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Appointments Release 3.2

Appointments

Appointments release 3.2 contains the following new features and

improvements:

All Users

Slot Type - Restrictions — You can now apply Restrictions to
appointment slot types in Appointments Setup. This allows you to
prevent bookings being made in Appointments for specific patients in
specific slots. Restrictions can be set by age and/or sex, for example,
you can apply a female only Restriction to a maternity slot type, or age
restrictions to a baby clinic slot type.

When you select a slot, if it has a Restriction in place, the Restriction
description displays in a yellow banner:

Thursday 31st Mar 2022
16:30 - DAVID SATURN - Test Practice 4

View audit history

Baby Immunisations -

Patients aged 1 year - 2 years

[:] Special Booking

Patient name

Duration

| -
Booking method

OTHER v 10 mins

Appointment comments

O Link another appointment Book

Cancel

o Important - Slot Type Restrictions do not apply for web
enabled slots when being booked by your patients.

oSee Appointment Warnings on page 11 for more details.
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Preferences - General — Contains the following new options:

e Enforce days/hours prior restrictions - There is now a practice wide
setting to enforce appointment booking restrictions.

If Enforce days/hours prior restrictions is:

e Ticked - You cannot book the appointment within the
specified time period. This includes appointments being
moved or copied from the clipboard.

¢ NotTicked - The practice setting is not enforced, when
booking a patient into a slot with a time limit you can select
Ignore 'Days Prior' restriction to ignore the setting.

o Important - Slot Type Restrictions do not apply for
web enabled slots when being booked by your
patients.

Timescale for slot retrieval
From 7 da};‘g 300 - To O the end of the books

@ 7 » days in the future

Free slot definition
Include "unbookable” free slots o
Include "overrun” free slots

Booking Appointments
Show option to merge slots when an appointment overruns free slots

Prevent concurrent appointments
Enforce days/hours prior restrictions o

Patient search

Preferred search 5ingle input - o
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e Session Type Display Options - There is now a practice wide setting to
display the Session Type below the Session Header in the Reception

and Weekly screens:

Dr Jack Plotnek

M Session 10
SESSION TYPE
Other vaccines are being developed. They will only...

08:00 until 10:00

08:00

08:10

This is set in Preferences - Display Options:

Slot search results style o

Calendar

V] List ordered by start time v

v} Show header description for columns

Slot Background Colour o
V| Completed slots display in green

Session Type o
V'] Display Session Type below Session Header

= Training Tip - If you select not to tick Preferences - Display Options -
Display Session Type below Session Header, you can still view the Session
Type in the tooltip if you hover over the Session Header.
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Free Slot Search - The free slot search screen now displays the full
Session name and Session additional information:

Free slot search Duration (mins) Any | AM PM E]
Mon Tue Wed Thu Fri Sat  Sun Today Leeds o
18 20 2 22 23 24 P orwu2i-oa v

Oct Oct Oct Oct Oct Oct Oct
—

N/A  N/A 0 n 0 0 5

o rager/2 p
Owner Session Session additional info
08:00 Alistair Avon Clinical Pharmacist - Central For Medication Reviews only - This incl.. 10 mins
08:10 Alistair Avon Clinical Pharmacist - Central For Medication Reviews only - This includes problem
08:20 Alistair Avon Clinical Pharmacist - Central management areas and those referred by the POD. Any other

prescription requests need to first go via appointments with the
08:30 Alistair Avon Clinical Pharmacist - Central GP

08:40 Alistair Avon Clinical Pharmacist - Central For Medication Reviews only - Thisincl.. 10 mins

Hover over the Session name to view the full session name and the
session type, repeat for Session additional info to view the entire text.

Session Audit Trail - You can now view the audit trail of a session.

oSee Viewing the Audit History of a Session on page 21 for more
details.

Appointments Backup - You can now set up an automatic backup of
appointment data.

oSee Preferences - Backup on page 28 for more details.

Booking Consecutive Appointments - To avoid confusion, we have

.

renamed Book Multiple fo Merge and Book

Patient Search - You can now use the new Patient search E option
to search for patients directly from the toolbar.

