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Accessing Appointments

Access the Appointments app from the New Appointments button on the main Vision 3
menu.

Home Reporting Messaging Utilities

... @
s

Consultation Manager

Management Tools S

Fl

Apps Contraller Appointments

The app is designed for the front reception desk, offering quick intuitive functions for

booking in patients, making/rescheduling appointments, along with inserting and
deleting sessions.

The back office functions such as extending books are carried out in Appointments
Setup, or Vision 3 if you have not yet switched over.


http://help.visionhealth.co.uk/Appointments_new/backoffice/1.0/content/home.htm
http://help.visionhealth.co.uk/Appointments_new/backoffice/1.0/content/home.htm

Appointments Explained

This section explains the different Appointments solutions within Vision and which
version performs each function:

e Vision 3 Appointments - The core Vision appointments module where
historically you have managed all aspects of your practice appointments.

¢ New Appointments App - The new intuitive Appointments solution from Vision.
We are encouraging all customers to use this new app.

¢ Appointments Setup - The new app allowing you to quickly and simply manage
your appointments books.

See - Appointments Setup.

e Shared Appointments - Vision Data Hub - The unique solution used by
federations and clusters to share appointments across organisations. This is also
compatible with EMIS Web.

See - Shared Appointments.

¢ Online Services Patient Website - The patient facing website where patients
can book, cancel and review their appointments. They can also request medication,
view their patient record and send messages to your practice.

See - The Hive for further information.

The following table explains what you can and can’t do across the different appointments
solutions:

Manage Appointments 4 v x v v
Bookings
View shared Appointments x x x v Patient
across organisations website if
configured.
Configure shared v x v x x

appointments

Set up new staff v - x x x x
Control
Panel
Add new Book Owner Ve x v x x
Create Session Ve x v x x
Create weekly plan V¥ x 4 x x
Extend/Modify Books V¥ x 4 x x
Online Services vk v v x x



http://help.visionhealth.co.uk/appointments_new/backoffice/1.0/Content/Home.htm
http://help.visionhealth.co.uk/VisionDataHub/Appointments/Content/Home.htm
http://hive.visionhealth.co.uk/

Appointment availability

Online Services v x x x
Appointments Configuration

Run Appointments Reports v v x ®

Appointments Backup Jx x x x

v* - If you have Appointments Setup enabled you can no longer do this in Vision 3, you
have to use Setup.




Preferences Filter

A default filter can be set for your Appointments view.

1.

wWN

Select the arrow next to your name at the top left of the appointments screen, and
choose Preferences from the drop down list.

\l SYS
Administrator

Rec Local Pracuce
Local Admin Usar
NTHON | Preferences
D9:00
h9:20 About
Na-3n

Select the Filter tab.

Select the drop down list and choose the required filter.

\’/| DR.JACKPLOTNEK v [ S——
i Select Filter from the drop down listq
) Appointments Default Filter No Filter v

I ! No 7:7‘ ’TTE'

Genera
Clinics

Eemale Gos
eimaie LFS

Male GPs

The filter applies as a default view.

Select the Back @ button to navigate back to your previous view.

Reset
Or if you want to undo what you have select the Reset button.

See - Preferences - General on page 10 and Preferences - Patient Data on
page 13.



Preferences - General

The user Preferences allow you to customise both the individual and practice settings.

1. Select the arrow next to your name at the top left of the appointments screen, and
choose Preferences from the drop down list.

\l‘ 5YS A

Administrator

Rec Local Practice
Local Admin User

NTHON | Preferences

)9:00 N
09:10 Help
N9:20 About
19-20

The General Tab displays, the settings here are practice wide settings.

2. Timescale for slot retrieval

4| svs :
1 v <
\ | | Administratoe Local Practice - Preferences
(4) Appointments Preferences ol i
" From 7 davs aac . To @ the end of the books
O 7 o days in the future

D Include "unbookable” free slots o

D Include “overrun™ free slots

b iosarh i b Shida o

D Calendar

List orgeced by start ume -
Show header description for columns

Show option to merge siots when an appointment overruns free slots

e From - Set how far in the past the back arrow on Reception view displays.
Choose from today - 7 days from the drop down list.
This is the default period for the initial loading of the appointments app, you
can go further back using the calender.
Note - Any slot over 7 days old cannot be edited.
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To - Set how far forward you want the books to display.
Select between To the end of the books and a time scale of 7 - 42 days in
the future.

3. Free slot definition

Unbookable Slots - Select to include free slots with a slot type that cannot
be booked on the current day.
Overrun Slots - Select to include overrun slots in the free slot search.

Note - The free slot definition affects the count in Free slot search.

4. Slot Search Results Style

Calendar View

A view of free slots by clinician.

Free slot search Duration [mins) ” ( D
Filter by duration @ o
Sun Mon Tue Wed Thu Fri  Sat ;
Expand clinician: 4.2 B % T B B @ bIATw
to view free slots NA NJA NJA @ T 9 Navigate }
Y Jane Clark 16 free forwards

»

»

»

Jack Plotnek
Anthony Salisbury
Melvyn Heappeoy

Flu Clinic

NS e s ‘_}Free slot count by clinician

&.Select free slot

to book

List View
Ordered by Start time or a Range of start times on the selected date.

11



Free slot search Duration (mins) Any *| AM YRNEE
Mon Tue Wed Thu Fri Sat Sun o
25 26 27 28 01 02 03 [ FEBRUARY o
. Feb Feb Feb _ﬂ_ Mar Mar Mar THU-28-FEB
Slots display NA NA O M5 15 0 0
by time o rage1/12 p
Owner Session

! 08:00 Jane Clark Morning 10 mins

. 08:00 Jack Plotnek Morning 10 mins

! 08:00 Anthony Salisbury Morning 10 mins

! 08:00 Melvyn Heappey Morning 10 mins

l 08:00 Flu Clinic Morning 10 mins

I 08:10 Jane Clark Morning 10 mins

I 08:10 Jack Plotnek Morning 10 mins

08:10 Anthony Salisbury Morning 10 mins

08:10 Melvyn Heappey Morning 10 mins

08:10 Flu Clinic Morning 10 mins

¢ The Show Header Description for columns option displays the Owner and
Session headings.
5. Booking Appointments
Tick the Show option to merge slots when an appointment overruns free
slots to display the option to combine slots.
See - Booking Multiple Consecutive Appointments on page 53.

6. Once you have set your preferences, select the back arrow s
to the previous screen.

#l to navigate back

Reset

Or, if you want to revert to system settings select the Reset
button.

See - Free Slot Search - Overview on page 55, Preferences - Patient Data
on page 13 and Preferences Filter on page 9.

