How to Reschedule or Cancel a
Vaccination Appointment

AVBS User Guide — Health Care Provider and Provincial Operations

As of March 15th, 2022

Pharmacy Staff: For any guidance and/or technical support, please contact:
Qe  1-844-705-1265

B AlbertaVaccineBookingSystemSupport@gov.ab.ca



mailto:AlbertaVaccineBookingSystemSupport@gov.ab.ca

Privacy Policy

The appropriate collection, use and disclosure of an Albertan’s personal health informationis the requirement of Alberta’s Health

Information Actand FOIP Act.

=1 Wheneveryou see this icon, please ensure that you
collectverbal consentfrom the Albertan for disclosure of
their personal health information.

Wheneveryou see this icon, please ensure that you are
correctly entering the information provided by the
Albertan (e.g., legal first name, legal last name, Alberta
PHN). The search may result in many records containing
sensitive information like PI/PHI.

Itis your responsibility to access only those records that
are necessaryto performyour duties. All access is
monitored and recordedforcompliance and audit
purposes.

action that is being performed. Itis important you follow
these instructions.

' Wheneveryou see this icon, please pay attention to the

A

Please note that following practices are prohibited and
against the code of conduct related to the handling of
sensitive information (PI/PHI)unless your role authorizes
youto do so:

e Saving lists locally on computer

e Saving lists on other storage media
e Printing lists

e Taking pictures

e Taking screenshots




Rescheduling/Cancelling a Vaccination
Appointment: Overview

Objectives: To reschedule/cancel a confirmed vaccination appointment for an Albertan using AVBS
AVBS Role: Health Care Providers and Provincial Operations

Pre-Requisite: Albertans should have confirmed vaccination appointment status
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3 Note: The term vaccination site used throughout this user guide refers to pharmacies, AHS clinics and physician offices.




Types of Appointment Status

There are differenttypes of status that can be associated to an Albertan’s appointment booking:

Status Description When/who should update?

Confirmed This status refers to a confirmed appointment * This status updates automatically upon successful appointment booking.
booking.

Cancelled This status refers to an appointment that has been + Used by vaccination site staff to cancel an appointment and free up the time slot for
cancelled. someone else to book. Vaccination site staff should always cancel an appointment by

updating the status to cancelled via the Pharmacy console application

Attended This status refers to an appointment where the » Used by vaccination site staff only to check patient in prior to vaccine administration.
Albertan has attended.

No Show This status refers to a missed appointment. * Used by vaccination site staff and 811 staff when an Albertan has not showed up to their
appointment.

If the status is changed to Cancelled, the Albertan will receive a notification via their preferred communication channel that will contain a A(W_.
= booking link to schedule another appointment.




Cancelling a Future Vaccination Appointment

Therearetwo ways that you can cancelafuture Mberton o ssermsan E R X

confirmedappointmentbookingand freeup the time || i Pharmacy Console VR pE— g

el e cancel o e

R . . Search Results - X We searched for "B-3PFIBSQW".

- Cancelusingthe Cancel Appointmentbutton via || L EEEEEEEEEEEEEEEEEE————,.,
the appointmentrecordin the Clinic-in-a-Box i Appointments ‘
ap p | |Cat| O n Appeintments 1 1 Result

O r Profiles 0 ‘ Appointment Code aipointment Name “ | Location % ‘ Start Date v |
1) Appointment Day Manage... 0 SGI-0000164056 enza_Vaccination - Abby Tester AHS EDMONTON EXPO CENTER (PFIZER) 2021-11-08, 8:20 AM -
+ Cancelbyupdatingthe statusin the In-Clinic .
Experience.

To cancelan appointmentand free up the time slot Influenza Vaccination - Abby Tester iR | riaboven | ome |~

Via th e ap po i ntm ent reCO rd 1 fO I IOW th e Steps b eIOW' :F_’SP‘;L"J':;(;‘ﬁ"ﬁ"““°” e IS:;Jl:;za_Vaccinat'mn-November52021 08:20 AM - Abby Tester e ;‘;;1?:(‘\2-08, 8:20 a.m. z:)t::\lmsd

Enter the Albertan’s Booking Confirmation Number in Rebed  petils .

