Appointments Desk Aid - Scotland

Appointments
Yourlogin name Today's Current | | Fatient Free slot AlN/BM || Evacuation report
and role Appointments Search search Filter
Change role and 7 day Service
sefup preferences selector Clipboard Calendar Today's free slots | Filter status

ben.nowland@ua.net —
Pharmacist v H

Fri  Sat Sun Mon Tue Wed Thu Today .
Reception 4 o 02 03 04 05 06 07 P mon-0d-mmr B | Leeds .
Mar Mar Mar Mar Mar Mar Mar 2024 v r
<+ Ben Nowland X 1 T
Mr Nowl] Select to change view SHEENA BEECH Week [gd SMS counter Depending on Options
selection role, practice or menu

Il Morning Surgery 2 Il Baby Clinic 1

13:30 until 17:30

Afternoon Surgery]| service selected

11:00 until 13:00 11:00 until 13:00

11:00 @ FRASER-WARD, Lucy (Mrs) 13:30 H<- Slot Options
menu
1110 @ Drug rep * 4= Special Booking 1110
11:20 @ WARE, Joan (Mrs) 04— Patient Warmning 11:20
11:30 @ DESMOND, Hugh (M1) 14:00 130 @ € Heldslot
I 11:40 a ABBOTT, Catherine (Mrs) 14:10 11:40

The following are commonly used
options from the Appointments toolbar:

Free Slot Search - Find and book
free slots on a selected day.

Today'’s Current Appointments -
Displays booked appointments within
the next hour and DNAs from the last
hour.

Filter - Select to apply filters to
define what displays on your screen.
Clipboard - Move appointments Displays orange when a filter is active.
without losing all the details. Displays
orange when it contains copied,

moved or imported appointments.

Today's Free Slots - Only show free
slots for today on the Reception View.
Displays orange when selected.

Options - Select to view more
available options.

@ Patient Search - Search for a
patient.
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Howver your cursor over the arrows to femporatrily hide the
booking form and display the Appointment view

.
Appointment details _J Friday 20th May 2022 L
including registered practice 09:10 - Dr Alison Rowan - Local Practice View audit historyl4e=f DISPIQY The slof audit
history
Change the Slot Type = "™ v
Tick to Cégg;ﬁ]g SDECI'C” it D Special Booking
Patient search
i A o Display patient search
Search for a patient = | N 0 - options
Booking method Duration
Select a booking method == v 10 mins -« Change appointment
duration as required
Appointment comments
Enter free text if required =t

Select to book the appointment

Select fo _“nk anofher o D Link another appointment ' Cancel
appointment

A
ol

Select to book and print an appointment
label, this only displays if a printer is set up

Booking Form e Pdtient search - Enter the patient's ¢ Link another appointment - Select to e Duration - Change the expected
. surname and/or date of birth and link multiple appointments as part of duration of the appointment.
The following are commonly used — a arou
options on the Booking Form: select Search A group. e Book - Book an appointment.
¢ Change the Slot Type - Select a o Booking method - Optional, select a * fidethe Booking Fo:m -roveryour ¢ Book + Print - Book an
different Slot Type from the booking method to aid auditing on mouse over Hide L__| to temporarily appointment and prinf a label
available ist. how appointments are booked. display the main Appointment view with the appointment details.
« Special Booking - Select when « Appointment comments - Enfer any behind. « Cancel - Closes the Booking Form
booking appointments for patients additional comments in the free text | «  View audit history - Displays the audit screen without booking an
not registered at your practice or section trail of the booking. appointment.
for administration slots.
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