12



Preferences - Patient Data

To access the Patient Data tab in Preferences:

1. Select the arrow next to your name at the top left of the screen, and choose
Preferences from the drop down list.

\l‘ 5YS A

Administrator

Rec Local Practice
Local Admin User

NTHON | Preferences

)9:00 S
09:10 Help
N9:20 About
19-20

2. Select Patient Data.
The Patient data tab displays.

\/ | DR. JACK PLOTNEK v Preferences

(;) Appointments Patient information display

= Display patient recall information (in Patient View)
General

Timescale for patient appointment data

Patient data =
Display the fast 6 months v counts

Filter

DNA icon
Pulse on

If patient has more than 3 in the last 6 months DNAs

Preferred spoken language alignment

Auto-filter clinicians based on selected patient’s preferred spoken language(s)

3. Patient Information display
Select to display patient recall information in the Patient Details view.
4. Timescale for patient appointment data

Choose from a date range from the last 3 months up to the last 5 years, to define
the appointment history displayed in the Booking Form and Patient Details
view.

5. DNA Icon
13



Activate and define the number of DNAs in the last 6 months to trigger the alert in
the Booking Form.

6. Preferred spoken Language

Defaults the filter selections to the spoken language preference of the patient
when an appointment is made in the Patient view.

<
7. Select the back arrow to return to previous screen.

Reset
Or, if you want to revert to defaults, select the Reset button.

Note - all of the settings within the Patient data tab in Preferences are practice wide.

See - Preferences - General on page 10 and Preferences Filter on page 9.

14



Accessing Patient Details View

The Patient view can be accessed in several different ways:

Reception View

From a booked appointment, hover on the slot to activate the Options menu to the right
of the patient's name, and choose Open patient details from the drop-down list.

17:15 @ CALLAGHAN, Sarah (Mrs) ! Normal
CALLAGHAM, Sarah (Mrs)

Local Practice
01-Aug-1932 (86y) - 811 115 1195
8 M: 07780 676945

Open patient details

Open patient clinical record
Open patient registration details
Cancel

Insert slot

Move

Copy

Change type

Change status

Current Appointments View

From a booked appointment, select the patient's name.

10:35 : e
[ACK Katie (Miss)] @ Sefect Patient's name NiS: 2210839
A Local Practice

Borm: 22-Nov-2000

Duratiore 10 mins

®

Patient Select

1. From the Reception view start typing the patient's name, and the search box
displays.

15



2. Enter the patient's name. See - Patient Search Criteria on page 58.

N\

3. Select Search .
The results display.

4. Select the patient from the list.
The Patient Details view displays.

Booking Form

Select the patient's name on the Booking form to open the Patient Details view.

You can also select DNA/Scheduled/Completed or Cancelled buttons to view the
relevant appointment history in Patient Details view.

Friday 15th Mar 2019
10:35 - JANE CLARK - Local Practice

. Emargency - 5 mins *

There are 2 wamings relating to this appointment SHOW
[2ack. Katie (M'“)l‘-f".sdect patient name 0 onacy
Local Practice
NHS: 2210033827 D Scheduled ()
8o 22 New-2000 Completed (0)
n Cancelled (0)

Retrieved from 1 of 1 services.
Patient notes

s

Booking method Duration Arrived Started Ended

Appointment comments

See - Patient Details View - Overview on page 24.

16



Patient Details View - Making Appointments

1. Open Patient view. See - Accessing Patient Details View on page 15.

2. Select Add Appointment L_—_1 button.
Note - The Add Appointment button is not available if you have accessed the
Patient Details view via the Booking Form.

The Reception view displays, with a selected patient message.

Booking appointment for HAIGH, Martine (Mrs)
Registered at  V15-APPTS

with Dr Susan Somerset DISCARD

Usual GP  Dr Susan Somerset

3. Select an appointment.
The patient details automatically populate into the booking form.
4. Optionally, add any appointment comments and update the booking form.

Book

5. Select Book button.
A booking confirmation message displays.

Appointment for "'SMITH, Clarice (Ms)’ on Tue 26-Feb-2019 at 14:00 with "JACK PLOTNEK' at ®

'Local Practice’ has been booked.

Note - If a suitable appointment cannot be found, the selected patient message box has
a discard option to cancel the selected patient.

17



Integration with Vision 3

Appointments 2.1 is integrated with Vision 3 through:

e Consultation Manager
¢ Registration Links

Integration with Consultation Manager

To open a patient's details in Consultation Manager, from the Reception view:

1. Hover over the desired patient from the scheduled appointment list.

2. Select Options .
3. Select Open patient clinical record.

1715 @ CALLAGHAN, Sarah (Mrs) n Normal
CALLAGHAN, Sarah (Mrs)

Local Practice
01-Aug-1932 (86y) - 811 115 1195
& M: 07780 676945

Open patient details

Open patient clinical record

Open patient registration details
Cancel

Insert slot

Move

Copy

Change type

Change status

4. The patient's clinical record displays in Consultation Manager.

Integration within Registration

To open a patient's details in the Registration module, from the Reception view:

1. Hover over the desired patient from the scheduled appointment list.

18



.
2. Select Options L_°_|.
3. Select Open patient registration details.

1715 @ CALLAGHAN, Sarah (Mrs) H Normal
CALLAGHAN, Sarah (Mrs)

Local Practice
01-Aug-1932 (86y) - 811 115 1195
& M: 07780 676945

Open patient details

Open patient clinical record

Open patient registration details

Cancel
Insert slot
Move

Copy

Change type

Change status

4. The patient's details display in the Registration module within Vision 3.

19




Patient Details View - Contact Details

From the Patient Details view, you can add and edit a patient's Contact Details and
Patient Notes.

Add or Edit Patient Details

1. Select the patient and open the Patient Details view.
See - Accessing Patient Details View on page 15.

g

4

-
2. Select Edit in the Patient's Contact Details header to update or add
contact details.
3. Select an existing contact to update or add comments.
To add a new contact, select from the Type drop down list.

Patient contact details

@ This patient has been locked for editing - it is safe to make changes.

Type v
Notes (optional)

Add

4. Enter/edit the number or email address.
A red highlights displays, and the format detailed below.

‘ e.q. A4 735456 789(0)

Mobile v

Mumber 1s required.
Notes (optional)

Add

5. Optionally, enter/edit any Notes, for example, ring after 3pm.
6. Select Add to record/uEdate the contact.
7. Select Save to complete.

See - Patient Details View - Overview on page 24.

20



Patient View - Patient Notes

The Patient Notes field contains recurring relevant information about the patient, this
displays on all their appointments.

For example, hard of hearing.
Hover over the appointment to see the Patient Notes.