Clipboard change - To avoid confusion Clipboard is now called
Appointments Clipboard.
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Practice Only Users

/ Note - Only available if you access Appointments from the Vision 3 Front
screen.

e Preferences - General - Contains the following new Patient Search -
Preferred Search option:

Timescale for slot retrieval
From 7 da}-‘g 300 - To O the end of the books

@ 7 » days in the future

Free slot definition
Include "unbookable” free slots o
Include "overrun” free slots

Booking Appointments
Show option to merge slots when an appointment overruns free slots
Prevent concurrent appointments

Enforce days/hours prior restrictions o

Patient search

Preferred search Single input v o

You can now select your preferred default Patient Search screen view:

Patient search

Preferred search Single input - o
Single input
Multiple inputs




Select one of the following methods of input:

Appointments

e Single input - When you search for a patient, the Patient Search

screen displays by default:

Search

atient Search eqacy Patient Search Special Booking Sea

Search term

e Multiple inputs - When you search for a patient, the Legacy

Patient Search screen displays by default:

Search

atient

Surname

Date of Birth

search

Forename
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Deskiop Only Users

/7 Note — Only available if you access Appointments from your
Desktop.

Import patients to the Appointments Clipboard - You can now import
patients from a CSV (Microsoft Excel) file to the Appointments
Clipboard.

oSee Import to Appointments Clipboard on page 24 for details.

Linked Appointments - You can link appointments across multiple days,
different clinicians/clinics or even across shared appointment books.

oSee Linking Appointments on page 13 and Linked
Appointments Warnings on page 18 for details.

Shared Care Users

Clipboard change - To avoid confusion on the SMS History page, Copy
to Clipboard is now called Copy to Windows clipboard.

oSee Appointments Setup Release 3.2 for details about what's
new in Appointments Setup.



http://help.visionhealth.co.uk/Vision_Appointments_Setup/3.2/Content/Releases/3.2/VAS_Release_v3.2.htm
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Appointment Warnings

When making appointments, you may see the following warnings on the
booking form:

Patient already has an appointment on this date

If your patient already has an existing appointment on the same day the
message 'Patient already has an appointment on this date' displays.

Patient already has an appointment on this date,

You can either:
e Book the appointment as normal.
o Select the future appointments button on the booking form to cancel
the other appointment.
This slot conflicts with another appointment/siot

When you book an appointment and change the duration of the sloft, the
alert 'The proposed duration for this appointment overlaps with another
appointment/slot' displays.

If you want to proceed, book the appointment as normal.

The proposed duration for this appointment overlaps with another appointment/slot

4 Note - The warnings do not stop you making an appointment.

Ignore Days Prior Restriction

If a slot has a Restriction, for example, Book on the Day, you must tick the
'Ignore "Days Prior" restriction (X days)' to make the appointment:

D Ignore "Days Prior' restriction (2 days)
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Slot Type Restrictions

If a slot has an age and/or sex Restriction, the Restriction description displays in
a yellow banner:

Thursday 31st Mar 2022 View audit history
16:30 - DAVID SATURN - Test Practice 4

Baby Immumnssations -

Patients aged 1 year - 2 years

C] Special Booking

Patient name

| hn o
Booking method Duration
OTHER v 10

-'I'-.L}i.!".!'lr'l[-"l'll':"' It comments

If you try to book the slot for a patient who does not meet the Restriction
criteria, a warning displays and you cannot continue:

Restricted slot type

Bookings into this type of slot are restricted as follows:
Patients aged 1 year - 2 years

oSee Appointments Restrictions and Applying Appointment Restrictions
in the Appointments Setup Help Centre for details on how to add and
apply Slot Type Restrictions.



http://help.visionhealth.co.uk/Vision_Appointments_Setup/3.2/Content/G_Full_Help_Topics/3_Utilities/Appointment_Restrictions.htm
http://help.visionhealth.co.uk/Vision_Appointments_Setup/3.2/Content/G_Full_Help_Topics/3_Utilities/Slot_type_restriction_mapping.htm

Linking Appointments

Appointments

It is sometimes useful to link multiple appointments so your clinicians and
administrative staff can see that any specific appointment is part of a group.
Within Appointments you can link appointments, for example, a recurring
appointment for ongoing dressing changes or blood pressure monitoring.

/ Note - This is only available if you access Appointments from your Desktop.

Appointments can be linked from:

Linking Appointments through the Booking Form

To link appointments from the booking form:

1. Book a patient info an appointment slot as normal.

2. From the Booking form, fick Link another appointment. This stores the
patient's details and any additional appointments made for this patient

are linked:

Monday 12th Jul 2021
09:00 - CHRIS CHESHIRE - Leeds

Normal -

FAIRFIELD, Patricia (Miss)

Leeds
NHS: 811 115 8300
Born: 01-Aug-2013

|=] Patient notes

Booking method

Appointment comments

Tick Link another

Link another appointment e 5
appeintment

View audit history
X
M onvai
D Scheduled (0)
Completed (0)
n Cancelled (3)
Retrieved from 2 of 2 services.
Duration
v 10 mins

3. Select Book.
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4. Continue to book further appointments. The patient details populate
automatically and the appointments link. A counter displays the number
of appointments created for the patient so far:

2 appointment(s) created for the selected patient so far.

