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Login to the Surgeries Scheduler app 
Login 
Access https://surgeries.larkinhealth.com to log in to the Surgeries Scheduler App.  

Input your email and password and click the Log In button.  
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Forgot Password  
If you are a Larkin employee, your account will be associated with the active directory account, so you 
will need to contact IT department or use the tools provided for changing or resetting your password. 

   

If you are not a Larkin employee and you cannot remember the password to access your account, click 
“Forgot your password?”. This will open a window where the user can input their email.  

   

Once the email is entered, click on Submit button. A confirmation page will be shown. 
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You should receive a link that will send you to the following page, where you can change the password. 

    

  

Logout 
To logout press the button “Logout” at the top right of the Application 
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User Profile 
To access your user profile, click your username at the top right of the application.   

 

The following page is shown. 

 

To enable text notifications press the checkmark next to the text. 

 

Phone Number 
The first option (Profile) shows you your username and phone number associated with your account.  

You can modify the phone number in this section. 
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Change Email  
If the user is a Larkin employee, to change email you must contact the IT department, or use the tools 
provided for that. This option will not be shown for employees. 

Change emails by clicking the “Email” button and inputting your new desired email 

 

 

Change Password 
If the user is a Larkin employee should contact the IT department, or use the tools provided for that. 
This option will not be shown for employees.  

In order to change password, click the Password button and type in your current and new desired 
password. 

 

After click on “Update password” button the following confirmation message appears: 
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Create / Update your signature 
To create (draw) your signature, use the cursor and left click, (or pen on a touch screen device) to draw 
it, and then click Submit Signature.  

 

When the Signature is submitted this message will appear. 

 

To re-do or create a new signature, use the empty canvas and click Submit Signature again. 

 

Signature is required for the Physician role, in order to approve the Reservation memos.  
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Pre-Orders Template 
Through this option you can create a template for the most used pre orders medications. To add to the 
template, click the “+” button.  

 

Type in the medication to add it to the template and click “Save Changes” to add it to the list of 
commonly used medication. 

 

To remove a template, click the “X” icon to remove it from the list.  
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Surgeries Dashboard 
In this page, some summary info about the surgeries is shown. It varies depending on the role of the 
user. 

 

Use the time filter dropdown to filter surgeries 

 

Save View can be used to save the dashboard’s current filtered settings, such as procedures.  

 

To reset the current filtered settings use “Reset View” to go back to the default grid view. 
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Surgeries Section 
To access the surgeries grid, click the “Surgeries” button in the top left of the application. 

 

Surgeries View (Grid) 
Surgeries grid has sections detailing the Surgery Date, name of the patient, physician, procedure, and 
the location and status of the surgery. 
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Columns (Grid) 
To remove/add columns to the grid view, click the button next to the Column name as shown below 

 

Mouse over “Columns” dropdown, and select the rows you wish to see. Columns marked with a blue 
checkmark will show, ones that are not marked will not show  

 

 

Filtering 
On any column of the grid, to use the filtering, search for a keyword and click to filter 
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Sorting 
Click on the tab you want to order, arrow pointing up orders from oldest date/a – z, arrow pointing 
down orders from newest date/z – a. 

    

Export to Excel 
 After making changes, if you wish to export the information, you can do so by clicking the Excel button, 
which will create an Excel and download it. 
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Surgery Details  
To open the surgery details page, click on any row of the Surgeries Grid.  

 

The surgery details window has several tabs such as Patient, Procedure, Insurance, Orders, Cost 
Analysis, and Files. 

 PATIENT: Patient tab (shown below) have demographic information about the patient. 
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 PROCEDURE: Procedure tab holds information related to the procedure done on the patient, 
and information such as the surgeon and diagnosis.  

  
 

 INSURANCE: Insurance tab holds information related to the patient’s insurance  
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 ORDERS: Order tabs show the labs and other tests ordered for the patient. Also de pre-ops 

medications  
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 Files – This tab shows al files associated with the surgery. In every step of the workflow, users can 

upload and see files.  
In order to upload the file, click the “Select files” button to select it, or simply drag it to where it 
says” Drop files here to upload”.  
 

 
 
You can also see previously uploaded files in this tab. To download them, just click over the file. 
 

