ATS Scheduling

You can post your availability and have your athletes sign
up for available appointments using the scheduling feature.
Step 1: Set up - There are a few areas in the site info that

you or your admin must check for this to function to work.

i i You must have Request Appointment

Primary Modules ' Securty TabOrder Opt(l) Opt2) Opt(®) SwieCi  and Schedule both turned on for the

-|[4 Athlete Portal ~ @ thlete Portal - This affects both the
Athlete Portal - Athlete Info Athlete Portal and the Athlete
Athlete Portal - eFiles Smart hone
Athlete Portal - Email Staff P .

Athlete Portal - Emergency Contacts
Athlete Portal - Form Access
Athlete Portal - Immunizations
Athlete Portal - Injury
Athlete Portal - Insurance
Athlete Portal - Modalities
Athlete Portal - Protocol
Athlete Portal -
Athlete Portal - Request Appointment
Athlete Portal - Schedule

In the opt 2 tab - the reason you select
in the open appointment purpose must
match what you choose when posting
your availability for your athletes to be
able to see the appointment. You can
also set the number of days forward the

IKKIRKIKKKKRRRRRRRRRRIRRRIRE

Athlete Portal - Strength athletes can see posted appointments
Athlete Portal - Surgeries
= Evaluation /
Evaluations - Additional Findings
(=] -E):(:
Evaluations - Evaluations =
Evaluations - Girth Bwipe Card Biling Claims/ED| JPre-Login Kiosk Custom Inventory
Evaluations - Medical History Regional Functi ity Settings
Evaluations - Objective [] Use Regional Filter for searches
Evaluations - Pain v
Enable Body Parjl Search For:
Apply Unchecked Modules | Injury

Select All Unselect Al Expand All  Collapse All
Show the Staff Contact icon on the ATS Smartphone

u Save
e s e i L 0 Enabjle BMI calculation
Clear the working folder when a user logs out (usiglg height in inches, weight)

Performed By List from Provider on Med Service Entry [ L.
Show Data Indicator on athlete/injury screens

notes after the initial entry

Appointments Highlight Color

Open Appoint Purpose: Allow multiples per appt

perappt 30 v Rehab Session it ] Filter/limit the appointments shown on the

; ; appointment details screen to only show the active
On the appointment details screen...

# of days to show before today:
days to show in the future:

@ Save Close
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ATS Scheduling

Next is to ensure the auto-accept appointments has been enabled in your user  profile.
This will allow you to see the athlete's name on the appointment they signed up for.
Go to admin—> my user/search users —> select your name from the list if you chose

search. Once your user profile is open go to the Email/Opt tab and select the auto-accept
box.

5] o= | ==
Inf ormation Security
MName: |Ashler Sham \ | Teams Modules Email Groupg, Email /Opt _Administrator Secure Msg Notes MSC Forms | ' | *
{First Last)

Administrator Athletic Trainer [ PRY Staff ﬂ Email/Opt  Smartphone Icons (Top 12 & Order)

@ E ;":‘i‘m E ;"d"";ﬁ?@‘j:” L] Othe Email Setup (MS Outlook or specify SMTP email info) ) ©
u rength/Condiion Use MS Outlook

If Needed..Use
User |D:  Password: sreereeeies SMTP Server: S SMTP  Poit- l:l
Login Untl: ~ | Reset g cL |\ Login: :
Supervisr: | v Password;  *erwsssss [ Test Email Seitings
Email Addr: |ash|ey@keﬁerdevelopment.com | Working Directory a Q')
Text Addr: | |® B iieffer Development Services\ATS \| s
Title: | | 5

Appointments
Auto-accept appointment requests from athletes?
Default min per appt: 20 ~ OpenAppointPurpose; Open Time ~

B
Seelset private info change on next |
Use secure messages

2

Phone/Location Home Address

Phone: J_ - Cfice: ‘ - Toolbar Dack:
Cell () Fax: On Login...
Location: | [[] Show new injuries entered notice during login Hide openwindows task bar
Regon: 0 « | [] Regional Admin [[] Show expiring insurance notice on login
[] Show expiring physical notice on login

Signature Upload

Clear

Actions
Search Reset Disable New Remove Save Close
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Y ou must also make sure that your appointment types that you want to be available on the
athlete portal have been marked as “athlete see”. This is done in the maintenance area, you
need to be a system admin or have admin privileges to access this area, if you do not see
your system admin about making the desired changes.

Go to admin—>Maintenance—>dropdown/pop up list—>update dropdown/pop up lists.
Once the box loads select apptpurpose.

