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The Provider Scheduler module is utilized to handle consumer referrals.  Many agencies have 
regularly scheduled times that they can handle referrals.  You are able to set these up in the Provider 
Scheduler so that the MCO knows your availability and can schedule appropriately.  

 
 
To launch the Provider Scheduler; click Menu > Provider Scheduler 
 
 
 Module View Managing the Appointment 
 Creating Slots     Completing the Referral 
 Slots on the Calendar Cancellations and Rescheduling 

 
Module View 
 
When the module loads, you will be presented with a blank calendar with your provider sites listed 
in the left hand column.  In order to pull down and view the site specific schedule, you’ll need to click 
the checkbox next to the site name, then click Get Site Schedule. 
 

 
 

NOTE: If your company is set up as an Open Access provider, you won’t be able to create open slots 
in the Provider Scheduler.  You can check to see if your company is one of these providers by going 
to the Provider Details module, Provider Base tile.  Refer to the Provider Details document 
 
NOTE:  You are not allowed to schedule walk-ins to Slots, these are reserved for the MCO.  However 
you can reschedule MCO referrals to other slots 
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Creating Slots  (TOP) 

 
Create available slots for the MCO to refer consumers to your agency.  Find the time you want to 
create the slot for and double click: 
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Slots on the Calendar  (TOP) 

 
Now that I’ve created my open slots, I can view them for the month by clicking the Month calendar 
view: 
 

 
 

After a Consumer is Referred 
 
Once a consumer is referred, everyone at your agency with a portal user account will receive an 
email stating so.  You can confirm and record the results of the appointment from the scheduler: 
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Managing the Appointment  (TOP) 

 
To manage the appointment, you want to first locate it on your schedule then double click the slot.  
After double clicking the slot, the below window will open for you to manage the appointment: 
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Completing the Referral  (TOP) 

 
Since this is an Enrollment Request, and once the appointment is in session, you can go to your 
Enrollment Module and use the Filter to search for enrollments that where handed over to you by 
the MCO: 
 

 
 

Results 
 

 
 

Once you have completed the task at hand, in this case an enrollment and assessment, you can now 
go back to your provider scheduler, open the appointment and choose Attended, then SAVE to 
complete. 
 
By now you have noticed block changes colors as the MCO begins to reserve slots: 
 

• If a block is GREEN, that means all the slots in it are still available.  For example, if you have three slots 
and all three are still available, the block will be green. 

• If a block is YELLOW, some of the slots have been reserved but not all.  If you have one or two of their 
three slots still available, the block will be yellow. 

• If a block is RED, all the slots have been reserved.  All three slots have been reserved and nothing else 
can be scheduled here. 

 

NOTE:  You can go to the appointment and double click on it to check the Acknowledgement 
checkbox so the MCO knows you’re aware of the appointment.  Once the appointment has/has not 
happened, you can go back into the appointment and enter a Status.  This information appears on 
the MCO side once Saved. 
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What if the Consumer Cancels, then Reschedules?  (TOP) 

 
If a consumer is a No Show, cannot be reached or reschedules then you can always ask the consumer 
when their initial appointment date was, or you can refer back to the consumers Enrollment form 
that was handed over to you by the MCO and review the Provider Attempts section on the bottom 
of the Clinical Page of the Enrollment (if you do not know off hand). 
 
Updating original Appointment then rescheduling 
 

 
 

New Appointment View on 12/3/13 after clicking SAVE 
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Enrollment View – Clinical Page; Provider Attempts 
 

 
 

Record your rescheduled time on the Enrollment 
 

 
 

 