Booking appointment for FAIRFIELD, Patricia (Miss)

Registered at INPS Leeds Test Practice
with Dr Susan Somerset
Usual GP Dr Unknown Unknown

DISCARD

/ Note - You can link appointments across multiple days, different
clinicians/clinics or even across shared appointment books.

5. To finish booking linked appointments:

e If you are booking the last known linked appointment, on the
booking form remove the tick from Link another appointment so that
it is no longer selected, or,

e When you have finished booking all linked appointments select
Discard:

2 appointment(s) created for the selected patient so far.
Booking appointment for FAIRFIELD, Patricia (Miss)

Registered at INPS Leeds Test Practice
with Dr Susan Somerset DISCARD

Usual GP Dr Unknown Unknown

A warning displays:

Linked appointments

You are in the process of linking a series of appointments but have discarded the patient, how would you like to proceed?

- Link the appointments you have already created
- Dan't link the appointments (the bookings will remain)
- Cancel the discard so you can continue linking appointments.

Create links | Don't create links | | Cancel

Complete as required:

e Create Links — Select to continue linking appointments for this patient.

e Don't create links — Select to retain the appointments but not link
them.

e Cancel - Select to continue booking linked appointments.
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Linking Appointments from the Scheduled Appointments screen

To link existing appointments:

1. From the patient's Scheduled Appointments view, tick the appointments
you want to link:

Type
W Future

™ [Future

@ Scheduled Appointments

Date Time Book Owner

Mon 29-Nov-2021 08:20 Alison Rowan
Leeds

Mon 29-Nov-2021 22:00 Alison Rowan
Leeds

Slot Type Comments / Cancellation Reason
Book on the... Lressing change

Normal

2. Select Link appointments
linked:

Link appointments

&

and the appointments are now

Type
O Future
[ Future

O Future

(®) Scheduled Appointments

Date Time Book Owner
Mon 29-Nov-2021 08:20 Alison Rowan
Leeds

Mon 29-Nov-2021 22:00 Alison Rowan
Leess

Mon 29-Nov-2021 22:00 Alison Rowan
Leeds

Slot Type Comments / Cancellation Reason

Normal

Normal

Normal

Unked Appontments &

Viewing a Set of Linked Appointments

Select Link Appointments

&,

-

The Patient linked appointments screen displays:

to view all the appointments in the link:

Date

Wed 20-Oct-2021

Wed 20-Oct-2021

Wed 20-Oct-2021

Wed 20-Oct-2021

Wed 20-Oct-2021

Patient linked appointments

Time Book Owner

04:00 Tom Proctor

Shared Appointment Bo...

07:30 Clinic Sunday
Leeds

10:00 Dr Ailsa Unknown M...

Leeds

10:10 Dr Ailsa Unknown M...

Leeds

10:40 Dr Ailsa Unknown M...

Leeds

Slot Type Comments
Normal

COVID VACS

Book on the Day

Book on the Day

Normal




Patients with Multiple Sets of Linked Appointments

A patient may have two or more sets of linked appointments. In this case, in the
Scheduled Appointments view, you can see the two sets of linked
appointments are identified with a different number indicating those that are

Appointments

linked:
Type Date Time Book Owner Slot Type Comments / Cancellation Reason
() Future Mon 29-Nov-2021 08:20 Alison Rowan Book on the... Dressing ch,
Leeds ot o 1
belc_ |n<§r_|
D Future Mon 29-Nov-2021 22:00 Alison Rowan MNormal Dressing change oppointments )
Leeds 1
() Future Thu 02-Dec-2021 09:20 Chris Cheshire Normal Vaccination course - 1 5
Leeds A different set of 62
A diferent set o
() Future Thu 09-Dec-2021 09:10 Chris Cheshire Mormal Vaccination course - 2 Inked appoinfmen1s o
Leeds 62
L] L] L]
Unlinking Appointments
To unlink an appointment:
. f o .
1. From the patient's Scheduled Appointments view, select the
appointment to unlink:
@ Scheduled Appointments
X = ® &
a Appointments Clipboard Appaintments Cliphoard  Cancel Unlink appointments
Type Date Time Book Owner Slot Type Comments / Cancellation Reason
(] Future Thu 21-Oct-2021 03:10 Tom Proctor Normal 9
Shared Appointment Books 5 1
) Future Thu 21-Oct-2021 09:10 Clinic Sunday COVID VACS &
Leeds 2
() Future Thu 21-Oct-2021 10:40 Dr Ailsa Unknown Memb...  Normal &
Leeds 1
i Future Thu 21-Oct-2021 10:50 LCI;:ﬂu".! Clinic Normal 692
eeds -

s

2. Select Unlink appointments Lo
linked to any other appointment.

. The appointment is no longer
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Linked Appointments Warning