14:50 NAPIER, Georgina (Ms)

JCLA Local Practice
Comment; Follo p test results

@ ook v Hover to see

. all notes
14:50 - NAPIER, Georgina (Ms)
Far - Booked Patl.eht
Notes: Hard of hearing
Notes
Comments: Follow up test results

ppointment notes

To Add or Edit a Patient Note

1. Open Patient Details view. See - Accessing Patient Details View on page 15.

°
K4

2. Select Edit in the Patient's Notes header.
3. Update or add the information into the free text box.

Patient notes
© This patient has been locked for editing - it is safe to make changes.

Needs wheelchair acc ess‘

4, Select Save .

5. Select the@ back arrow to return to the previous view.

See - Patient Details View - Overview on page 24.

21



Patient Details View - Appointments

The Patient Details view details an individual patient's future and historical

appointments.

Each heading in the Appointments section displays a maximum of 5 appointments,

further appointments can be accessed by selecting the arrow >.

The view is split into:

Future appointments
Past appointments
DNAs

Cancelled appointments

The time frame for appointment history
is defined in Preferences - Patient Data
on page 13.

Appointments (+)

Scheduled >
| 15-Mar-2019 14.20
Local Practice

JPLO

Completed (the last 6 months) >

O past appointmMmeants recoraec

DNAs (the last 6 months) >

27-Feb-2019 1440 ASAL
Local Practice
27-Feb-2019 1220 MHEA
Local Practice

JCLA

27-Feb-2019 1200
Local Practice

Cancelled (the last 6 months) >

cancelied apoointmants reconaec

e > Displays full history for the category.

22




KAMRAN, Joseph (Master)

Born 19-Jul-1989 (29y) Gender Male NHS Number 1906827311

@ DNA Appointments Showing 3 appointments from the last 6 months.
Show appointments in: the last 6 months v hselect For further optior\s
2019 Clinician / Clinic Slot Type Comments
27-Feb-2019  14:40 Anthony Salisbury Emergency
Local Practice
27-Feb-2019 14:20 Melvyn Heappey BOD
Local Practice
27-Feb-2019 14:00 Jane Clark ANT
Local Practice

Use the drop-down list to change the time period:

The last month
the last 3 months
the last 6 moth
the last year

the last 2 years
the last 5 years
the past

e Select the back arrow @ to returns to the Patient Details view.

Edit Past Appointments

When an appointment is more than 7 days old you are unable to amend the
appointment.

Prior to this, the appointment can be edited, select the appointment to access the
booking form and update accordingly.

See - Patient Details View - Overview on page 24.

23



Patient Details View - Overview

The Patient Details view can be accessed via:

Reception view

Current appointments view
Booking Form

Patient Select

-y VT g
- Overview Hook an Preferved spoken langusges(s)
Ao tmont Pationt
Al t m + t 1 . i ! —ares
Lt nomber \ ~y
’ oJ : : e
X PR ”~ A o A
- "
!
[P —
!
I I —
2 —
Hover ovie sn appontment
" to acten the Options mitne [T R S—
/

Patient Banner

Date of birth

Gender

NHS/CHI Number

Preferred spoken language

See - Spoken Language Alignment on page 27.

Demographics

e Contact Details
See - Patient Details View - Contact Details on page 20
Address
Registration Details

e Patient Notes
Recurring notes that display with each appointment.
See - Patient View - Patient Notes on page 21.

Appointments

¢ Make an appointment
e Scheduled appointments
e Completed appointments

24



e DNAs
e Cancelled appointments

See - Patient Details View - Appointments on page 22.

Note - The time frame for these is set in Preferences - Patient Data on
page 13.

Contacts

e Next of Kin
e Carers
e Patients Cared For

Recalls

e Outstanding recalls
See - Patient View - Recalls on page 26.

See - Accessing Patient View.

25



Patient View - Recalls

To view a Patient's Recalls:

1. Open Patient Details view. See - Accessing Patient Details View on page 15.

2. Scroll across to the right of the screen where the last column displays the Recalls.
Initially up to five recalls display.

3. To view additional recalls, select Recalls >.

Recalls > (5 of 21)

Dus 16-Mar-2015

Action rea'd oy Ms Moira Bolger

Due 06-Dec-2014
Aztion req'd by Mrs S, étephen
Cue 19-Apr-2014

Action ;ez d by Mrs D. Whitton

Duz 09-Febh-2014
for. Laboratory test gus

Action reac oy Ms Moira Bolger

Duz 04-Sep-2013

300ra:ory tast gus

on req'c by  Mrs D. Whitton

4. Choose the back arrow @to return to the previous view.
Note - If you can't see the Recalls column it might be that it has been disabled in

Preferences. See - Preferences - Patient Data on page 13.

See - Patient Details View - Overview on page 24.

26



Spoken Language Alignment

The Patient Details view displays the Preferred Spoken Language in the Patient
Banner.

Pref Spoken Language  Welsh

When you make an appointment via the Patient Details view for a patient with a
preferred spoken language, this aligns the clinician's spoken languages with the
preferences.

Note - This option needs to be enabled in Preferences. See - Preferences - Patient Data
on page 13.

1. Open the Patient Details view - see Accessing Patient Details View on page 15.

rd Y
I\ __t/l

2. Select Add Appointment
The Reception view opens.
A selected patient message displays.

Booking appointment for HAIGH, Martine (Mrs)
Registered at  VI5-APPTS

with Dr Susan Somerset DISCARD

Usual GP Dr Susan Somerset

3. The view automatically filters the patient’s preferred language against clinician's
spoken languages.

4. Select an appointment.
The patient details populate automatically.

5. Add any relevant aiiointment comments and patient related notes as required.
6. Select the Save button.

Filters

If you already have a filter set within Reception view, for example, Advance slots, the
language alignment applies to the existing filter.

Therefore, if your patient speaks Welsh, and you choose Add appointment in Patient
View, the filter updates to Advance slots for a Welsh speaking GP.
A filter remains until cleared by the user.

27



Filter before language alignment

Filter: No filter applied

Gender (0 selected)

Languages (0 selected)

Clinicians (0 selected)

Clinics (0 selected)

Slot types (1 selected)

Sessions (0 selected)

28



Filter after language alignment

Custom filter
Gender (0 selected)
Languages (1 selected)
Clinicians (1 selected)

Clinics (O selected)

Slot types (1 selected)

Sessions (0 selected)

See - Patient Details View - Overview on page 24 and Apply or Edit Filters
on page 80.
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Weekly View

To access the Weekly view:

1. Select the drop-down arrow to the right of the Reception view.
2. Select Weekly.

HH Vision Appointments

SYS
Administrator

Reception

Weekly

Dashboard

3. The Weekly view screen displays.
4. You can now choose a Clinician or Clinic and display their weekly view.

B Vision Appointments

SYS
Administrator

Weekly

Book Owners pe

Clinicians (&) Clinics (3)

Dr Anthony Salisbury (ASAL)
Dr Chris Cheshire (CCHE)

Dr Elizabeth (EDOHE)

Dr Jack Plotnek. (JPLO)

Dr John Derbyshire (DDER)

Dr Julia Wilson (DAP)

From the Weekly view, you can:
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Navigate to a Clinicians weekly view, see Navigating to a Clinicians Weekly View on
page 33.

