
 

 

Commonwealth of Kentucky 
KY Medicaid 

 

KYHEALTHNET 

Missed and Cancelled Member 

Appointments Training Guide 

 
Version 2.1 

January 4, 2023 



Contents 

Missed or Cancelled Appointments .......................................................................................... 3 

Enter the search criteria for missed or cancelled appointments ............................................. 5 

To Add a missed or cancelled appointment .............................................................................. 6 

General Search Results ........................................................................................................... 8 

Missed and Cancelled Edit functionality ............................................................................... 8 

Missed and Cancelled Delete functionality ......................................................................... 11 

Record Display ................................................................................................................... 13 

Descending and Ascending order ....................................................................................... 13 



Missed or Cancelled Appointments 

 
Using KY Health Net to enter the KY Medicaid Member Missed and/or cancelled appointments 

follow the step by step user instruction in this training guide. 

Start by logging into KY Medicaid KY Health Net https://home.kymmis.com 

Enter the account username and password 

 

 
• Next click on KYHealthNet 

 

 
• Next find the Missed Appointments tab 

https://home.kymmis.com/


 
 

• Next find the Missed appointments tab 
 

 

 
• Click on Record Missed Appointments 



Enter the search criteria for missed or cancelled appointments 
 
 

 

Member: KY Medicaid Member ID or leave blank if searching for a list of all members that have 

missed or cancelled appointment in the date range selected. 

• Manual entry field. 

• Field validates Member ID. 

• User can enter one Member ID and the system will return all Missed/Cancelled 
appointment associated to the Member. 

• User can leave the field blank to pull Missed/Cancelled appointments for all 
Members associated to the selected Provider. 

If there are no associated Members, the system will display error message: There are no 

missed appointments for the selected criteria. 

Month: options are All or by Month using the dropdown box to select the Month to search 

• Month: the dropdown box options are All (default option) or each month 

Year: select the year of the missed appointment for the search criteria 

• Year dropdown option is 2021 (the current year will be the default option) 

• Future years will be added when applicable 

Search: click on Search to display the missed or cancelled appointments 

• If the user selects the Search button the system will return all valid results 

 
 

 
Once a Member segment is added a member list is created, which is default display when 

accessing the Missed Appointment option. 



To Add a missed or cancelled appointment 
 
 

 
 
Enter the following information 

Member: KY Medicaid member (required field, the system validates) 

Error Message: Member ID Required 

Reason: The research will return the member missed or cancelled an appointment 

• Field is automatically defaulted to ‘Missed’ option 

• Missed or Cancelled Radio Buttons 



Reason Code: select the reason code from the dropdown list that appropriate. 

Dropdown box with the following options 

• Child Care Issue 

• Transportation Issue 

• Financial Issue 

• Insurance Issue 

• Forgot About Appointment 

• Unknown 

• Other-Please Provide Explanation Below -requires an explanation in the free form text 
field. 

Error Message: Reason Code Required 

 
Appointment Date: Enter the date of the missed appointment 

• Field is required 

• Using manual entry, MM/DD/YYYY or 

• Select the calendar icon to auto-populated a date. 

• If ‘Missed’ is selected from the reason field, the date range selection is previous date to 

current date. User cannot select a future date. 

• If ‘Cancelled’ is selected from the reason field, the date range selection is open. User 

can use previous, current or future date. 

Error Message: Appointment Date Required 

Appointment Time *:  Enter the missed or cancelled appointment time, then select Am or PM 

• Field is required 

• Manual entry, user must use HH:MM format 

o AM: Radio Button (default option)- Field is not validated. User must manually 
select option. 

o PM: Radio Button: Field is not validated. User must manually select option 

Error Message: Appointment Time Required 

Explanation*: Enter an explanation 

• Open Text field 

• 200 character maximum 

• Field is only required if ‘Other-Please Provider Explanation Below’ is the selected reason 

code. 

Error Message: Explanation Required When 'Other' Reason Code Is Chosen. 

Add: Click the Add button allows the system to update the record. 

Comment: If no missed or cancelled appointments for the search timeframe, the comment of 

‘There are no missed appointments for the selected criteria’ will return. 



General Search Results 

 
Missed and Cancelled Edit functionality 

 
• To start an Edit, enter the date range as All and the Year option 

• If the user selects the ‘Edit’ hyperlink the record will highlight in yellow and the original 
appointment screen will display and allow the user to make updates. 

o Update: If the user selects the ‘Update’ button the system will save and display 
the change. 

o Cancel: If user selects ‘Cancel’ no updates will be saved. 
 

 

• Results will return all missed and cancelled appointment during the year selected 

• To Edit a segment, click on the Edit button 

 
 
 
 
 
 
 
 
 

 
• The segment will refresh with a yellow high light to indicate the segment to edit. 

 



• Enter the updated information as applicable. 

• Click on the Update button 
 



• The Edit reflects the updates made 

• The segment can be edited or deleted if applicable 
 

 

 
The same process applies to edit a missed and cancelled appointment. 



Missed and Cancelled Delete functionality 
 

• To Delete, enter the date range as All and the Year option 

• If the user selects the ‘Delete’ hyperlink is selected a message will display 

• If the user selects OK, the record will be deleted. 

o Select the member segment to delete 

o Click on Delete 
 
 



 

 
 

 

• Click OK to remove the deleted segment 
 
 

• The member segment is deleted. 

 

 
The same process applies to delete a missed and cancelled appointment 



Record Display 

 

The system will display 5 records per screen, if there are more than 5 records and additional 

page is created systemically. Additional pages will appear in the lower right-hand side of the 

screen. 
 

 

Descending and Ascending order 

 

Each column has the option to select a Descending or Ascending order 

Member ID Descending 

 
 

 
The Explanation column is free form text field with no descending or ascending order function, the same 

with Appt time. 



Member Name Ascending 
 

Member Appt Date Ascending 
 

Member Reason/Code Ascending 
 