The Linked appointment warning displays on the toolbar:

Recepll i

- =1 *
Linked int 1
" aning E@ﬂd
Wed Thu Fri  Sat Sun Mon

ey R
0 02 03 04 05 06 07 PP car-Dd-oec Leeds .
Dec Dec Dec _Dec  Dec  Dec  Dec w01 ¥ .

. E - The Linked appointment warning is more prominent when an
appointment is updated or cancelled.

oSee Linked Appointments Warnings on page 18 for more details.

T
o L__1-The Linked appointment warning is faded when there are no
linked appointments warnings.
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Linked Appointments Warnings

Linked appointment warnings display on the toolbar when a linked
appointment is updated or cancelled:

Linked appointment

NENSIEICIN - 1 - 1K

warning
Wed Thu Fri Sat Sun Mon T ToTTEY
01 02 03 04 05 06 07 | sar-Odoec Leeds
Dec  Dec  Dec _ Dec  Dec  Dec  Dec o021 Y

/ Note - This is only available if you access Appointments from your Desktop.

Viewing Linked Appointment Warnings

To view linked appointment warnings:

1. From the toolbar at the top of the screen select Linked appointment

warnings m and the Linked appointments warnings screen displays:

Linked appointment warnings

You have made changes to Linked Appointments for the following patients. You can review your changes here.

ABALUNAM, John (Mr) Leeds 01-Aug-1953 (68y) - 811 112 3191 L D

& o

Clear list and close Close

The following options are available:

4

fo

e Viewing the changes to a link - Select Link Appointments
view the changes to the linked appointments.

oSee Viewing Linked Appointment Changes on page 19 for
more details.

L]

e Select Scheduled IEI to view the patients scheduled
appointments.

e Select Delete tfo delete the link.




2. Select either:

Appointments

e Clear list and close - To clear the warnings and close the Linked
appointment warnings screen, or

e Close - To close the Linked appointment warnings screen without
clearing the warnings.

Viewing Linked Appointment Changes

To view the Linked appointment changes screen:

e From the Linked appointments warnings screen, select Link

RS

Appointments

the Linked appointments changes screen displays:

Before

21-Oct-2021 09:10 CLSUN
Leeds

21-Oct-2021 10:50 CLDC
Leeds

21-Oct-2021 12:00 JETES
Shared Appointment Books

Linked appointments changes

21-Oct-2021
Leeds

21-Oct-2021
Leeds

After
09:10 CLSUN
10:50 CLDC

Close

You can see on this example that the linked appointment (12:00pm on the

21st October) is cancelled, and no longer displays under After.

Examples of linked appointment changes:

Appointment cancelled

Before
10-Jul-2021 0200 AROW
Leeds
10-Jul-2021 C2:1C AROW
Leeds
10-Jul-2021 0920 AROW
Leeds
10-Jul-2021 02:30 AROW
Leeds

Linked appointments changes

10-Jul-2021
Leeds

10-Jul-2021
Leeds

10-Jul-2021
Leeds

After

0500 AROW

0920 AROW

0230 AROW
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Appointment moved to clipboard

Linked appointments changes

Before After
10-Jul-2021 0200 AROW 10-Jul-2021 0300 AROW
Leeds Leeds
10-Jul-2021 0920 AROW 10-Jul-2021 0920 AROW &
Leeds Leeds
10-Jul-2021 0230 AROW 10-Jul-2021 0230 AROW
Leeds Leeds

Appointment moved

Linked appointments changes

Before After

10-Jul-2021 C©2:30 AROW
Leeds

10-Jul-2021 10.00 AROW
Leeds

20
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Viewing the Audit History of a Session

You can view the audit history of an existing session to see any changes
made to it. Auditable updates include:

e Book Owner
o Start Date and Time
e Duration
Each change is tracked by:
e Who was logged in when the change was made.
e Date and time.

