PAS Manager Functions - Cancelling Clinics with no
patients booked

Cancelling Clinics with no patients booked
Select or type H O C E for Clinic Enquiry.
Enter the diary code and date for the clinic you wish to cancel.

Select OPTION 3 - Follow up / New.
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Enter O for Other.


https://elearning.cornwall.nhs.uk/site/kb/category.php?id=69

CORETRAIN - CRT
File Edit View Tools Properties Connection Window Help

(=] & &
CORETRAIN

HODE 1 DTSPLAY |

OF I.I, COUTTS R G FE PHM GEMERAL MEDICIHE FRIDAY
Active

1 1 +00

CACHE TEST NS

e Overbook slot Other CJ ]

CORETRAIN - CRT
File Edit View Tools Properties Connection Window Help

= =] =
CORETRAIN

HODE 1 DISPLAY SESSION

OR I.I. COUTTS F G FR PM GEMERAL MEDICIME FRIDAY 23-0CT-
Active

1 1400

10 :
11 15115

CACHE TEST ZNE

~ 7 = A

A 7 E dx

101
16/10/2020

11:03
16/10/2020

!

d




CORETRAIN - CRT — X
File Edit View Tools Properties Connection Window Help

= & i} i
CORETRAIN

CACHE TEST ZANS

14 +00

14115 F

]
nocel Mew S1 Other CCHWL I

A 7 @ dx

1113
16/10/2020 D

CORETRAIN - CRT — X
File Edit View Tools Properties Connection Window Help

D4 & =@ 54
CORETRAIN

DISPLAY ! i CACHE TEST ZANd

L. COUTTS B G FRE PM GEMERAL MEDICIME FRIDAY 23-0
: COM AMMUAL LEAYE

G
& D gy L




Cancelling Clinics with patients booked

Note - you will only be able to cancel and move patients to another clinic for the same clinician /
specialist at the same hospital.

If the patient is to be rebooked to a different clinician / specialist or hospital you will need to
cancel the individual appointment and make another new / follow up appointment as required
before cancelling the clinic / slots.

When patients are booked on the clinic.
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you will be taken to the Re-Allocate Appointments screen



RE-ALLOCATE APPOINTMENTS

Diary Code

Farliest Appointment Date F/U
Farliest Appointment Time F/U

Farliest Appointment Date New

Farliest Appointment Time New

Reason for Cancellation
Reason for reduction

Accept/Change [
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You will be offered the option to send letters to the patients. If your appointment letters are linked
to PAS enter Y for Yes and complete the next screen. If your appointment letters are not linked to
PAS enter N for No.

If No is selected, you will need to remember to inform your patients of the changes made.

If you are cancelling Follow up and New patient appointments you will have to complete the Re-
Allocate Follow up Appointments and Re-Allocate New Appointments screens.

Reinstating Clinics or Clinic Slots

To reinstate a cancelled clinic or specific slots.

Select or type H O C E for Clinic Enquiry.

Enter the diary code and date for the clinic you wish to reinstate.
Select the relevant clinic and then the Follow up / New view.

Enter C for Change. The Change Session screen will be displayed.
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To reinstate the whole session, enter R N S for Reinstate Session.

If a reason for cancellation was entered originally this will still be displayed at the top of the
screen.

To remove reason for cancellation.
Enter O for Other.

Enter C S M - for Change Session Message.
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Delete the Session message.

The ‘to’ date field can be left blank if the message was only applied to this clinic date.
Alternatively, a future date can be entered if the message has been applied to future clinic dates.

To reinstate specific time slots

Enter R I to Reinstate on the change session screen.
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Enter the time of the slots to be reinstated e.g. 1400, 1500.

Adding a Session Message.

Select or type H O C E for Clinic Enquiry.

Enter the diary code and date for the clinic you wish to add a session message.
Select the relevant clinic and then the Follow up / New view.

Enter C for Change. The Change Session screen will be displayed.

Enter O for Other.

Enter C S M for Change Session Message.

Enter the appropriate session message.

If the message is only valid for the date selected return through this field.
The Apply From date will default to the date of the clinic you selected.

Enter a ‘to’ date if the message is to be displayed on subsequent clinics.
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To delete a session message



Select the relevant clinic and then the Follow up/New view.

Enter C for Change. The Change Session screen will be displayed.

Enter O for Other.

Enter C S M for Change Session Message.

Delete the Session message.

The ‘to’ date field can be left blank if the message was only applied to this particular clinic.

Alternatively, a future date can be entered if the message has been applied to subsequent clinic
dates and needs to be removed.

Online URL: https://elearning.cornwall.nhs.uk/site/kb/article.php?id=146
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