Navigate to a Clinics weekly view, see Navigating to a Clinics Weekly View on

page 35.

Add a session, see Adding a Session from the Weekly View on page 32.
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Adding a Session from the Weekly View

To add a session from the Weekly view:

1. Select Options .
2. Select Add session.

.
]
]
Add session
Refresh locks
Collapse all
Print appointments
3. The Add Single Session screen displays.
4. Input all required information.
Add Single Session
Please select the date, session, book owner and start time
Boox Owner™
Dr Aled Jones x
Session”
Session AM v
SESSION runs from™

13:30 to 16:35 on Mon 24-Jun-2019

Select Save .

The session is added.

owun
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Navigating to a Clinicians Weekly View

To navigate to the Clinicians weekly view:

Clinicians (&)
1. Select Clinicians L=——-=ol|.
2. Select or search for the desired clinician.

Anth

Clinicians (1) Clinics {0)

Dr Anthony Salisbury (ASAL)

3. Their weekly view displays.

Weckly View
" " it 4
Waeekly Dr Anthony Sahsbury ’ v 4
° Mon 24-Jun-2019 Tue 25-Jun-2019 Wed 26-Jun-2019 Thu 27-3un-2019
B Morming B rew Session Treatment Room Am W Noew Session
0500 uniy 11:30 0200 unti] 1748 0500 angit 1300 00 ol 1188 |
02.00 0300 (@  1BAR Kamn (M0 0200 @@  BAR Kean (M1 05:00
om0 @ mAn Keth (M) onos @ HADGHAW, Mary (Ml s @ HARISHAW Macy M oo
0920 @ HAZISHAW Mury (Ma) 0990 0830 0930
0930 oe1s @  eavEs maul v 094s @ 1AM Psu g 0%1s
0940 @ EAMES Paud M) o820 000 220
0950 o925 @ MoK Kavca ovrsd s @ A Katics (M 0935
1000 @ IALK Katica (Mn) 0330 @ CALLAGHAN, Sarws (Mni W0 @ CALLAGRAN Serah (M) 030
090 @ CALLAGHAN Saush tWx) 0335 @  HABSHAW, Mary (M) 1045 @  HABERAW, Mary (Mbs 0535
020 ° PHASISHAW, Mary (M) 40 G HADZINAKDL. Mary (Mse) " e HADZINAKOLL Mary (Vs3] od0
w:30 @) HADZNARDU Mary (Misal 020 @  SACKETT. Duwen (Mn) NS G SACKETT Duwn (Mnl 020
10040 @ 3ACKITT. Dawn (M) neo @  GABHIDON Munells (M) N30 @  GADHDON Wanels M1 neo
w050 @ GAZBOON. Musiets v nos 1648 o5
1100 W Afrernoon Qe B Afrernoon
1400 wetil 2600 1400 vt 1600
0 ASISHAN. Mary M 11
L ol & aomen) 1200 @ HABEHAW, Nary (Wil x 1400
Q
na M0 @ HADDNAKDU Mavy (Max) e M
B Afterncon 1248
140 w1620 1820 @  SACKETT. Camn (M o w20
B Or Smith Clinic
w00 @ ©AGG Raymand W 1630 @  GABBDON Muvese (VM) 1600 okt 165 1430
L}
x = H
L]
]
- ] s .
e Select Options to reveal additional options.
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Select

Add session
Refresh locks
Collaose al

Print appointments

to return to the previous screen
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Navigating to a Clinics Weekly View

To navigate to the Clinics weekly view:

Clinics (3)
1. Select Clinics |l
2. Select or search for the desired clinician.

Baby

Clinicians (0) Clinics (1)

Baby Clinic (BCLC)

3. The weekly view displays.

Weekly View
Weekly Babyy Clinie ‘ VR 4 5
° Wed 26-Jun-2019 Thi 27-Jun-2079 Fri 28-Jun-2019
B Moming W Morming B Moming
050 ynsy' 0250 Q20 o (20 000 yngy 0530
o700 W00 @ IBAR vem M 07.00
1o @ IBAR Kamn My 0r10 @ HABSHAW, Mary (Mma) a0
or20 @ HABSHAW. Mary [Miz) 0720 o
o730 30 @ EAVES el () o3
ora0 @ EAvEs Fau My a7:40 0140 @  EAR e (M0
orso 0250 @ A0k Kaven (M 0150 @ HABSHAW Mary Max)
0800 @ PACX Kases s 0200 (@  CALLAGHAN, Sares (Mnl ve.00
orto @ CALLAGHAN. Sarh (M) 080 @ MABSHAW Mary (M) o0 @ LANMES Paul My
or20 @ HABSHAW, Mary Mu) 0220 @ HADZINAKOU Mary (Vs 0820
0030 @ HADZINARCU. Mary (Wise 0830 @ SACKITT. Dawm Ml 0830 @  IACK Kawca (Mr)
040 e CACKETT, Daws [Mry) G240 e GABRIDON, Munsiie (W) 0840 0 CALLAGHAN Saras (M)
ons0 @ GATEIDON, Mutielle (WY 08:50 0850 @ ARSI My IMEx
0500 o0 0900 6 HADZINAKOLL Mary (Mies
030 @ HABSHAW, Mary Mis) 190 0300 (@  SACKETT, Dawn {Mrs)
020 o0 0%20 6 GARBIDON, Munelie (W)
L]
-
e Select Options L_=_1to reveal additional options.
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Select

Add session
Refresh locks
Collaose al

Print appointments

to return to the previous screen
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Appointment Views

Navigating the Appointments views

The default view is the Reception view, from here you can quickly access Current
Appointments and Dashboard views.

From the drop-down
Menu access the
Dashboard view

Current Appointments Free Slot Search

Clipboard

Reception View

Sun Mon Tue Wed Tha Fri Sat . °
o 5 » n n n w p" okl Comma .
b Febh  fe febh Bl Me N ¢ .

JACK PLOTNEX JANS CLARK MELVYN MEAPPEY

E B Aftermoon B Atterroon B Afternoon
&0 184

s o 1400 uety 1700 00 watd 1700 1400 it 1700

Reception View

The Reception view displays all the clinician's sessions.