/ Note — If a session is deleted its audit frail is not available as it is no longer
in Reception View.

To view the audit trail:

1. From the Reception and Weekly screens, hover over the session

required, select Options L*_1 and then View audit history:

Select Options
Mr Fred Fellows &

B afternoon surgery
GP Surgery

| 14:50 until 18:00

IH:SG A 2 arlit Tk Select View
. —— audit history

15:00

15:10

The Session Audit History screen displays.

21



Appointments

Session Audit History Summary

The Session Audit History displays the audit trail of a session. Every slot has a
‘Session created' history item:

Session Audit History

Audit History - Session afternoon surgery

» Charged on Changed by Chanipe Surmpsy
.' Thaa 21« 0ct=2021 1151 O DEWAR Changed starts at
" Tha 21 -Ohct-2021 1148 F FELLCWAS Sesdion created

e Select Expand ’ on an item to display more information, or

o Select Expand ’ on the column header to display all:

Session Audit History

Audit History - Session afternoon surgery

Expanded
Festary itam
Salect to
expand al T Changed on Cranged Iy Change sumsmary l
V¥ & tewzoaanm ns O DiwaR Changesd staris at
Bask awrew TN Srart ot Plaraed duranon
T R Thas 20-061-2021 1148 F FELLOWS Sessan Crealed

@ Training Tip - The latest change displays at the top of the list.

22
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Comparing History Records

You can use the Slot Audit History screen to compare two specific slot
updates side by side.

To compare two updates:

1. From the Slot Audit History screen, tick the required records and select

Compare:
Session Audit History
Awudit History - Session afterncon surgery-Rename for Mr Fred Fellows
| 2 Changed on Changed by Change pnmpry
.‘ o Thu 21 -Oet-2001 1154 D DEWAR Changed wlarts ot
P ¥ thuzioa-zom e F FELLOWS Session created

I

Tick: 1o sebect indivicual
ifems to compare

Select Compare

2. The Session Audit History comparison screen displays the two updates
side by side:

Saddion Audit Hitery

e G aftarnogn surgery

new Wikt 5t Thas I1-Oex- 2021 Biak il Vb 5t Tha 11 -Oar- 3021 0B 100 FEhory
- s

/ Note - Changes display in blue.

Session Audit History

Session AM Surgery Dundee for Dr Shirley Anderson

Hem Walue at Mon 18.0xt-2021 14:52:54 Vabue at Mon 25-0ct-2021 07:55:35
Book cwner D Shirhesy Anderaon Dir Shirkey Andeson

Session AM Surgery Dundes AM Surgery Dundee

Starts at T 26-0ct-2021 0&00 Tue 26-Oct-2021 07:50

Planred duration

Back to list

Select Back to list to return to the Session Audit History screen.

23
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Import to Appointments Clipboard

/ Note - This is only available if you access Appointments from your
Desktop.

To import a CSV (Microsoft Excel) file, for example a list of patients due to be
vaccinated, to the Appointments Clipboard:

1. From the Reception View, select Options

lay &
b -nOoV v Leeds :
21

Mr Charlie Chan Add session

B Morning Surgery
Birkhill Branch
08:00 until 10:00 Refresh locks

Refresh slots/appointments

Refresh setup data
08:00 & HABISHAW, Mary (Miss)

Select all free slots

08:10 ;
Collapse all
08:20 Import patients i
08:30 Print appointments 4
Export appointments
08:40 N
08:50 (
09:00 Hide patient details

2. Select Import patients.
3. The Open screen displays, navigate to the CSV file required.
4. Highlight the CSV file required and select Open.

24
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5. The Import screen displays:

M Cioes the file contain a header row?
MHECHI number column®: . Cate of barth column®
M Impar all rows?
Ao number AppointmentDateTi  Forename WhsHumber Surname: ok dob 2
1 1403021 BER0 Phillg A1711143354 DEAM Q1,MES 1953 Doenn Q00
2 141072021 0900 Olive B111144164 FIELDIMG 0170871985 0000 01,08,
] 141072021 0&:50 D B1111:5008 SANA 01081950 D000 0r1,/08;
4 14052027 D220 Eathanre 4111158602 1AMES 01,/08,1959 DeeDD 01,08,
] 140021 D0 Moehre A1 144946 FITT 1, D836 QoD 008,
6 1072021 0&20 Kathlesn 111144725 JACESON 0170841953 0000
T 1410755027 DED lordaine HIT42110 EEANE Q1081237 DOl
& 1490/ 2021 DD Tresior BI11132662 EBARRY 81598 000D
| oo [ oo |

Complete as required:

o Does the file contain a header row? - Tick if the file contains a
header row, remove the tick if there is no header row in the CSV
file.

e NHS/CHI number column - Select the header row title or the
column identifier that contains the NHS/CHI number data
(mandatory) from the available list.

e Date of birth column - Select the header row title or the column
identifier that contains the Date of birth data (mandatory) from
the available list.

e Import all rows? - Tick to import all rows or remove the fick to
select individual rows:

e Import from row - Select the first line number to import.

e Torow - Select the last line number to import.

