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Function Keys and Keys to Move through Screens:   
 
 

Key Name Function 
? Displays lookup options 
F1 Deletes text in a field 
F2 Restores text in a field 
F7-Q Exits screen without saving data 
F10 Exits Screen (will also save data) 
F9 Displays additional actions on a screen 
STOP Exits a list lookup 
F Moves scrolling screens forward 
B Moves scrolling screens backward 
N Moves scrolling screen forward to the Next full day 
 Jumps to previous field on page 
 Jumps to next field on page 
Page Down Jumps to next page  
Page UP Jumps to previous page  

 
 
 

Date Shortcuts: 
 
T (Today’s date) 
T+n (Today plus n days; tomorrow would be T+1) 
T-n (Today minus n days) 
 
 

Patient Lookup: 
 

Format Example 
Partial Last Name, Partial First Name YOSE,SAM (yosemite,samuel) 
Medical Record Number M00138547 or .00138547 
Visit Number H12345678 
Partial Last Name, Partial First Name; Year of Birth YOSE,SAM;1945 
R or R/N Recalls last displayed patient 

 
 

Provider Lookup: 
 

Format Example 
Full Last Name ELIAS 
Partial Last Name ELIA 
Mnemonic AYE 
Provider Number 4275 
= Recalls last displayed Provider 
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Logging Into IDX 
 
1. Double click the IDXReg icon on your desktop.  If the icon is not available, open Internet Explorer.  Under “Favorites” 

select AppWeb2.   Double click the IDXReg icon. 
 

 
 
 
 
2. Type 1ST USERNAME & PASSWORD, then type ENTER.  (Cursor will not move when entering the password.) 
 

3. Read message and type any key to continue. 
 
 
 
 
 
 
 
 
 
 
 
 
 

Icon available 
on desktop or 
through 
AppWeb2 
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4. Choose appropriate option.  Ambulatory users will select [A] IDX Scheduling VM/HPA. 
 

 
5. Enter 2nd Username and Password, then type ENTER.  (Cursor will not move when entering the password.) 
 

 
6. At main IDX Scheduling Menu, choose Scheduling and then type ENTER. 
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Function 4 – Viewing A Provider’s Schedule 
 
Function 4 will give a brief overview of a daily schedule for a provider, a resource, or an ancillary department.  
 
1. At Select Function, Type a 4 – Display Provider’s Schedules. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. In the Provider field, type in a Provider’s name using either Partial Last Name, their Mnemonic, or their Provider #.  

Type an (=) to recall the last provider entered.   
  
If the Provider only has one department (aka:  Practice,) the department will automatically default.  If they have more than 
one department, type a ? in the department field, and make a selection. 
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3. Type in the date.  As soon as you type Enter, the Provider’s schedule displays. The screen shows all sessions for the 
date requested.  Each column represents one session of the selected day.  The left column represents the morning 
session (AM), the middle column represents the afternoon session (PM), and the right column represents the evening 
session (EV).   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
4. At the View field, type a ?.  Type a Shift, F5 to see More Help:  F to scroll the schedule forward within this session; B 

to see previous appointment times in this session. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Provider Information:  appears at top of each of the three columns.  Each column contains: 
-  provider mnemonic    -  location mnemonic      
-  department mnemonic                                               -  date of the schedule displayed on this screen             
-  day of week     -  AM, PM, or EV, depending on the session shown in that column 
 

Provider's Schedule: the biggest 
section of the screen; this is where all 
the time slots and scheduled 
appointments are listed.  The schedule 
contains: 
- Time:  time slots set up for each 

appointment.  This column may 
indicate whether a time slot is 
frozen (F). 

- Bk:  this column indicates the 
number of patients booked into this 
time slot; if a (~) is present, the 
provider is overbooked in some 
way. 

- Av:  this column indicates the 
number of appointments that are 
still available during this time slot. 
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5. At the “Which Session For Detail” prompt, type:  A to view information about the morning session, P to view 
information about the afternoon session or E to view information about the evening session. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
6. To return to the 1st screen, in the “Which Session for Detail” field press the F1 key to clear the text and then press 

Enter. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The new information appearing on this 
screen includes: 
- status of the visit 

- A = Arrived 
- P = Pending 
- R = Rescheduled 
- N = No Show 

- name of the patient booked into 
each slot. 

