
   
 

   
 

Appointment Conversion Make an Appointment 

1. Receive a list of patient appointments that need to be scheduled. 
2. Open up NextGen. 
3. Find patient’s appointment (in NextGen). 
4. Open up PRD Hyperspace. 

 

5. Click search for Appts.  

 

6. Look up patient MRN. 

 

 

 

 



   
 

   
 

 

 

 

 

7. Click Make Appt activity. 

 

8. Select correct department. 
a. Location/Specialty = Department. 

 

9. Write reason of visit in Appt Notes. 
a. Appt notes = NextGen Details section 

 

10. Select Appropriate Visit Type 

 

11. Select Provider 
a. Select provider listed in NextGen. 

 

 



   
 

   
 

 

 

12. Search for appointment with the provider listed in NextGen. 
a. Select provider  
b. Right click and select “Only use this provider” 
c. If Provider Pool doesn’t automatically come up search for provider. 

 

 

 

13. Appointment for date listed in NextGen. 

 

 



   
 

   
 

 

 

 

 

14. Uncheck Auto search  

 

15. Search for appointment 

 

16. Travel Screening Questionnaire  
a. Patient must answer these questions. 
b. If the patient is not present, click cancel to proceed without completing. 



   
 

   
 

 

17. Search for the correct time. 
a. If appointment in NextGen ends in :10 -> In Epic :15  

a. :10 -> :15 
b. :20 -> :15 or :30 (choose best time based on provider availability) 
c. :40 -> :45 
d. :50 -> :45 or :00 (choose best time based on provider availability) 

b. Once you find correct appointment time, select desired appointment and click 
schedule.  



   
 

   
 

 

 

18. Review appointment information and accept to close.  

 

 

19. Patient’s registration will automatically open. 
a. Open Checklist on the right side of the registration. 



   
 

   
 

 

b. Look for Accident Related hyperlink to go to the Visit Info form. 
a. NextGen Details section will mention if appt is accident related.  

 

c. Answer question.  

 

20. Accept to close patient’s registration. 

 