Supply Disruption

the Global Search Bar and press Enter. e et

Tip: If the Albertan does not have the booking confirmation o Activity
number, you can also search their profile by either Legal First e

. . New Event
Name & Legal Last Name, Alberta PHN or Registration
Confirmation Number. In these cases, the Person Account will v Appemment bele Set g n e acd
display, and the appointment re_cord can t_)e accessed through the frrenen e e e S
Related tab. For more information regarding Search, refer to the e sovenen Refesh - Expand All - view Al
Basic Navigation User Guide. Vaceine Type - 9 T

Mo next steps.

e Click the Appointment Code.

5 The Appointment Record will display. ‘A(




Cancelling a Future Vaccination Appointment

(Continued)

On the Appointment Record, you will note that the Status
of the appointmentis Confirmed.

Update the status to Cancelled by selecting from
one of the options in the drop-down menu.

The Change Status button will become enabled.

@ Click Change Status.

A pop-up box will display confirming that you want to cancel
the appointment.

If the appointmentis in the past, the Cancelled status will
not appear. In this case, you will update the status as
appropriate to Attended or No Show

@ Click Yes to confirm the cancellation.

Another pop-up box will display with a cancellation
message.

@ Click Close Window.

The Status of the appointmentwill now be updated to
Cancelled. The Albertan will receive a cancellation
' confirmation notification via their preferred communication
channel that will contain a link to reschedule their
appointment.

f' Appointment o
Influenza_Vaccination - Abby Tester et

Appointment Confirmation Number

B-SPFIBSQW

Subject
Influenza_Vaccination - November & 2021 08:20 AM - Abby Tester

Health Card Number Start Date

2021-11-08, 8:20 a.m.

Printable View Clone v

Status
Confirmed

Confirmed
Related Details 3 b

Supply Disruption

s Client Information

Health Card Number

Cancel Appointment
Date of Birth

2000-10-13

Are you sure you want to cancel the

~ Appointment Details
se

appointment?

Dosage

Appointment Code
5GI-0000164056
Vaccine Program

Influenza_Waccination

Vaccine Type v Upcoming & Overdue

No next steps.
To aet things moving add s tack or set up 3 meeting

Confirmed

Attended

No Show

v/ Cancelled

Filters: All time » All activities « All types = B

Refresh « Expand All = View All

Cancel Appointment

The appointment is cancelled, to book
another one, please use the scheduler tab on
the account page

Aperton




Cancelling a Future Vaccination Appointment

(Continued)

To cancelan appointmentand free up the time slot
by updatingthe status in the In-Clinic Experience,
follow the steps below.

g Click onthe Register Tab .

Search for the Albertan’s confirmed appointment
booking using any one of the search functions.

Click Search.
e The search results will display at the bottom of the screen.
Q Click View to openthe Albertan’s appointmentrecord.

The Albertan’s appointment record will display.

Moerton

s2s Pharmacy Console

Q Search...

Home rofles v/ Appointments v Reports v Login Defaults

ANE 2 s @

Q Search..

8 AHSConsole  Home Register Profies v Aspcimmerts v Reporls v Logr Cefaults

Scan Using Handheld Scanner

Scan using Camera

locations.

Search by Health Card Number

Search By Client Information
Search for client appointments from today onwards using at least one search criteria. Clinic location
will default to the one selected in user defaults, remove this value to search for clients across all

Search by Confirmation Code

Search by Clinic Location

Input your search here Input your search here B CALGARY CO-OP PHARMACY #10 x
Search by First Name Search by Last Name Search by My List
Input your search here Input your search here Input your search here L4
Search by Postal Code Search by Date of Birth Search by Vaccine Program Type
Input your search here YYYY-MM-DD = Input your search here L4
r
L
Showing result for
Clinical Location: CALGARY CO-OP PHARMACY #10
Select page size
10 - Total se. is: 6
ClinicL... T v | Appointm... » ‘ PHN No. v | Confirmat... v ‘ Profile Na... ~ | Vaccine Pr... v | DOB (Age) v | Sex v
1 CALGARY CO-... September 30, ... 123451210 B-HRRI5IZB Zayyan Patterson  COVID_19_Vacc... 1990-10-01 (30.. Female © View




Cancelling a Future Vaccination Appointment

(Continued)

Selectthe Cancelled status from the options in the drop-
down menu.

e Click Confirm Appointment.

The Albertan will receive a cancellation confirmation notification
* viatheir preferred communication channel that will contain a link
to reschedule their appointment.

' The Status of the appointmentwill now be updated to Cancelled.

