
How to Add Appointments 

First open the Air Evac case to add an appointment. Click the Add Appointment 

button. Please note multiple appointments can be inputted in one session.  

 

The Schedule Appointment window opens, here you can choose a physician from the 

drop down menu or manually type in their information.  

 

Please first 

look to see if 

physician is 

listed.  If not available in the list 

fill in the Dept\Specialty 

and Lastname fields to 

identify the provider. 



After inputting the provider information, select the date of the appointment, then specify 

the time, indicate if an NMA is required, the estimated LOS, and finally add any special 

instructions to the Details field.  

 

 

 

 

 

 

 

After clicking Submit, the appointment is added to the case and a comment is added 

notifying attached users. 

 

If patient has an 

additional 

appointment click the 

Add Another Appt 

button before 

clicking Submit. 

 Once all appointments 

have been added click 

submit at the last 

appointment to apply to 

the case. 


