CALENDAR

The Calendar feature allows providers to schedule client appointments and post appointment availability directly
within Clarity. Clients can schedule appointments with care team members based on their posted available time
slots. Appointment details and notifications are then made available to the client through their MyConnectSV
account. The Calendar allows providers to manage all client appointments in one centralized location and ensures
clients always have access to appointment details.

| C L A R I T Y How to Post Available Appointment Slots

\ HUMAN SERVICES In Clarity, navigate to the Calendar in the launchpad, and then
click on “Customer Portal Calendar” in the right sidebar:
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Click “Add New Slot”

B Community Info under the displayed
calendar:
) Documents
ADD NEW AVAILABILITY RUI
First, choose the e
Location Frequency you want this " =
appointment slot to Start From U:IZ‘JII;I:UIAS!UUAM
Message Center repeat:
Start From 05/27/2024 9:00 AM
Privacy Next, choose the Start < May 2024
From date and time when cot S0 Mo T Wa Th I 8u
. . Interval 12 3 4 Hour
Resource Directory you want the first PeTas 0 gy
appointment slot to occur: 1920 2122 23 24 25 | Mimte

26 27 28 29 30 31 00

OUTPUT: EVERY WEEK FOf m m

Dates 1 Mon May 27 2024 09:00:00 GMT-0500 (Central Dayligh|

You can choose either an End On date when you want the series to
end, or specify the Count of appointment slots you want to schedule
(Note: only one of these options can be used, so entering in either an End
On date or Count will cause the other field to disappear).

End On

You can also choose an optional Interval between each frequency if Count Enter integer here... (default 1000)
desired (for example, to repeat the time every 3 days or every 2
weeks, instead of every 1 day or 1 week).

Interval Enter integer here...
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Review the Output and Dates preview, and then click
Save to post the new appointment slots. After saving,
clients on your care team with MyConnectSV accounts
will be able to see your availability and directly schedule
appointments with you.

You will be notified in your Clarity inbox when a client
schedules a new appointment or cancels a previously
scheduled appointment.

To remove an existing series of scheduled appointments,
click on “Manage Slots”. The choose the series in the
dropdown list and click “Remove Selected”.

MANAGE AVAILABILITY RULES

OUTPUT: EVERY WEEK FOR 5 TIMES

OUTPUT: EVERY WEEK FOR 5 TIMES

1 Mon May 27 2024 09:00:00 GMT-0500 (Central Daylight Time)
2 Mon Jun 03 2024 09:00:00 GMT-0500 (Central Daylight Time)

3 Mon Jun 10 2024 09:00:00 GMT-0500 (Central Daylight Time)
4 Mon Jun 17 2024 09:00:00 GMT-0500 (Central Daylight Time)
5 Mon Jun 24 2024 09:00:00 GMT-0500 (Central Daylight Time)

Duration v 15 Min
30 Min
45 Min
1 Hour
2 Hour
3 Hour

ADD NEW SLOT MANAGE SLOTS SUBSCRIBE TO ICALENDAR

Please select Rule
every week for 5 times
every 2 months for 1time )
every week for 10 times
every week for 10 times

v every week for 5 times

GMT-

1 Mon May 27 2024 09:00:00 0500' (Central Daylight Tin

2 Mon Jun 03 2024 09:00:00 gf’ﬂ; (Central Daylight Tin

3 Mon Jun 10 2024 09:00:00 gg'gg (Central Daylight Tin

REMOVE SELECTED m

How to Schedule a Client Appointment

Schedule new appointments with clients using the
calendar icon on the client’s HMIS profile

o
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If you'd like to schedule an appointment to fill an existing appointment slot, click Customer Portal Appointment.
If you don’t want to schedule an appointment to fill an existing appointment slot, click General Appointment.

SELECT OPTION:

®

GENERAL APPOINTMENT CUSTOMER PORTAL APPOINTMENT

Complete the fields and click Save to save the appointment.

How to Manage or Delete Appointments

To delete an appointment, select the appointment and click the trashcan icon. Adjustments to the
appointment time or date cannot be made once the appointment is set. If adjustments are required, delete
the original appointment through the calendar screen, and set a new appointment with the revised
appointment details. More information on Clarity’s Calendar features, including calendar integrations, can

be found in our Help Center Calendar article.
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CALENDAR: Client Instructions

Clients can view a listing of all provider appointments scheduled through Clarity in the Calendar screen of their
MyConnectSV account. Clients can select various views including an appointment list, or view by day, week, or
month. Clients can also schedule appointments with care team members based on their posted available time slots.

View upcoming appointments: Clients can catendar | Schedule Appaintmen
view upcoming appointments by navigating to June 2024
Calendar. sun Mon Tue Wed Thu Fri sat

Clicking on any scheduled appointment will
show a pop-up with additional appointment
details, as well as the options to Export or

Cancel the appointment. " " s N 2 7 2

9 Appointment with

2 3 4 5 6 7 8

9 10 1 12 13 14 15

23 24 25 26 27 28 29

 4p Appointment with G

Exporting appointment information: Clients can click on Export to
export the appointment information as a calendar file, which can

then be added to their phone or other external calendar. The client Title:
must agree to the Privacy and Security Warning prior to exporting [ Appointment with Grant Ebbesmeyer
the appointment information. Date:
Thursday, June 13, 2024 1:00 PM
| Location: |
Canceling an appointment: Clients can click on Cancel to cancel an 1007 York St

upcoming appointment. If an appointment is canceled, the Clarity fi  Denver €O, 80206

user will be notified with a message. B o
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