\NE, & Tip Sheet

Schedule and eCheck-In via MyChart for
Outpatient Lab

Audience: Patients

Purpose: Assist patients with scheduling their appointments and checking in for upcoming appointments using
the eCheck-In process for Outpatient Lab via MyChart.

Schedule an Appointment via MyChart
Start by logging into MyChart. Once you have logged in, you will begin making your desired appointment.

1. Select the Visits button on the toolbar at the top of the Welcome screen (Figure 1: A)

@ Menu M Visits| [ Messages A& TestResults (& Medications |E?;| G Elijah w

Welcome! Al
Figure 1: MyChart < Welcome screen
2. Select Schedule an appointment (Figure 2: A)
@ Menu g Visits [ Messages é Test Results (,g) Medications ry
Appointments and Visits ]

Figure 2: MyChart < Visits

3. Select the Lab Services card (Figure 3: A)

Tell us why you're coming in

:('_5: Family Medicine Visit > U Internal Medicine Visit -

¥’ Women's Health Orthopedic Medicine

’ Visit ’
Gastroenterology o General Surgery Visit N
Medicine Visit A
Urology Medicine Visit — {) Lab Services >

Figure 3: MyChart < Visits < Schedule an appointment
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4. Select the appointment type (Figure 4: A)
5. Click Continue (Figure 4: B)
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First, we need some information

“Indicates a required field.

"What type of appointment are you scheduling for?
If scheduling a Routing Lab, fasting is recommended.

Routine LabWork  Semen Testing  Testosterone Testing =~ Specimen Drop-off/Pick-up

Ee

s

Figure 4: Lab Services

Next, you will need to answer a couple of questions:

6. The first question is “Do you have an order from your doctor?” (Figure 5: A)

a. Select “Yes” if you have a lab order
b. Select “No” if you do not have a lab order
7. Click Continue (Figure 5: B)

First, we need some information

J‘Incﬁcate:; a required field.

|*Do you have an order from your doctor?l

Yes No

@ Thisis required

Continue

Please make sure to bring a copy of your lab order with you to the appointment. Not doing so may delay or cancel your appointment

Figure 5: Lab Services

8. The next question is “Do you have coverage under the following insurance carriers?: Hill Physicians,
Alameda Alliance, Medi-cal, Blue Cross Medi-cal, Blue Cross Covered CA EPO, Palo Alto Medical

Foundation” (Figure 6: A)

a. Select the appropriate answer “Yes” or “No”

9. Click Continue (Figure 6: B)

First, we need some information

*Indicates arequired field.

[

Covered CA EPOQ, Palo Alto Medical Foundation

“Do you have coverage under the following insurance carriers?: Hill Physicians, Alameda Alliance, Medi-cal, Blue Cross Medi-cal, Blue Cross

your labs are done
Yes No

@ This is required

£E |

Please note that if your insurance provider is one of the following, it may not cover the cost of the labs done at WHHS and you may be responsible to pay in full before

Figure 6: Lab Services

e=

If your insurance carrier is one of the carriers listed above, it may not cover the cost of the labs
done at WHHS and you may be responsible for paying in full before your appointment.
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10. Select your desired time card (Figure 7: A)

Tip Sheet %

Schedule an Appointment

Verify and schedule

Search Criteria

*Start search on:

o Reason forvisit Edit o Locations Edit @ Time
Lab Services WH Outpatient Lab

What time works for you?

Friday December 8, 2023

WH Outpatient Lab

2500 Mowry Ave FREMO
11:45 AM 12:00 PM 12:30 PM ] l 12:45PM
1:00 PM 1:15PM ‘ wopM | 1:45PM | [ 200em
2:15PM 2:30 PM ‘ 2:45PM I 3:00 PM | | 3115 PM
3:30 PM 3:45PM ‘ 4:00 PM I 4:15PM l 4:30PM

b N B e e g

Figure 7: Schedule an Appointment

12/08/2023  [9)
Refine Search Clear
Times:
Monday AM PM
Tuesday AM PM

R e Y

11. Review and verify Contact Information and Details About Me (Figure 8: A)
12. Click the This information is correct (Figure 8: B)

0 Reason for visit edit
Lab Services

0 Locations  Edit

WH Outpatient Lab

@ This time slot s reserved for you until 12:19 PM. Please complete schedulin

Verify your personal information

Time Edit

Friday December 8, 2023 12:15 PM

g by then

g Verify and schedule

Contact Information

o 123 Test Way

t Home phone not entered
[ 510-555-5555 (preferre
Work phone not entered

FREMONT CA 94538

1 unknown@whhs.com

LN

# Edit

Figure 8: Verify your personal information

13. Verify your insurance information (Figure 9)

a.

You can add coverage(s)

b. You can upload insurance card(s)

14. Click This information is correct when finished (Figure 9: A)
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Reason forvisit Edit
Lab Services

Locations Edit
WH Outpatient Lab

Verify your insurance
Insurance on file

—+ Add a coverage

This information is correct

Wwwwme‘mewm’

Details About Me E
—~ "
Preferred F me (i) gal Sex (i)
Not entered Male
Not entered Not entered
Sexual Orier Marital Stat
Not entered Net entered
Not entered
# Edit
Time Edit

o This time slot is reserved for you until 12:45 PM. Please complete scheduling by then.

You do not have any available coverages.

Figure 9: Verify your insurance

Friday December 8, 2023 12:45 PM

e VN s NN PN o PPN g TN e
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15. Answer the question “What is the most important thing you want addressed during this visit?”
(Figure 10: A)
a. This field allows you to type in the most important things for your lab staff to review during
this appointment
16. Click Schedule It (Figure 10: B)

You're almost done...
This time slot is reserved for you until 1:06 PM. Please complete scheduling by then.