Emergency evacuation

. report
. Current Appointments Calendar P
Change view 7 day date selector Clipboard Free slot search
st Sum Mon Tus Wed Tha  Frl -
il - LAY Filter a
R z 3 » @ @ 3 = v »
" < A.: :;- Fob Bt ek l—‘- [ > ”
) Command
ANTHONY SALISBURY JACK PLOTNEX JANE CLARX Wuk MELVYN HEAPPEY
B Afrernoon SP‘C‘CI book"\a} W Anerncon Patient Wﬂmﬁg} B Aftecnoon shpp‘r B Aherncon
00 uety 1700 1400 st 1 10 400 ymty | 100 100 wnty ! Q0
1400 @ TR it lnerves " 100 @ T Clanee 00 ° 120 @ KASTEMOE foseph (Mt 100 @ LaxranaL s
1% @ GAIBODON Munese ) l 10 @ PG Franos (Mester 1630 @ 3AL04 Casen ) w0 @ s Moo v

See - Reception View.

Current Appointments View

The Current Appointments view is designed for quickly checking patients in. This
displays appointments for the next hour and any DNAs from the previous hour, along
with any patients waiting or in consultation.

Once a patient has been seen, they are removed from the view.
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Today's Current Appointments Apply filter @™ ¢

LALL, John (Mr) NHS: 1204860610

“LA Local Practice Borre 12-May-1993

Durationy 10 mins
A pAppointment status -

:40 PAMENTER, Frances (Mrs) NHS: 1508473323
LA Local Practice Borm 15-Sep-1954
. Duration: 10 rmins
O o i . MW Waiting status
15:00 SMITH, Andrew (Mr) y NHS
e  Locsl Practice Appointment Borm: 16-May-1933
ool 5, Comment: follow up - hospital lsttes Duration: 10 mins
Clinician @ Lol S comments
JURS, Josephine (Ms) Expected appointment N S0er
CLA Local Practice Born: 23-Ju 2
o duration @y **"" "
‘5:]0 ' MALFADBDIET bvwsh A MMC. 2419332112

See - Current Appointments View on page 40.

Free Slot Search

The Free slot search is accessible from the Reception view and is designed to show
you only free slots, enabling you to quickly find available appointments.

Filters can also be applied to refine the view, and you can also search by slot duration.
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Free slot search Duration (mins) Any *am || v ([
Mon Tue Wed Thu Fri  Sat  Sun o
4 5 % 27 238 o 02 0 ppTERAVARY
. Feb Feb Feb F_eh Mar Mar Mar THU-LO-FEB
SIOts d‘sp ’ay N/A  N/A 0 15 1ns o 0
by time ‘ Page /12 ’
Owner Session

08:00 Jane Clark Morming 10 mins

08:00 Jack Plotnek Morming 10 mins

08:00 Anthony Salisbury Morming 10 mins

08:00 Malvyn Heappey Moming 10 ming

08:00 Flu Clinic Morming 10 mins

08:10 lane Clark Moming 10 ming

08:10 Jack Plotnek Morming 10 mins

08:110 Anthooy Salisbury Moming 10 mins

08:10 Melvyn Meappey Morming 10 mins

08:10 Flu Clinic Morming 10 mins

See - Free Slot Search - Overview on page 55.

Dashboard View

The Dashboard view shows at a glance where each clinician is up to in their session.

Dashboard View
e atient < $at Sun Mon Tue Wed Thu i > o
Dashbo 2 2 2 y o P FERRUAT v
ashboard @EXpa 0 see patient names L A - R G . |
« Brpand ¥ 08:00 09:00 10:00 11:00 1200 13:00 14:.00 15:00

mecw . = oam

Lo, 2w

sy [ i [

Anthony Salisbury T mnmn | A RN |
Mehvyn Heappey \ =H = =31 1%

0 watng ]

Flu Clinic Arotnd: slotus = =] i urrent
et |

- calrg l

See - Dashboard View on page 42.
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Current Appointments View

The Current appointments view shows all booked appointments within the next hour,
DNAs from the previous hour, along with any patients waiting or in consultation.

You can navigate to the Current Appointments
Dashboard view.

view from the Reception or

An appointment will show in this view if the status is:

Booked
Arrived

Waiting

In Consultation
Overdue

DNA

The view is designed for quickly checking patients in.

Today's Current Appointments Apply filter @™ ¢
wo | @
14:30 LALL, John (Mr) NHS: 120486061
LA Local Practice Borr: 12-May-1993
= h . Duration: 10 min
@ Appointment status
40 PAMENTER, Frances (Mrs) NHS: 1508473323
LA ocal Practice Borm 15-Sep-1954
- Duration: 10 min
(4] N .. 4% Waiting status
15:00 SMITH, Andrew (Mr) y NHS
"; { i Fractice APPO"‘tMe"t Borm: 16-May-1933
s R mmvent: f w up - hospital lettes Duration: 10 mins
Clinician ¢y R o comments
JUBS, Josephine (Ms) Expected appointment NHS: 23055878
CLA Local Practice Born: 23 Jun. 1965
e durat"o” V Duration: 10 mur
1520 l WAL A ABBIET bl (A0 MU 413332117

e Scroll up and down the Current appointments as required.

e Select the patient's appointment status to increment, for example, check in a
patient.
A count of the waiting time displays until the patient goes into their consultation.
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L DACENT, Raymond (Master)

JCLA Local Practice
Comment: hospital letter

@ In consultation

f SALEH, Dawn (Miss)
JCLA Local Practice

a I Arrived 1 minute ago. I

e Apply a filter to refine the view.
See - Apply or Edit Filters on page 80.
e Select outside of the view to close.

14:40

Appointments Details

Right click an appointment

to_access the tool bar Q
- g
Today's Current Appointments xo.:‘ ... x; Ir l _um
Timeline
W35 Frank Bacon TR . Duration: 10 mins *
o ’-.Select appointment to
® — view booking form Special booking J
1105 SMITH, And » NHS:
, Andrew (Mr) Appointment g
PLO Local Practice T 6-May- 1933
e Comment: folfow ug - hospital lstter VCOMW\GV\“'S Duration: 10 mins
JACKSON, Joe (Mr) NHS!
- : 01-Oc-20
o e Selected appointment S 0127
s PALLISTER, Frances (Mrs)‘ ’ Select patient's name to NHS; 1305713729
LA Local Practice . . Born: 13-Jun-1878
=) access Patient view Duration: 10 mins
‘. Select the status to update

e Select a patient’s name to access the Patient Details view.
See - Patient Details View - Overview on page 24.
The appointment also displays Appointment Comments.
Right click on a booked appointment to change slot type, change status, move,
copy or cancel.
e Special bookings are indicated by a blue star.

See - Appointment Status - Overview on page 77.
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Dashboard View

The Dashboard displays a high level overview of the appointments activity.

To access, select Dashboard from the View menu in the top left corner of the

Reception view.