6. Select Proceed .

The system checks all patients, should an error occur when reading the
file the File Errors screen displays.

25
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7. Select Copy Errors to Windows Clipboard to copy the file errors to the
windows clipboard:

Line number 2 contains the following errors
Inwalid Date OF Birth value

Line member 3 contains the foll-owing Errors
Invalid Diate OF Birth value

File Errors

There was an error when reading the file - the contents were not as expected.
Pleage repon thes prablem to the author of the file &t advised when the file was passed o you
Details of the issuwes will appear below and can be copied to the clipboard in order to pass this information on.

Copy Errors to Windows Clipboard

Cancel

8. If no errors occur the Search results screen displays:

NHE/CHI numiber
B111120362
B111146264
B111137531
T1H26618T
T1H02GME
MERT2aNTy
SESIER094
S14TEA5G4
10TTR06013

1TeEBET 150

Date of birth
DE/0N /1944
DB/0N/19TE
08/0 /1952
DA A3
0101965
01,00/1950
130Tl
D206 1993
19,/01/1987

1701545

Search results

Importing status Registered practice Patient name

SUCCESS

MatFaund

FsrtFaund

MetFound

MaotFound

atFound

RatFaund

MezitFound

Liaids SMAIMH, Colin (Wir)

Liads EING. John (M

Lt BUTLER, Saira [Mlis)

Import
successful

Pafient not
= [ound or
vnavalable

= Training Tip - A federated user can import and view patients from
various practices however if a practice user views the list, they can only
see the patient's from their own practice, all others display as NotFound.

9. Select Add patient to Appointments clipboard

Add patients to Appointments clipboard

patients to the Appointments Clipboard.

to add all successfully imported

10. You can now book patients into free appointment slots as required.

o Important - When patients are booked from the imported list they
remain on the list.

26



11. Book an additional appointment if required or select Delete

o

U™U
aes \ Appointments

fo

remove the patient from the Appointments Clipboard or select Clear All

to remove all patients from the list.

= Training Tip - If you log out while there are imported patients on the

Appointments Clipboard the patients remain unfil deleted.

27
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Preferences - Backup

You can set an automatic backup from Appointments. Backup options are
user specific regardless of role.

/ Note - The backup only occurs when the machine is switched on and can
be run on multiple machines.

/ Note - The export file contents are based on the sharing agreements for
each user.

To set your backup options:

1. From Appointments, select the arrow next to your name and select
Preferences:

SYS - A
Administrator

Help

About
Label Printing

2. Select Backup and complete as required:

Backup Appointments

Falder name

ChApptsBackup Choose Falder Chear

Backup file type || PDF [w# C5V

Take a backup every 15 mins -

@ Show Comments

o Folder name - Set the backup folder location (either local or
mapped drive), select Choose Folder to locate the folder or
Clear to clear the current location.
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If a drive is no longer available an error message displays
‘Selected backup location (file_location) is not available or
cannot be written to. Please select a new backup folder. If you
select to continue without backup then you may be prompted
again when next opening Appointments.':

Backup Service

Selected backup location (ChApps\Appointments\Backup) is not available or cannot be written to
Please select a new backup felder. If you select to continue without backup then you may be prompted again
when next CpEnng ﬂ.pp:‘: ntments

Try Again | Change backup folder Continue without backup

Select either:

e Try Again - Select to try again.

e Change backup folder - Select to open the Browse for Folder
screen to select a new folder, your backup preferences will be
updated with the new folder selected.

e Continue without backup - Select to continue without a backup.
Until a backup is set, you are prompted each time you log into
Appointments.

e Backup file type - Choose whether to output the backup as a PDF
(printable) or a CSV (Microsoft Excel) file.

o Take a backup every - Select the backup schedule in minutes from the
available list:

Take a backup every 1 min -

T min

Show Comments 2 mins
3 mins
5 mins
10 mins

15 mins

30 mins

e Show Comments - Tick to show any appointfment comments in the
output (recommended).
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