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Scheduling and Check In for Vaccine Pods 
Users Impacted by the Change:  schedulers at the following departments: 

 

Epic Department Epic DEP ID 

3201 KINGS HWY VACCINE POD  44001005 

281 1ST AVE VACCINE POD  41052002 

440 W 114 VACCINE POD  43006060 

25-20 30TH AVE VACCINE POD  8800001 

1000 10TH AVE VACCINE POD  43001056 

1468 MADISON AVE VACCINE POD  80040101 

 

Scheduling 
 

1. OPEN THE PATIENT’S APPOINTMENT DESK 
Click on ‘Appts’ from the top toolbar to search for the patient you are scheduling for. 
 

 
 

2. CLICK MAKE APPT 
On the patient’s Appointment Desk, click ‘Make Appt’.  

 

 
  

3. CLICK FINISH TO CONTINUE TO MAKE THE APPOITNTMENT. 
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4. COMPLETE THE MAKE APPOINTMENT ACTIVITY 
On the Make Appointment activity, verify the Department and enter Appt Notes, Visit Type [COVID-19 VACCINE 
DOSE 1 or COVID-19 VACCINE DOSE 2] 
 
Once the visit type is selected, a Decision Tree questionnaire will appear to Covid-19 Dose 1. Answer the questions 
with responses ‘Yes’, ‘No’ or ‘Unknown’ and click ‘Continue’ to complete scheduling. 
 

 
 
Add a scheduling Provider [schedule to the generic vaccine resource] and click Start Search on.  
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Note: the answers to certain questions may lead to scheduling being denied. Please do not schedule the 
appointment. 
 

 
 

5. SEARCH FOR NEXT AVAILABLE APPOINTMENT 
On the bottom of the Make Appointment activity click ‘Search’.  
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6. SELECT AN APPOINTMENT SLOT 
On the Provider Schedule activity, double click to select a time slot for the appointment and click Schedule. 

 

 
 
Note: When scheduling Covid-19 Dose 2, make sure to schedule the appointment between 17 to 25 days from 
when the first dose was administered. If scheduling outside of this range, you will see this warning: 
 

  
 

7. APPOINTMENT REVIEW 
Review the appointment details and click ‘Accept’ to schedule the appointment 
 

 
 

8. VERIFY PATIENT REGISTRATION USING THE CHECKLIST.  
Fill in any missing demographic fields such as employer, patient phone number, or address. 
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Please select ‘Mount Sinai Health System’ if the patient is an employee. Note that the address defaults to the 
hospital address. Please select the appropriate employer record for non-MSHS Healthcare workers (ex: New York 
Community Hospital). 

 

 
 

9. CLICK FINISH TO COMPLETE THE SCHEUDLING PROCESS  
 

 
 

Check-In 
 

1. SELECT THE PATIENT FROM THE DAR AND CLICK CHECK IN 
On the DAR select the patient and click Check In. Note: To open your DAR click Schedules > Dept Appts and run the 
Check in DAR in the report settings activity 
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2. ENTER THE POINT OF ORIGIN AND METHOD OF TRAVEL IN THE ‘VISIT INFO’ SECTION 
For outpatients, ‘Point of Origin’ is ‘Non-Healthcare Facility’. The ‘Method of Travel’ is the patient’s main mode of 
transport. 

 

 
 

3. ENTER THE STATUS OF COLLECTED DOCUMENTS 
Click Documents on the left navigator and enter the status of required documents. Note: only the Acknowledgement of 
Receipt of NOPP (collected only once a year). 
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4. VERIFY THE CHECKLIST AND CLICK CONTINUE CHECK IN 
Note that Guarantor and Coverage do NOT need to be collected and will not appear on the Checklist for 
verification. 
 

 
 
For Covid-19 Dose 2, you need to fill in the Covid-19 Screening questions at check-in. If the answer is ‘Yes’ for the 
first six questions, please do not continue checking-in the patient as they are not eligible to receive the 2nd dose.  
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5. FINISH CHECKING IN THE PATIENT AND VERIFY STATUS ON DAR 
Click Accept on the bottom right hand corner to finish checking in the patient. Verify the status is Arrived on the 
DAR. 
 

 