The Dashboard

] -

SYS
Administrator

\f

Reception

]

view maintains current the date from the Reception view.

Dashboard View

o $at Sun Mon Tue Wed Thu i .

Dashboard  @Expand to see patient names 4 2 W ® N U oA &pCF
- . - — -t vl -

- Bpand ¥ J 08:00 09:00 10:00 11:00 1200 13:00
sl I
kSt [
Aoty saisbury
Mebyn Heaopes “\ el 1 b
R e e
paraporigrati

Clinicians and Clinics- appointments summary.

Breakdown of slots - Seen, DNA, Waiting, In Consultation, Arrived and
Free appointments.

The colours on the screen follow the same format as the appointment status.
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1

Colour Defini I(ey
Green Seen
Blue In cons Free
Purple Arrived . Booked
Pink Overdu . Did Not Attend
Red DNA

. Owverdue
Grey Free S
Empty white space No clini . Arrived

. In Consultation

. Seen

o« Patients waiting and in consultation - count by clinician.

Jane Clark

In consultation, 1 warting

o Patient Details - select the +Expand all option at the top of the column, to see
which patients are waiting or in consultation.

Anthony Salisbury
M PAGE, Francis (Master)
Il GABBIDON, Murielle (Mr)
B STAINES, Christopher (Mr)

Use the View menu to return to the Reception view.

See - Appointment Views on page 37.
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Navigating the Reception View

Hover over an appointment slot to activate the Options

Booked Appointment - Left Click

I 14:30 Q DACENT, Raymond (Master) HI Emergency
DACENT, Raymond (Master)
Local Practice
I 14:40 Q SALEH, Dawn (Miss) 30-Jub-1989 (29y) - 3006824814
pen pat eta
Left click menu & mert siot
2 »
2 stat
] y DO TH

Booked Appointment - Right Click

menu, the content
changes depending on how it is accessed and if the slot is free or booked.

Open patient details
See - Patient Details Vie
Cancel an appointment
See - Cancel an Appoint
Insert slot

See - Insert Slots on pa¢
Move appointment

See - Move Appointment
Copy appointment

See - Copy Appointment
Change slot type

See - Change Slot Types
Change status

See - Appointment Statt

The right click option can be used on single or multiple appointments, the selected slots

display in a pale blue highlight.

15:30 (@) SALEH, Dawn (Miss)

15:40 (@) DACENT, Raymond (Master)

The toolbar activates with the same options as the left click menu with the exception of

Open Patient details which is not available.

m & x

Insert siot Delete slot Hoid siot Change type

Deselect All

Make siot unavailable

Free Slot - Left Click

e Insert slot

See - Insert Slots on page 73.
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Left click me
blank slot

Hold slot |

See - Hold Slots on page 72.
Change slbt type

See Change Slot Types on page 69.
Delete slof

See - Delete Slots on page 71.
View Cliphoard

3ilab
vailal

(=

Free Slot - Right Click

The right click option can be used on single

or multiple appointment slots, the selected

appointments display in a pale blue highlight.

‘ 14:30
‘ 14:40

14:50

The toolbar activates with the same options as the left click menu, Insert slot is only
available when a single appointment is selected.

W & X

Delete zlot Hold =slot Change type

=)
[Ch=de

Insert slot

Dazslact All

Make zlot unavailable

Session Heading

Select Free slots

Selects all free slots, these can then be deleted / slot

type changed.

Select booked slots

All booked slots are selected and can
moved/copied/slot type changed.
Delete Session

Removes the session, and booked appointments move to

the clipboard.

This is not available if any of the appointments have a

Seen or In Consultation status.

Select free slots

then be Selert booked slots

Delete session

.
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Filters

The filter button is orange when active, hover over to display the filter details.

Saved filter name: Custol

Gender :

Female

Clinician(s) :
JAME CLARK
PADMA PAMIGRAHI

—

Hover to see
filter details

See - Reception View, Book an Appointment on page 50, Apply or Edit
Filters on page 80 and Appointment Status - Overview on page 77.
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Reception View

The Reception view opens on launching the Appointments app.

This view displays the clinician and clinic sessions side by side, to show all appointments
at a glance.

Reception View Overview

Emergency evacuation

. Current Appointments Calendar report
Change view 7 day date selector Clipboard Free slot search
, F R RN U o Filter :
: — I ) Commnd,
ANTHONY SALISBURY JACK PLOTNEX JANE CLARX W“k MELVYN HEAPPEY
B Afternoon SP‘CI&! b”k"\g§ W Anerncon  Patient wam.\g} B Aftecnoon sluppcr B Aferncon
JO0 usty 1700 1400 e ) A0 umty | 1 OO0 1400 wnty) } I
00 ° R ot e » : 400 0 SANTH. Claniee OV o 20 0 KASSEAROEE joseph (Mwited 1400 o LAKHANPA
I “w» 0 SADBDON Munetie W) l M0 e PAGE Frane ! 4% o SALIM e (W "W o AL Mooca M
e AM or PM view
¢ Date Selector - seven days
e Calendar
¢ Navigation Options - today, +1 to 6 weeks, previous week
¢ Filter

See - Apply or Edit Filters on page 80.
¢ Free slot search
See - Free Slot Search - Overview on page 55.
e Scroll down or across to access more appointments
¢ Appointment status - select status to check patient in or increment status
e Events - display under the Clinician's name

From the Reception view you can also navigate to the other views and access the
Clipboard:
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From the drop-down
MEenu access the
Dashboard view

Current Appointments Free Slot Search

Clipboard
EMoll=N0N - 1~ I

Sun Mon Tue Wed Thu Fri Sat

y &

Recoption View

Reception 4 «» ) » n Iy n w p' sckk. 4 Command H
b Ko b febh Bl Me N ¢ 3
Menu
JACK PLOTNEK JANE CLARK MELVYN HEAPPEY
[E W Aftermoon B Atterroon B Afternoon
OO ety 100 1400 weti 1700 1800 el 1700 1400 it 1200

e View Menu - easily navigate to other views

¢ Command Menu - add sessions, refresh the view, expand/collapse, print options
and save order

e Clipboard - quickly reschedule Appointments

From the Command menu select Collapse All to show all columns on screen. Expand
All reverts to the default view.

Alternatively, select each column's owner individually to expand/collapse. Appointments
can still be booked and updated as usual.