- patient's medical record number 
- patient's age 
- patient’s Home and Work phone 

numbers 
- additional information about the 

visit 
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Function 17 – Viewing Multiple Provider’s Schedules 
 
Function 17 will display schedules for up to three providers. 
 
1. At Selection Function, type 17 – Display Multiple Provider’s Schedules and type Enter. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. Type in the Providers’ names (up to three Providers). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
3. The date will automatically default in today’s date.  Type Enter to accept the default or enter the date desired. 
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4. In the “Scroll” field, type F to scroll forward in the schedule (see later appointment times in this or the next session;) 

type B to see previous appointment times in this or previous session, type A for the morning session, type P for the 
afternoon session, type E for the evening session, type N to view the next day’s schedule. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
5. Type F7,Q to exit to Function 17.  

At the top of each column, the system 
identifies the provider, department, date, 
location and session. 

This screen lists all time slots for the session displayed.  If a time slot is booked, the patient's name, visit 
type and duration is shown. If a time slot is not booked, a series of dashes (----) appear.   
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Function 49 – Viewing Patient Appointment, 
Demographic, Insurance, & Referral Information 
 
1. At Select Function, type 49 – Patient Inquiry and then type Enter. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. Type in the Patient’s name using either Partial Lastname, Partial Firstname; Visit # or Medical Record #. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
3. At the “Is this the one” prompt, type Y or N.  The Patient’s complete information will display on the top of the screen. 
To access additional actions (A - Appointments, D - Demographics, I - Insurance, R - Referrals), type F9. 
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4. Type an A to view the Patient’s Appointments. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
5. To view the Reason for the Visit or who the Referring Doctor is, type a V – View VDF. 
 
6. Type F7,Q to return to the Patient Action Screen. 
 
 

Date = date the appointment is 
scheduled to occur. 
 

Day = day of the week the 
appointment is scheduled. 
 

Time = time the appointment is 
scheduled. 
 

Sta:  status of the appt; if the status 
is followed by an asterisk (*), that 
appt is linked to one or more primary 
appointments, ancillaries, or 
resources. 
 

Typ:  the appt's visit type; if resource 
appt, an "R" is listed in this column. 
 

Prov/Resource: the provider or 
resource for which the patient is 
scheduled. 
 

Dept:  the provider's or resource's 
department. 
 

Loc:  the clinic where the appt is 
located. 
 

Dur:  the duration of the appt. 
 

Visit #:  a unique visit number 
assigned to the appointment by the 
system. 
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7. To view a Patient’s Demographic or Insurance information, type D – Demo, Ins, Case Info.  Select the appropriate 

registration option (1. Registration Only, 2. FSC only, 3. All 3).  Type 3 to view all of the registration information. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
8. Type Page Down to view additional registration screens. 
 
 
 
9. Type F10 to continue to the Insurance screen. 
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10. Type F7,Q to return to the Patient Inquiry Screen. 
 
 
 
 
 
 
 
 
 
To access Referrals, type R- Referrals. 
Type a R – Referrals. 
Referrals Screen 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

All of the patient’s payment options 
will be listed.  To see details (phone 
numbers, contact information, etc.) 
type V – View. 
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11. To view the referrals for a patient, type R – Referral. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Lesson: Logging Out of IDX 
 
 
Type F7,Q until you reach the following screen: 
 
 
 
 
 
 
 
12. To see the Reason for the Referral and the Referring from Provider, select the referral, then type an E – 

Expand/Contract. 
 
13. To view the entire detail on a Referral, select the referral, and type a D – View Detail. 
 
14. Type F7,Q to return to the Patient Inquiry Screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

- Referral = System generated 
referral # 

 
- Referral Type: 

- Outpat 
- Mental 
- Global 
- PTOTST 

 
- Referred to  = Referred to 

Provider 
 
- From and To = Valid From 

& Valid To Dates 
 
- Au and Rem = Authorized & 

Remaining Visits 
 
- Referral Status: 

- PRC = Pended Referral 
Coord. 

- APP = Approved 
- DUP = Duplicate 

 
- Ext Num = Authorization # 



14 

 

Logging Out of IDX 
 
1. Type F7,Q until you reach the following screen: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. Type F10 until you reach the following screen: 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
3. Select option E from the Menu. 
 
 
 
 
 
 


