Uniquely Connected. For life’™

000 HERITAGE VALLEY FollowMyHealth Patient Documentation
?. HEALTH SYSTEM

Request or Schedule an Appointment — Health Link
Process to schedule or request an appointment with a Heritage Valley Provider via Health Link Patient Portal

Please read before proceeding:

« Request an Appointm ent — When you request an appointment you are sending a message
to your provider’s office requesting to be added to the office schedule. The office staff will either
schedule you for an appointment or reply back to your request stating alternative dates and times.
You are not scheduled with the office for an appointment until the staff has reviewed and replied to
your request. Your schedule request will be answered by your provider’s office within 2 business
days.

o Schedule an Appointment - When you schedule an appointment you are creating and
confirming an appointment date and time with your provider’s office schedule. When you submit the
scheduled appointment it will automatically be add to the schedule as if you had called or visited the
office to schedule an appointment. You are responsible for either making the appointment date and
time or cancelling the appointment within your provider’s office guidelines for appointment
cancelations. If your provider charges for missed appointments you will be responsible for this
charge.

o Cancel an Appointment - When you cancel an existing appointment you are sending a
message to your provider’s office requesting to be removed from the office schedule. The office staff
will review the request and reply back to your request for cancelation. Your appointment is not
canceled until the staff has reviewed and replied to your request. Your schedule request will be
answered by your provider’s office within 2 business days. You are responsible for cancelling the
appointment within your provider’s office guidelines for appointment cancelations. If your provider
charges for missed appointments you will be responsible for this charge.

« Reschedule an Appointment - When you reschedule an existing appointment you are
sending a message to your provider’s office requesting to be rescheduled on the office schedule.
The office staff will either reschedule you for a new appointment or reply back to your request stating
alternative dates and times. Your appointment is not canceled and rescheduled until the staff has
reviewed and replied to your request. Your schedule request will be answered by your provider’s
office within 2 business days. You are responsible for cancelling and rescheduling the appointment
within your provider’s office guidelines for appointment cancelations and rescheduling. If your
provider charges for missed appointments you will be responsible for this charge.
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Request an Appointment
Login to Health Link Patient Portal

1) To request an appointment please select Schedule an Appointment from the Health Link Menu or
select Request in the Appointments section of your Home screen. If either option is missing or grayed
out than your providers do not currently offer Request an Appointment.

Send a flessage Schedule an Appointment 4 Hello Carrie My Account Espariol
«® HERITAGE VALLEY
@ HEALTH LINK Inbox (13) | My Health =
Health Summary Appointments
Age 4%

Search:
Gender Fermale

Frefered Pharmacy  WAL-MART PHARMACY

Tuesday, April 21, 2015 11:30 AM
First Last, MO
i i Heritage valley- Physician Practices | £

2) Fill out the Request an Appointment form:

Schedule an Appointment ® 1) Inthe Organization field, select Heritage
Valley — Physician Practices
Appointrment Wih Reason For Appoinment 2) Inthe Provider field, select the name of
the provider you want to request an
appointment with. Only providers you
have seen in the past will be available for
RiEyiley selection.
First Last, hD
eI P — 3) Inthe Appointment Type field, select
Appointrments may or may not be available Request an Appointment

wiithin the time slots you have provided.

Organization 4

Request an Appointment

4) Inthe Reason For Appointment field,

When Do You Want An Appointments @ type in a short message for the reason for
the request.
First Available 5
0 0 5) Select the criteria you would I_ike to use
Mon Tues Wed Thur Fri for when you want your appointment to be

scheduled. Select when, day of week, and
times you will be available.

6

6) When you have your criteria set for when
you would like the appointment select
Add This Time Slot button to add the

Comments timeframe to your request.

v

Add This Time Slot

7) Inthe Comments field you can add further
comments or information for your request.