Admin | Windows Help
& Site Info
&= AddUpdate Teams & Organizations »
il Users 3
| 74 Maintenance ’ | | Joil Lo d
Available Docs/Forms
Note Types & Templates 3
Quick Contact Types & Templates »
Update Dropdown/Popup Lists
Update Modality/Rehab/Strength Lists
Athlete Forms List
Staff Forms List
& Popup Area Maintenance — O *
B frea 3]
ApptPurpose w
Description Abbrev Sart Active | Last Used Athlete See
Caonsultation Consutt 1
Evaluation Evaluation 1
Game Coverage Game 1
(Game Coverage - Billable GameEil 1
Practice Coverage Practice 1
Rehab Session Rehab 1
Treatment Treat 1
Class Room Class 2
Open Time Cpen 55
Record: |4 | 4 1OF 9 [ b | Bl [0

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
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Step 2 —You can now post your availability for the athletes
to see. Choose the scheduling tab —> Staff/Equipment
Availability.

i Qiipment Availabilty =N EoR <=
© Schedule Staff () Schedule Equip Staff | Ashley Sham v|
Choose your start/end values
 TTTERE R uaxuofmud%;D (0 =No athletes, 1=1. et Post >
Times: 10:00:00 AM 2 /to 5:00:00 PM 2 Location: | v|  Close
Purpose: Rehab Session v

Show Tipe

Choose the appli;hh.ag:)inﬁment times and click "post” to save them to your schedule
} ‘ Monda

Sunday Tuesday | Wednesday Thursday Friday ‘ Saturday
[ 10:00 AM {1 10:00 AM O 10:00AM 10:00 AM [ 10:00AM [ 10:00 AM 10:00 AM
10:30 AM ] 10:30AM ] 10:30AM 10:30 AM ] 10:30AM ] 10:30AM 10:30 AM
11:00 AM 11:00 AM 11:00 AM 11:00 AM [ 11:00AM [ 11:00aM 11:00 AM
] 11:30AM 11:30 AM 11:30 AM 11:30 AM [ 11:30 AM [ 11:30AM 11:30 AM
O 1200pM [ |0 12:00PM 12:00 PM 12:00 PM 12:00 PM 12:00 PM

12:30 PM 12:30 PM 12:30 PM 12:30 PM O 12:30PM 12:30 PM
1:00 PM 1:00 PM 1:00 PM 1:00 PM ] 1:00PM 1:00 PM
[J 1:30PM 1:30 PM 1:30 PM 1:30 PM 1:30 PM 1:30 PM

[ 1:00PM
[ 1:30PM

O 2:00pPM 2:00 PM 2:00 PM O 2:00pPM [ 2:00 PM
O 2:30PM O 2:30PM 2:30 PM 2:30 PM 2:30PM O 2:30PM
[] 3:.00PMm [ 3:00PMm 3:00 PM 3:00 PM [ 3:00pPM [ 3:00PM [ 3:.00Pm
[J 3:30pPm [ 3:30pPm 3:30 PM 3:30 PM [J 3:30pPm [J 3:30PM [J 3:30pPm
[J 4:00pPMm [J 4:00PMm 4:00 PM 4:00 PM [J 4:00PM (] 4:00PM [J 4:00PMm
[] 4:30PM [ 4:30PM ] 4:30PM 4:30 PM [] 430PM ] 430PM [ 4:30PM
[J s:00pPMm ] s:00PMm 5:00 PM [ s:00PM ] s:00PM [ s:00Pm

‘ All ” None || All [| None I | All H None ’ | All " None I | All ll None l I All " None | | All H None l

Here you can choose the day(s), hours, how long the appointment is, the
location (if applicable) and purpose of the appointment to post.

Once you choose your hours select the specific sessions you wish to post for
the selected days.

*Remember your reason must match the one chosen in the site info for it to
be visible to your athletes.

Once you are done click the post button. You should get a confirmation
screen.

—

EATS X

— Appointments Posted
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Step 3 —Your athletes can now sign in to either the
Athlete Portal or the Athlete Smartphone to view and
choose to sign up for available appointments.

stem ® Main Menu

N Organization: ASHLEY U
Welcome DARYL DIXON

w' ==
Using the links below, you are able to enter,
A L—C view or update your personal information.

& . 1

You have 2 unread messages.

Athlete Report
Infarmation  Injury

Rehabs Modalities gyengrn 52N protacals

If you have ANY questions or problems you need to
contact your sports medicine staff at your school.
ashley@kefferdevelopment.com

Organization: ASHLEY U
Welcome DARYL DIXON

You have 2 unread messages.

a S‘J - /
Report = Reguest Secure
Injury Renabs Modatoes Appo?mmen( ndEmail  Messages  orendh Protocols  ptiete Forms Logak

Call 1-888-328-2577
Version 1.0.0.0, Copyright © 2018
Keffer Development Services, LLC
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Request Appointment

Select a date below to view available open appointment times to Select the appointment time you would like to request. After selecting the
request an appointment with your staff members. appointment time, enter any note you wish to send and click the Send
Request b elow to U the staff member for approval.
December 2018 Jan
e Wed Thu Fri Sai fStaff Filter —
Time Staff Name /Equipment