Aberton

Al w Q, Ssearch..

i@ 2ea@®

EEE Pharma(y Console Home  Register  Profiles v Appointments s Reports v  Login Defaults rd
@ Home
Identification
~ Client Information £
First Name Last Name Birthdate @ Sex Linked ULl €@ Vaccine Program Vaccine Type
Zayyan Patterson 1990-10-01 Female 123451210 COVID_19_Vacci
nation
e . Appointment Details
~ Identification Information 4 PP
Date Clinic Name
Address City or Town Sep 30, 2021 CALGARY CO-OP PHARMACY #10
15013 leywe PKY SW Lethbridge
Clinic Location
Province/Territory Postal Code
8220 CENTRE ST NE, CALGARY, AB, T3K1J7
Alberta T1IK 5A3
Cancelled 5
Mabile Email
6047217253 rvolskis@delaitte.ca Attended
Age Mo Show
30 Years 6

l please select appointn  w l Confirm Appointmem

Return to Search

Aperton




Changing Status of a Missed Vaccination
Appointment

Although an Albertan can have multiple

. . . . PEECIEIEDS . . Edit Printable View Clane v
appointments in the confirmed status, if the Albertan || & covib_19 Vaccination - Abby Tester - ‘ |
miSSeS their appointment and their appointm ent ‘ Appointment Confirmation Number Subject . Health Card Number Start Date @Lmaton i
Statu S remal nS CO nfl r med yo u m ust Ch an ge th e ‘ B-21VB15VE COVID_19_Vaccination - Oct... 2021-10-31, 9:00 a.m. Confirme: AHS CHESTERMERE COMMUNITY... |
status of their appointmentto reflectthe missed Reloted  Detals @ B -]

appointment.

Tochange the status of a missed appointment,
follow the steps below:

Navigate to the appointment record by following steps 1
and 2 on page 5 of this User Guide.

On the Appointment Record page, you will note that the
Status of the appointmentis Confirmed.

@ Update the status to No Show by selecting from
one of the options in the drop-down menu.

The Change Status button will become enabled.

@ Click Change Status.

O] The page will refresh and the status will be updated
automatically.

| ~ Client Information

Health Card Number

Date of Birth
2000-10-13

~ Appointment Details

Appointment Code
SGI-0000164033

Vaccine Program
COVID_19_Vaccination
Vaccine Type

Pfizer

Pre-registered in Meditech

Address View @

288 KINNIBURGH BOULEVARD
CHESTEMERE

AB

TiX0v8

Dosage

First dose

Activity

Confirmed
MNew Event

Attended

1

| ~ No Show

Filters: All time « All activities « All types | B¢
Refresh = Expand All = View All

s Upcoming & Overdue

No next steps.
To get things moving, add a task or set up a meeting.

Mo past activity. Past meetings and tasks marked as done show
up here.

Aperton




Rescheduling a Vaccination Appointment

Torescheduleabookedappointment,you will first Mberton we a raus !' a2 a®
C an C el th e C 0 n fl r m ed ap p Ol n tm ent an d th e n b O O k a EEE Pharmacy Console Home  Register  Profiles v Appointments v Reports v Login Defaults
new appointment. To reschedule abooked ot o

. L= ults Profiles
appointment, follow the steps below: . s

i © Profile Name ealth Card Nu... | Registration Conf... v | Birth Date v ‘ Potenti... V‘ Email V‘ Mohile V| Preferred ... v

SearCh the Albertan’s PrOfl I e USIﬂg the G I 0 b al SearCh :jﬁ"tes ; Michele Gaurcn 254789621 R-QNLPPZPS September 12, 1967 O mgauron@deloitte.ca Email -
Bar. (owidn
For Search tips, please refer to Basic Navigation User Guide. | Michele Gauron
Click on the Albertan’s Profile Name. Lf e oz RanEeres
The Albertan’s Person Account page will display. peralle | febed “PP"‘”t"‘e”‘S"‘e"““”ge

“ Profile Information

Navigate to the Appointment Scheduling tab of the e
Person Account Page to booka new appointment.

o 0%

Preferred Name Birthdate @
1967-09-12
Health Card Number Where was Health Card Number issued?
Refer to the How To Book a Vaccination Appointment User 254788621 Aloertz
. . Invalid Health Card Number? @ Sent for ULI CHECK
Guide to book an appointment. .
Linked ULl €@ Potential Duplicate @

Once the new appointmentis booked, the Albertan will receive a
confirmation via their preferred communication channel with the
details of the new appointment, including the new appointment « Address Information

confirmation number. —— Cityor o

458 33e Montreal

Reviewed as Duplicate (AH/AHS)

Province/Territory Postal Code

0 AU f

~ Eligibility Information