 
 
To delete a previously uploaded file, just click on the X to the right.  
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 CHANGES HISTORY: Shows changes made to reservation memo from it’s creation to current 
date, if no changes have been made, “No Records Available” will show instead. 
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Create a new Reservation Memo 
To create a new Surgery Reservation memo, click the button at the top right of the Surgeries Scheduler 
grid. 

 

The New Reservation Memo form appears with the information displayed between sections. 

Patient Information 
This part of the form contains important information about the patient demographics. 

 

 
Procedure Information 
Select the Surgeon name, scheduled date, procedure, diagnosis and whether the patient needs an 
implant.  

To pick the surgeon, click the arrow under Surgeon and select the surgeon that is related to the 
procedure. 

 

To pick the Scheduled date of the procedure, click the Calendar Icon to select the date of the procedure, 
and the Clock icon to select the time of the procedure.  
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If patient needs an implant, click the slider for “Need implant?”, and input the name of the implant to 
the left of the slider.  

 

 

Insurance Information 
Enter the Insurance information for the patient.  
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Pre-Orders 
Select the labs needed for the patient. In case any lab or test is not represented in the selection, type 
the information in the “Other Tests” box. 

 

Pre-Ops Medications 
Enter the medications needed for the patient in the text box  

 

 

You can use the “Template” button to select commonly used medications (entered previously).  
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Through this pop-up window, user can select medications to be included in the Pre-Orders section.  

Click add button after selecting the medications from the template. The list of medications will be 
copied to the main form.  

 

Once all information have been filled into the form , click on Submit button at the bottom of the page. 

 

The new Reservation Memo will be shown in the main surgeries grid. It will have the “DRAFT” status. 
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Surgeon Approval 
Surgeons must approve the Reservation Memos. To do this they must first login with their user account, 
go to the Surgeries tab, click on the RM that they wish to approve, and then click on the approve button 
in the toolbar. The signature used by the surgeon will be attached to the RM, without a signature the 
RM cannot be approved. The last signature used by the surgeon will be the one associated with the RM 
when it is approved.  

 

After clicking “Approve”, a window will pop up to confirm your decision.  

 

After “Approve” button is clicked, a confirmation window will show up showing that the RM is now 
“Approved” 
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After this process the reservation memo will go to “Surgeon Approved” status and is ready for 
submission to the OR team.  
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Reservation Memo Submission  
Once the RM is approved by the physician, its ready to be submitted to the OR scheduling team. In 
Surgery details page, a “SUBMIT” button will appear on the toolbar (it will show a window asking for 
confirmation) 

 

 

Submitting a RM will send an email notification to the OR scheduling team members. 

After the RM is submitted, it can only be cancelled or re-scheduled, which can be done in the RM 
details page, with the buttons that will show up in the toolbar.  



Surgery Scheduler App                             User Guide 

P a g e  25 | 35 
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Edit Reservation Memo 
To edit a reservation memo, it must in the “Draft” or “Surgeon Approved” status on the Surgeries 
Scheduler grid.  

 

After clicking on the reservation you wish to edit, a Details page will open. Then click “Edit” at the top 
right of the details page, if you wish to return to the grid, click “Back”. 

 

 

Delete Reservation Memo 
Reservation Memos can only be deleted where they are in DRAFT status. To do the deletion, just click on 
“X” button that appears to the right of the reservation in the surgeries grid. 
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Cancel Surgery  
To cancel a scheduled surgery, click over it on the main surgeries grid. Once in the Details page, click the 
“Cancel Surgery” button.  

 

 

A confirmation popup windows appears 

 

Click “Submit” and the OR scheduler team will receive a notification requesting to cancel the surgery. 

Another confirmation popup window appears, showing that the request was sent. 
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The surgery will now appear with an orange background color and with the status “PENDING CANCEL”.  

 

After the OR scheduler team receives the email notification, they will proceed to cancel the surgery on 
the EMR system.  

A notification will be sent to the user’s email acknowledging that the surgery has been cancelled by the 
OR team and the surgery will change status to CANCELLED. 

Creating New Memo from Cancelled Surgery  
After opening RM details for a cancelled surgery, click the calendar button on the toolbar of the RM details 
form.   

