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Appointments Setup Release 3.1

Appointments Setup release3.1contains the following new features and

improvements:

National Slot Categorisation - In EnglandNational SlotCategorisation is

being introducedby NHS Digital, toalign the slot types inAppointments

Setupwith an agreed setof national slot categories. You are required to
mapall slot types toa national slot category.

Important -Only available tousers on releaseDLM 800 or later.

SeeNational Slot Categorisation - England Only on page 6
for more information.

SMS Messages - This release introduces theability toautomatically send

SMS (text) messages, fromAppointments, topatients, keeping them
advised of any appointmentbookings, updates or cancellations.

See SMS Messaging on page 16 for more information on using

SMS Messaging inAppointments Setup.

See SMS Messaging formore information on using

SMS Messaging inAppointments.
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Sessions - Session namescan nowbeamaximumof 20 characters, and

you can addadescription of up toan additional 30 characters. This

additional information displays fully in a tooltipwhen viewing a session in the

Reception View:

SeeCreating a Session for more information.
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National Slot Categorisation - England Only

National Slot Categorisation is a requirement fromNHS England toalign the slot

types in use in yourAppointments systemwith an agreed setof national slot

categories. You are required tomapall slot types toa national slot category.

Toassist inmapping your Slot Types, therearenow four options under Slot Types

in theAppointments Setup menu:

Slot Types – Practice on the facing page

Slot Types – National on page 9

Slot Types – Mapping on page 10

Slot Types – Import on page 13

Until youmap your Slot Types to validNational Slot Categories the following
messagedisplays "Oneormore Slot typedoes nothavea valid National Slot

Category - Pleaseupdate the Slot type 'mappings'." when categorymapping is

required:

Note - Thiswill not stop you using existing slot types however on
creation slot types need tobemapped toa category.

National Slot Categoriesaremaintainedby NHS Digital andareupdated

periodically.When categories areadded,updatedor inactivated you receivea

file to import.
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Slot Types – Practice

Select Slot Types -Practice toadd, viewandedit Slot Types:

Important - To facilitate reporting on vaccination appointments any

COVID vaccination appointment slots should havea Slot Typeof
COVID VACS. This is essential for England however it is

recommended touseelsewhere tohelpmanageyour appointment

books. See Slot Types Overview for more information.

Adding a National Category to a Slot Type

ToaddaNational Slot Category toa slot type:

1. From theAppointments Setup menu, select Slot Types -Practiceand the list
of your existing slot typesdisplays.

2. Select the Slot Type requiredand then select Edit .
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3. The Edit Slot Type screen displays:

4. FromNational Categoryoptions, select thecategory that fits the selected

Slot Type from:

Setting - Selectwhereappointments, bookedwith this slot type, should

takeplace.

Type - Select the typeof appointment this slot type is used for.

Category - Select theappropriateCategory for this slot type.

5. SelectApply to save thechanges.
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Slot Types – National

From theAppointments Setup menu, select Slot Types -National to viewa list of

all theavailableNational Slot Categoriesasprovidedby NHS Digital:

Note - This list for referenceonly, it ismaintainedby NHS Digital and is

updatedperiodically.
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Slot Types – Mapping

From theAppointments Setup menu, select Slot Types -Mapping todisplay all

slot typesand themappedNational Slot Categories.

Fromhereyou can addacategory tomultiple slot types. To select the Slot Types
toupdate, you can filter by:

All Slot Types.

Categorised.

Uncategorised.

Items with outdated categories - flags any categories thatareno longer in

the list displayed in Slot types -National. If theseare still in use, they need to
be reviewedandanewcategory attributed.

Set a Slot Type Category

From Slot Types -Mapping you can select thecategory formultiple slot typesat

the same time.

