slide 22: Reducing No-Shows  Missed appointments can cost a medical practice a significant amount of money. Keeping a full schedule and reducing no-shows can help a clinic maximize its revenue.  
	Slide 23: Reducing No-Shows Where are Text Message Reminders Setup? 

	Untitled Section
	Slide 25
	Slide 26
	Slide 27: Improving Patient Flow
	Slide 28:  Improving Patient Flow Utilizing Today’s Patients
	Slide 29:  Improving Patient Flow Utilizing Today’s Patient’s
	Slide 30: Maintaining a More Efficient and Organized Practice
	Slide 31
	Slide 32: Thank you.