 

This will use the same information that the cancelled surgery had previously, and allow for new edits and 
changes.  
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Create Template  
Clicking “Create Template” will save the information from the Procedure Information that was set up in 
the new reservation memo for future use. To use this feature, after completing the New Reservation 
Memo form, click “Create Template”  
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Re-Schedule 
To Re-schedule a surgery, click the “Re-Schedule Surgery” button in the surgery details page. 

 

The following window will pop up, there the user will select the new surgery date, time, and length. Click 
“Save Changes” to submit the new values selected.  

 

Popup window will appear confirming that your request has been sent to reschedule the surgery.  

 

An email requesting the reschedule changes will be sent to the OR scheduler team.  
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The surgery will now appear with an orange background color and with the status “PENDING Re-
Schedule”.  

 

After the OR scheduler team receives the email notification, they will proceed to reschedule the surgery 
on the EMR system.  

A notification will be sent to the user’s email acknowledging that the surgery has been scheduled for the 
new date by the OR team and the surgery will change status to SCHEDULED. 

 

Print Reservation Memo 
Users can generate a summary view of the Reservation Memo, in order to print it or saved it to disk. 

In the Details page, a printer icon should appear on the toolbar. 
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Once the user clicks on the icon, a PDF file is created and downloaded to the user’s browser.  
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Surgery status 
DRAFT: The new surgery request (Reservation Memo - RM) is created at the medical office with all the 
initial data (patient demographic, surgical procedure, and insurance information, etc.). In this status, the 
RM is only visible to the surgeon and the medical office personnel, not to the OR scheduler team. 

SURGEON APPROVED: The RM is reviewed and approved by the surgeon 

SUBMITTED: RM is submitted to the OR scheduling team. They received an email notification with the 
RM link inside, where they can visualize it on the app. 

SCHEDULED: Surgery is scheduled in OR EMR system (PIMMS) , and its already synchronized with 
Surgery Scheduler app. 

STARTED, FINISHED: Surgery status in real time (from the synchronization with PIMMS)  

DISCHARGED: Patient is discharged (from the surgery room)  

PENDING CANCEL: Medical office have requested a cancellation for the surgery. OR Team receives an 
email notification with the request. 

PENDING RESCHEDULE: Medical office have requested a reschedule for the surgery. OR Team receives 
an email notification with the request. 

CANCELLED: Surgery have been cancelled in the OR EMR system, and it’s synchronized with the Surgery 
Scheduler App. 

PENDING REVIEW QUOTE: Surgery already submitted have a surgical implant that needs to be quoted 
and purchased by the hospital if the implant cost exceeds the threshold (default $1000.00). OR Team 
should enter the implant cost into the surgery cost analysis section. This step notifies the Medical 
Records users and change the RM status to PENDING REVIEW PROCEDURE. 

PENDING REVIEW PROCEDURE: Medical Records personnel needs to enter at the surgery cost analysis 
section, the expected revenue value for the surgical procedure. This step notifies the Contract 
Management users and change the RM status to PENDING REVIEW CONTRACT. 

PENDING REVIEW CONTRACT: Contract management personnel needs to enter at the surgery cost 
analysis section, the expected revenue value for the surgical procedure, for the insurance plan 
associated with the patient. This step notifies the Executive users and change the RM status to PENDING 
REVIEW EXECUTIVE. 

PENDING REVIEW EXECUTIVE: Executive users review the surgery request and approve or deny the 
surgery, based on the total procedure cost and the expected revenue, based on the information entered 
by the other users in the former steps. If the surgery its approved, it changes status to SCHEDULED and if 
it denied it change status to DENIED. In both cases the medical office and OR team will receive a 
notification with the result of the decision. 

DENIED: The surgery procedure has been denied by the hospital. Medical office will receive a 
notification. 
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RM Templates 
The RM Templates dashboard will show all previously created Templates and allows users to create new 
Templates.  

 

To create a new template, click the button “New Template”. 

 

Fill out the form and click “Add” at the bottom of the form. 
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Edit Templates 
To edit Templates click the Edit button in the Actions tab.  

 

To return back to the RM Templates dashboard, click “Cancel” at the top of the form. 

To save the edited changes, click “Save” at the bottom of the Template form. 

 

Remove Templates 
To remove Templates click the Edit button in the Actions tab.  

 

 

Using Templates 
To use the Templates for a New Reservation Memo, click the “To RM” button.  

 

This will open a new reservation memo form, which will have the procedure information from the RM 
Template that was previously set up. 