8) Select the Submit button to send your

Characters usedt 0 f 250 8 request to your provider’s office.
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3) Select the Submit button to send your request to the selected provider’s office. You will receive
a message stating “Please Note” Please remember, When you request an appointment you
are sending a message to your provider’s office requesting to be added to the office schedule.
The office staff will either schedule you for an appointment or reply back to your request stating
alternative dates and times. You are not scheduled with the office for an appointment until the
staff has reviewed and replied to your request. Your schedule request will be answered by

your provider’s office within 2 business days.

Please Note:

You dre currantly requesting an
appointment. You will not see this
appointment show up inyour health
record until you have received
confirnation from the office wherse you
requested the appointment.

m Cancel

4) Select OK on the message to complete the request. If you select Cancel the request will not be
sent. When the message has sent you will receive a message stating

Complatal

Your request for an appointment was
sant.

e Important - Please make sure to check your response message from your provider’s office or
your appointment list to make sure the appointment you requested has been scheduled. This
message will also allow the staff to give you instructions for the appointment or if there are
further steps required prior to receiving an appointment. When your provider’s office has replied
to your message you will receive a notification message in your contact email. You will then
login to Health Link to view your message in your Health Link Inbox.
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Schedule an Appointment

1) To request an appointment please select Schedule an Appointment from the Health Link Menu. If this
option is missing than your providers do not currently offer Schedule an Appointment.

3end a Message Schedule an Appointment Hello Carrie My Account Espaiiol

0’0 HERITAGE VALLEY . vl n spponinent i o rovir R

»* HEALTH LINK ome Inbox (13) My Health | My Info

2) Fill out the Schedule an Appointment form:

u n i x . . - .
Shiduls an Appoliment 1) Inthe Organization field, select Heritage
Valley — Physician Practices
Appointment With Provider Irstructions
organization 2) Inthe Provider field, select the name of

the provider you want to schedule an

appointment with. Only providers you

Provider have seen in the past will be available for
First Last, MD selection.

SRR 3) In the Appointment Type field, select

Book Appoaintment Book Appointment @@ @
(@@@ = Office Name)

View Appaointments Alter Avalable Appointrments
N 4) Select the date you would like to schedule
i | 402072018 4 Mease chck Searchi your appointment on.
o Agil 2015 0 - i
S e = Plecse click Seiel o fnd on avalable 5) Select the Search button to query times

dliflrrit clesber, 6 available for the date you selected. If no
appointment times list, please select
another day in step 4.

EEE 6) Select and highlight a date and time in the
= search result list for the appointment time
Recson For Appointment 5 m you would like to schedule.
? 7) Inthe Reason For Appointment field,

type in a short message for the reason for
scheduling the appointment.

8) Select the Submit button to complete the
appointment schedule to your provider’s
office.

Cheroscier ysgd O F 40 8

Please review the Provider Instructions field for
specific instructions from the provider you have
selected.
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3) Select the Submit button to schedule your appointment with your provider. You will receive a
message stating “Please Note” Please remember, When you schedule an appointment you are
creating and confirming an appointment date and time with your provider’s office schedule.
When you submit the scheduled appointment it will automatically be add to the schedule as if
you had called or visited the office to schedule an appointment. You are responsible for either
making the appointment date and time or cancelling the appointment within your provider’s
office guidelines for appointment cancelations. If your provider charges for missed
appointments you will be responsible for this charge.

Placise Note:

The action you are taking will directhy
schedule an appointment with this
provider, Coing so will add an
appointment 1o your health record for the
date and location you selected.

4) Select OK on the message to complete the appointment schedule. If you select Cancel the
appointment will not be sent. When the message has sent you will receive a message stating
“‘Complete”.

Completel

Your appointmeant has successfully been
teserved. Please note that this may take
a fews minutes to appear in your haalth
record.

e Important - Please make sure to check your response message from your provider’s office or
your appointment list to make sure the appointment you requested has been scheduled. This
message will also allow the staff to give you instructions for the appointment or if there are
further steps required prior to receiving an appointment. When your provider’s office has replied
to your message you will receive a notification message in your contact email. You will then
login to Health Link to view your message in your Health Link Inbox.
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