To seta slot typecategory formultiple slot types:

1. From theAppointments Setup menu, select Slot Types -Mapping, the

Mapping screen displays:
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2. Filter the slot types, if required:

3. Tick all the slot types tomap to the samecategory.

4. SelectChange national category.

5. A list of thenational slot categories displays:
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6. Use the filters to find and select the required category:

7. Select Save to saveyour changesor Reset tocancel any changes:
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Slot Types – Import

WhenNational Slot Categoriesareadded,updatedor inactivated you receive
a filedetailing all thechanges.

Remember - You can filter and review itemswith outdated

categories in the Slot Types - Mapping screen.

From Slot Types - Import you can importa fileprovided toyou by the

NHS following an update to the list ofNational Slot Categories. The fileproposes
mass changes to the Slot Types.

Toview theproposedchanges:

1. Save the fileprovided toyou by theNHS to your computer.

2. From theAppointments Setup menu select Slot Types - Import.

3. TheOpen screen displays:

4. Locateand highlight the file you savedand selectOpen.
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5. Thecentrally proposedchangesdisplay:

6. Select Save toacceptand save theproposedchanges.

7. If required, select Select File to find andprocess another

file.

8. You can navigateaway from theproposedchanges screenwithout saving

thechanges if required.

9. YourNational Slot Categorisationmapping should nowbe reviewed, see

Slot Types – Mapping on page 10 to reviewany additional or outdated

categories.
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File Error

If there is a problemwith the selected file the File Errors screen displays:

Selecteither:

Select File to find andprocess a different file.

Copy Errors to Clipboard tocopy to theWindows

clipboard andpaste intoadocument toaction as required.
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SMS Messaging

Theability toautomatically send SMS (text)messages to letpatients know that

their appointmenthasbeen booked, rescheduled or cancelled can help cut

down thenumber of DNAsandmis-communications.

Appointments Setup can beconfigured toautomatically send SMSmessages.

Important - SMS messagingmustbeenabledand set upprior to it

being available,pleasecontact your AccountManager formore

information.

Note -Onceenabled SMS messagedefaults toOFF for every user.

To switch the SMS Messaging facility on or off per user select:

On toautomatically send SMS messageswhen an appointment is

madeor updated in any way.

Off toprevent SMS messagesbeing sent.Any appointmentchanges

display in SMS Historyas 'Failed'.

The SMSmessages sentarenotconfigurable, themessages sentareas follows

with theappropriatepatientandappointment informationmerged:

Appointment Booked
Appointment

Cancellation

Appointment

Reschedule in progress
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SMS Counter
The SMS Counterdisplays thenumber ofmessages that you have sent since the

countwas last cleared. Thecolour of thecounter indicates the status of the

message(s):

Grey - Nomessages sent

Green - Allmessageswere sent successfully.

Yellow - Somemessageswere sent successfully, some failed, check the

history for details.

Red - Allmessages have failed, check thehistory for details.

Important - The SMS Counterclears to zerowhen you log outof

Appointments Setup.
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SMS History
The SMS History screen displays all attempted SMS Messages, in timeorder with

latestat the top.

Toaccess the SMS History screen:

1. Select the SMS Counter .

2. The SMS History screen displays:

Each entry displays themessage type,messagedetails andpatientdetails.

Message Types:

Booking.

Reschedule.

Pending Reschedule (Appointmenthasbeenmoved to the

clipboard).

Cancellation.
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Successful messages - Display 'Success: Sent'.

Failed messages - Display 'Failed' with the reasonwhy.

Note - Special Bookingsarenot sent via SMSmessage.

From the SMS History screen you can select:

Hide successful requests - Tick tohide successful

requests,with successfulmessages hidden, you can clearly seewhich

messages failed andmight needaction taken.

Copy to Clipboard - Tocopy to theWindows

clipboard andpaste intoadocument toaction as required.

Print - Toprint thehistory list.

Training Tip - You can print toa PDF if required.

Clear - Toclear all history and reset the SMS Counter resets to

zero.

Important - The SMS Counteralsoclears to zerowhen you log

outofAppointments Setup.

Important - SMS messaging is available in a SharedCare Setting.
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