10:00 AM  |Ashley Sham (1) -
10:30 AM Ashley Sham (1) -
11:00 AM Ashley Sham (1) -
11:30 AM  |Ashley Sham (1) -
12:00 PM Ashley Sham (1) -
12:30PM  |Ashley Sham (1) -
1:00 PM Ashley Sham (1) -
1:30 PM Ashley Sham (1) -
2:00 PM Ashley Sham (1) -
2:30 PM Ashley Sham (1) -

3:00 PM Ashley Sham (1) -

330PM  |Ashley Sham (1)-
4:00 PM Ashley Sham (1) -
4:30 PM Ashley Sham (1) -
oPM  [ashiey sham (1)- /]

Request Note

*athlete may send a note with the sign up using this area?|

Send Request

Your athlete(s) will click on the day/which will then show
the available slots for that given day. They simply click on
the one they want, they can add a note to the request but it is
not required and then select the “Send Request” button.

A confirmation message will appear at the top of the screen
if the request has been successful./

Request Appointment /

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

YOu Will get an email notiﬁcation Scheduling | Inventory Reports Admin Windows Hel,
. Make an Appointment
of the appointment request, you can Add/Edic Multple Appointments
] : ick Appointments »
also view who has signed up for =
. . . Daily Appointments
your available appointments in My Appointments
. View Staff Schedules
several different ways. You can see s
who has signed up by selecting | Team'Sport Appointments
e . . 09 Equipment Appointments
Daily Appointments”, Location Appointments
My Appointments” or “ Add/Edit StatUEquipment Availablcy
. . ’9 Send Reminders to Athletes »
Multiple Appointments Send Reminders t SiaffUsers .
Send Reminders to Coaches for Athlete Appointments  »
Search For Appointment By NCAA/HS Submit ID
Import Schedules >
Daily Appointments
12\ Daily Appointments E‘@
fppoeiment fRer 4 October 2018 November 2018 December 2018 January 2019 b
Team: SMTWTFS SMTWTFS SeMET Wil F i3S SEMUTEWETE LS
¥ 123 486 125223 1 P23 408
Orarization: 7 8 910111213 4567388910 23456738 6 7 8 9101112
- 141516171819 20 111213141516 17 9101112131415 131415161718 19
LY 212223242526 27 18192021222324 161719202122 20212223242526
28 29 30 31 252627 2829 30 23242526272829 272829 30 31
My Appointments Show All 303}
Clicking on an individual date will show appointments for that date
Start Time End Time With Team Athlete(s) Injury Purpose Location
{Ashley Sham |
10:30 AM i
11 11:30AM  Ashley Sham 0 0 Rehab Session
11:30 AM 1200 PM Ashley Sham 0 0 Rehab Session 0
( 12:00 PM 1230 PM Ashley Sham 0 Dixon, Daryl (1) 0 Rehab Session 0
.30 PM 1:00 PM Ashley Sham 0 0 Rehab Session 0
1.00F Ashley Sham 0 0 M
1:30 PM 2:00 PM Ashley Sham s ox Rehab Session 0
< >
Actions
Refresh Add Delete Save Change Details Show Athlete Print To Excel Close
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My Appointments

ol My App&ntmenfs '

Add | Delte | Refresh | Close

9101112131415 % Wednesday, December 19, 2018 Y

1617181920 21 22
23242526272829
30

> O

588988

October 2018

7 8 910111213
2(1415161718 19 20
3121222324 25 26 27
44(28 2930 31

s BB

]

November 2018
SMTW
44 1203
(45678310
4 13141516 17
47/18 19
48|25 26 27 282930

[T |
1

\
\

December 2018

SMTWTFS
48 1
4s§z 345678
50 9101112131415
5116 171819202122
52|23 24 2526 27 28 29
113031 12345

Add/Edit Multiple Appointments

) Add/Edit Appointments

O All @ Athlete @ Team/Sport

| Stat Athlete Name | Injury | Bypass NCAA | NCAA Evert | NCA |
| End | Team Purpose Location Is Private No Showed | Canc
| Staff Member Notes I

| 12/19/18 11:00:00 AM M 0 0
12/19/18 11:30:00 AM 0 Rehab Session 0 O O
Ashley Sham
| 12/19/18 11:30:00 AM 0 0
o 0 Rehab Session 0 T\Q\
12/19/18 12:00:00 PM Dixon, Daryl %] 0 0
| 12/19/18 12:30:00 PM 0 Rehab Session 0 O O
)
| 12/19/18 1:00:00 PM 0 Rabab.Sassion - L] O
| Ashlev Sham ) ¥
| Record: [I]IAT[__ 1jof 18 [B1 >

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

General Recumence

1211718 [vfet]
12/19/18  |w e New | Details To Excel Save
Refresh Remove ) Copy Print Close
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