Qs LaBDRAW

® Friday December 8, 2023 Edit
1:15PM

WH Outpatient Lab

q 2500 Mowry Ave
L FREMONT CA 94538

510-818-7410
* What is the most important thing vou want addressed during this visit? }

Before scheduling...
| Favorite this appointment to easily schedule again later

If everything looks correct, click the button below to schedule. E

« Scheduleit

Figure 10: You're almost done...
Your appointment is now scheduled:

17. You can review your appointment’s date, time, location, and contact information (Figure 11: A)
18. You can Confirm your appointment (Figure 11: B)
19. You can eCheck-In (Figure 11: C)

Appointment Details =

@ Appointment Scheduled

You're all set! You can review details of your upcoming appointment below.

LAB DRAW E! Get ready for your visit!
@ Friday December 08, 2023 Confirm
3:15PM PST
5 Add lend Let staff know you don't need a Save time by completing eCheck-In
£ Add to calendar reminder call. ahead of time.

(© WH Outpatient Lab
2500 Mowry Ave
FREMONT CA 94538
510-818-7410

S\ Get directions

This appointment cannot be
canceled online. To cancel, please
call 510-818-7410.

Figure 11: Appointment Details
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Using MyChart to Complete Your eCheck-In

If you are checking in at the same time as making your appointment, you can select the “eCheck-In” button in
Figure 11: C. If you are checking in at a later time, follow the steps below.

1. Loginto MyChart
2. Find your appointment on the Upcoming Visits list
3. Click the eCheck-In button for the desired appointment (Figure 12: A)

é Your Menu E Visits [F] Messages A Test Results (& Medications

Appointments and Visits

Show: Upcomingand Past v More filter options

Upcoming Visits
Next 7 Days

DEC LAB DRAW
8 @) starts at 3:15 PM PST

Fri WH Outpatient Lab
2500 Mowry Ave
FREMONT CA 94538
510-818-7410

fA Get directions Details

Figure 12: MyChart < Visits

4. In the Personal Info section, Verify Your Personal Information including Contact Information and
Details About Me (Figure 13: A)

5. Click Next to go to the next section (Figure 13: B)

6. Click Finish Later if you need to take a pause and come back later to complete eCheck-In (Figure 13: C)

@ Your Menu g Visits [ Messages A Test Results ® Medications
eCheck-In
@
Personal Info Insurance Questionnaires Sign
Documents
Verify Your Personal Information
Contact Information Details About Me @
Q 123 Test Way D 510-555-5555 (... Legal Sex @
FREMONT CAS... =1 unknown@uh... Male
# Edit < Edit
| | Finish later |
e
Figure 13: eCheck-In < Personal Info
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7.

In the Insurance section, you can Add a coverage(s) (Figure 14: A)

8. Click Next (Figure 14: B)

0.

Tip Sheet %

e Your Menu g Visits [ Messages A Test Results (,5 Medications

eCheck-In
o—e
Personal Info Insurance Questionnaires Sign

Documents
Insurance on file

You do not have any available coverages.

+ Add a coverage

H Back ] [ Finish later A

Back to the home page

Figure 14: eCheck-In < Insurance

10. Click Continue (Figure 15: B)

i

e Your Menu E visits [ Messages A Test Results ® Medications

eCheck-In

@

Personal Info Insurance Questionnaires Sign
Documents

Please Upload your order from your provider.
For an upcoming appointment on 12/11/2023

Please Upload the Signed Order from your Provider (i)
If your provider is from Washington Hospital and they didn't hand you an order, please skip this step.

Il Add a document

” Finish later H Cancel l

Figure 15: eCheck-In < Questionnaires

In the Questionnaires section, you can upload the order by selecting Add a document (Figure 15: A)

11. In the Sign Documents section, click Review and Sign to sign Outpatient COA (Figure 16: A)
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e Your Menu E Visits 4] Messages A Test Results ® Medications

eCheck-In
® 3 : /£
o 9
Personal Info Insurance Questionnaires Sign
Documents

Please review and address the following documents.

Outpatient COA /u
Not Signed Yet /

Back to the home page

Figure 16: eCheck-In < Sign Documents

Remember to click the Binoculars tab #% in Hyperspace to view tip sheets

This material contains confidential and copyrighted information of Epic Systems Corporation

Page 6



\WE Tip Sheet @

are

12. Click Sign Here to Auto-generate or Draw to Sign your signature (Figure 17: A)

Outpatient COA

Patient Signature:

Sign Here

Patient's Agent or Representative:

Figure 17: Outpatient COA

13. After signing, scroll down and click Accept (Figure 18: A)

Outpatient COA

accept the terms of the financial agreement. and assignment of insurance benefits, and
health care service plan obligation provisions above.

The Open Payments database is a federal tool used to search payments made by drug
and device companies to physicians and teaching hospitals. It can be found at
https://openpaymentsdata.cms.gov.

n
-

Financially Responsible Party n

= |

Figure 18: Outpatient COA

14. Click Submit to complete the eCheck-in process (Figure 19: A)

e Your Menu E Visits [ Messages A Test Results @ Medications

eCheck-In
|m A : /‘
© 9
Personal Info Insurance Questionnaires Sign
Documents

Please review and address the following documents.

Outpatient COA

@ Signed on 12/8/2023

Finish later

Figure 19: eCheck-In

Submit

15. The eCheck-In is now complete (Figure 20)

e Your Menu E Visits [ Messages A Test Results (& Medications

eCheck-In Complete (=

Thanks for using eCheck-In!
The information you've submitted is now on file.

Figure 20: eCheck-In Complete
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