EEIEE 1

Reception View

Sun Mon Tue Wed Thu Fri Sat e
Reception d » » % ” it o8 @ P TEEATY o
fer fets Fet T o L M M A .
ANTHONY SA . JACK PLOTNEX JANE CLARK MELVYN HEAP. . PADMA PANL.. FLU CLINIC
W Afternoon W Afterncon Il Afterncon Il Afterncon  Event Tuesda, Open Sess.
TE00 Until 1700 1400 il 1700 1400 wretil 1700 1400 artll 1700 ANl duy 1400 wstil 1800
Event
WO0 e WO W00 MR W0 400
¢ et v — W Atternoon
WO e (5L I WO e RO ey J4D0untl 1700
- - - -
14:20 STAIN L St "o . W20
- - - -
"3 (5 . s LI M0 L
v “ v v
W40 A W e VA0 an
2 2 L 2 |

Default filters can also be applied per user to the Reception view.

See - Navigating the Reception View on page 44, Preferences Filter on
page 9 and Appointment Status - Overview on page 77.

48



Make a Special Booking

1. From the Reception view or Free slot search, select a free slot.

2. Tick the Special Booking box.

The appointment slot locks to other users, and the booking form displays.

Monday 4th Mar 2019
16:20 - PADMA PANIGRAHI - Local Practice

Advance - 10

"™ Tick to make a
@ Special Booking

special booking

Special booking title Enter patient's name
John SMoth (TR)

Special booking contact details

0207 501 7000
Bot 1 (

t‘ Any appointments comments

3. Enter the patients name into the Special booking title box.
4. Optionally, choose Booking method from the drop-down list.
5. Record contact details and any notes about the appointment in the comments box.
6. In the booking form you can also:
e Change the appointment duration
e Change the slot type
7. Select Book to make the appointment.
8. A message displays confirming the booking.
Appointment for *John Smith (TR)' booked on 20-Feb-2018 at 14:30 with 'Dr Anthony %)
Salisbury’ ~
. . L .
9. In the appointments list a blue star displays to the right of the name to

indicate this is a special booking.

See - Free Slot Search - Overview on page 55, Reception View and Apply
or Edit Filters on page 80.
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Book an Appointment

1. From the Reception view or Free slot search, select a free slot.

The appointment slot ﬂ

2. Enter the patients Surname and/or Date of Birth into the Patient name box .

locks for other users, and the booking form displays.

Tuesday 5th Mar 2019 V) Appointment details
15:20 - JACK PLOTNEK - Local Practice

000 =10 e hChange slot type
L) Specis Bocking Tick to make a Special Booking
Patient name

‘0 Search

W Enter patient details \

Booking method

Select booking method.\ Duration
. 10

Ap pointment comments

Change duration .’

View search

optr’ons:

Note - Local Practice next to the appointment, indicates this is at your practice,
it is not an indication of branch or main site. Future releases of Appointments will
include the ability to a make appointments for patients in a cluster or shared care
organisation - subject to the setting up of sharing agreements.

Patient Search Criteria

Surname

Surname, Forename

Surname Date of Birth (full or partial)
Date of Birth Full

Surname, forename Date of Birth (full or partial)

The full date of birth can be typed as:

DDMMYYYY (e.g. 09121980)
DDMMMYYYY (e.g. 09DEC1980)

3.

Select the Search

The partial date of birth can be entered as:

e YYYY (1980)
¢ MMYYYY (091980)
¢ MMMYYYY (DEC1980)

"

button.
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Select the patient from the results.

(4 Patient Search Results ; ! : i

SMITH, Andrew (Mr)
‘ BS MILP AVENUE DUNDEE, DD4 358 Sis-20at s
P ) . " 1) Sy
Locai Fractce Registered practice s iondoon

[

T e Registration status

The results detail the patient's registered practice, Local practice indicates the
patient is on your list.

The next release of Appointments will include the ability to a make appointments
for patients in a cluster or shared care organisation - subject to the setting up of
sharing agreements.

The booking form populates the patient details.

Tuesday 26th Feb 2019
14:00 - JACK PLOTNEK - Local Practice .
AR Select the arrow or use the type to Appointment
search function to change the slot type ‘. history
SMITH, Clarice (Ms) M onaw X
Local Practice D hedides (0
i i
u ancelled (O)
Pat"e"t notes dfspfay eac’\ tfme Retneved from 1 of 1 senices
o o an appointment is booked Edit patient "0“5.\
Whesichar sccess requared. ’
king method Select arrow to choose ation
a booking method > 10 -
Change duratix
’ Book the
Enter any comments Appointm ent"“ =

The following options are available:

Change the appointment duration

Change the slot type

Add Appointment comments

View/update the Patient related notes. See - Patient View - Patient Notes
on page 21.

View Appointment warnings

e View future and previous appointment status

Select the buttons for further information

The time period for the appointment history is set in preferences. See -
Preferences - Patient Data on page 13.

Select Book to make the appointment.
A message displays confirming the booking.
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Appointment for "SMITH, Clarice (Ms)' on Tue 26-Feb-2019 at 14:00 with 'JACK PLOTNEK at ®

‘Local Practice’ has been booked.

See - Free Slot Search - Overview on page 55, Reception View and Apply
or Edit Filters on page 80.
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Booking Multiple Consecutive Appointments

The Reception view supports the booking of multiple consecutive appointments, for
example, a patient requires a diabetic review for 30 minutes.

To book multiple appointments:

1.

ow

Right click on each of the free slots you want to book.

| 14:30
| 14:40

14:50

The toolbar at the top of the screen activates.

g W a4 X% = [0]

Book multiple Delete slot Hold slot Change type Desslect All “ake slot unavailable

g

Book muldple

Select Book multiple from the toolbar.

The Booking form displays.

Note - The Book Multiple button is only activate when you select more than one
slot.

Enter the patient's Surname and or Date of Birth into the Patient name box.

Note - For a list of specific searching options select on the booking form
or see Patient Search Criteria on page 58.

Select N Search.

Optionally, check the tick box to include inactive patients in your search, this is a
user specific setting that remains until changed.
Select the patient from the results.
Optionally, update the Appointment Comments box.
.
Select Book to make the appointment.

The appointment displays and the overrun slots are removed from view.
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Extend Duration

The appointment time can be extended from the booking form, by updating the duration.

1.
2.
3

Select the appointment slot.
Choose a patient or record special booking details.
Change the duration of the appointment, in the booking form.

Duration

10 mins

A prompt displays at the top of the booking form - The proposed duration for
this appointment overlaps with another appointment/slot.

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

.
Select Book to make the appointment.

An alert displays Booking overruns free slots.
Choose either:
e Replace Slots - this removes the overrun slots from the view.
o Keep Slots - leaves the overrun slots in the view, the slots are greyed out
to indicate they are not available.

10:00 @ SMITH, Ben (Mr)

10:25 Replace slots
10:35 @ MOBBS, Harry (Master)

10:45
5Keep slots

10:55 @

The Receptionview updates.

See - Book an Appointment on page 50.
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Free Slot Search - Overview

The Reception view has the Free Slot Search option. This is a fast way to book
appointments, the view includes a free slot count for today and subsequent days.

The Free Slot Search views have the following features:

Existing filter maintained,

select to refine

Filter by duratim\.}

Free slot search Dutation (ming) A “ | AM P

Select Clipboard to
drag appointment

to a free slot

Sun Mon Tue Wed Thu Fri Sat
o) o 0y ) or 00 o » MARCH v

4o
Mar M Ma Mo Mo Mar M
N/A N/A N/A 70 2i4 4 0
Free slots by day o wes

‘ Page1/17 '
tview more

Search by slot duration

Filter by AM or PM

Current filter from the Reception view remains active

Filter can be refined

Free slot count by day

Access to clipboard - drag appointment from the clipboard to a free slot
Information about the current view

View Options

There are 3 display settings, defined in preferences:
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Calendar Style

Shows free slot count by Clinician

Expand Clinician/Clinic to view free slots

List Style

Ordered by start time or a range of times

across a date

All free slots available for the selected

date - subject to filters
Hover over colour to see slot type

56

Free slot search Duratio

Filter by

< Sun Mon Tue Wed Thu Fn Saf

S G 24 25 26 27 28 o 02

EXPaP\d clinician Feb  Feb Feb  Feb  Feb  Mar M

{ to view free slots ~ NA NA NA & B8 74 0

Jane Clark 16 free slots
400 14:10 1420 1430
1500 1510 1520 @ 1520

1600 1620 &30
1 n

> Jack Plotnek 15 free siots ‘_/Free slot count by clinician

¥ Anthony Salisbury 17 free slots
» Melvyn Heappey 17 frae slots

» Flu Clinic | free siots

Free slot search

Mon Tue

25 26
Feb Feb

Slots display
by time

N/A  N/A

Owner

08:00 Jane Clark

08:00 Jack Plotnek

Anthony Salisbury
08:00 Melvyn Heappey

08:00 Fu Clinic

08:10 Jane Clark
08:10 Jack Plotnek
08:10 Anthony Salisbury
08:10 Melvyn Heappey

08:10 Fu Clinic

Duration (mi

Wed Thu Fn
27 28 o
Feb Feb Ma
0 15 115

Session

Maoming
Maoming
Moming
Maming
Morning
Morning
Morning
Moming
Morning

Morning

‘ Page 1 /12 '




See - Using Free Slot Search on page 64.
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Patient Search Criteria

You can search for a patient using the following options:

e Surname
Surname, Forename

Note - There must be a comma between Surname and Forename.

Surname Date of Birth (full or partial)
Date of Birth (Full)
Surname, forename date of birth (full or partial)

The full date of birth can be typed as:

o DDMMYYYY (e.g. 09121980)
o DDMMMYYYY (e.g. 09DEC1980)

The partial date of birth can be typed as:

o YYYY (1980)
o MMYYYY (091980)
« MMMYYYY (DEC1980)

Note - The surname and forename can be full or partial.

This information can be found on any search screen where
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Patient Warnings

When a patient has a warning set in Consultation Manager a red alert displays, select
to view the warning message.

©® SMITH, Clifford (Mr)
Local Practice
MHS: 0203578317
Born: 02-Apr-1964

The Patient warning alert displays after the patient's name and is visible in the
following places:

Reception and
Current appointment views. 15:50 @ SMITH, Clifford (Mr) o

Patient view on the demographic
banner:

Appointment Booking Form © SMITH. Clifford (Mr)
Local Practice

MHS: 0203578317

Born: 02-Apr-1964

If "Show Discreet" is set, a Show Warning text box displays - select to view the
Patient Warning.
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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:

¢ Book the appointment as normal.
e Select the future appointments button on the booking form to cancel the other
appointment.

This slot conflicts with another appointment / slot

When you book an appointment and change the duration of the slot, 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

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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Print an Appointment Label

If your practice has a LabelTrace printer configured as "Vision_Appointment", you can
print an appointment label from the appointment booking form.

From the booking form select the Book & Print button to issue the

label.

Note - You can use Dymo printers to print labels in Appointments. This printer needs
some configuration, so please contact Helpline for further assistance.
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http://www.inps.co.uk/vision/partners/labeltrace

Select a Specific Date

To navigate to a specific date in the Dashboard or Reception view:

Date Selector

The Date Selector at the top of the screen lets you pick a date this week, or navigate
forwards/backwards seven days.

Move forwards

Move Calendar
back 7 Select specific date
dags Reception View

Mon Tue Wed Thu Fri®  Sat A
4 o« o5 o6 o7 08 09 w [ MARCH
Mar Mar Mar Mat Mar Mar Mar THU: Addit'.oy\
NEK JANE CLARK navigation
bn B Atternoon +1 wesh
00 14:00 until 1700 . = menu
14:00 \
+3 yee
1410 R (N
14:20 +2 weeks
14:30 +D weaks
Previous week
14:40
Calendar

Select the Calendar button at the top of the screen.
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Elc:=REOR AV | ev

| seri y April 2019 >

THU-04-APR Mo Tu We Th Fr Sa Su

25
1

M
[=a ]

27 28 29 30 3
3 4 5 6 7
3 10 11 12 13 14
15 17 18 19 20 21
22 23 24 25 26 27 28
29 30 1 2 3 4 5

o

If the date you require is further forward, use the arrows either side of the month to
navigate, and select the date.

When you have finished choose Today from the Navigation menu, to return to today.
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Using Free Slot Search

The Free Slot Search quickly finds free appointments.

1. Select the Free slot search button.

2. The selection of free appointments display, maintaining existing filters.

Refine the results by:

e Search by duration
e Edit or apply filters
See - Apply or Edit Filters on page 80.

e AM or PM
e Week Skipper - move forwards +1+/2/+3/+4/+5+6 weeks or return to
today
e Use the arrows to display additional appointments, or select an alternate
date
Existing filter maintained,
select to refine
Filter by duration Selact Clipboard to
~ drag appointment
Free slot search Duration {ming) A v AM (= to a free slot
Sun Mon Tue Wed Thw i Sat 0
d4d o o¢ [ 06 o1 on o8 P MARCH v
Mo Mee N Mo Mo Mar Mar A ﬁ
Free slots by day /’ s e e W WS IR B W
o« rage skipper

s
tview more

Note - There are 3 different view options, these are defined in preferences.

3. Select a slot to book an appointment.
The booking form displays.

4. Enter the patient's details into the Patient name box.
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ow

Tuesday 5th Mar 2019 Ve Appofntw\ent details
15:20 - JACK PLOTNEK - Local Practice

BOD - 10 mins 'thange slot type View search

|3 Special Booking

® Tick to make a Special Booking ( Search Opt‘l.o;xs;
Patient name

| @ Enter patient details \
Booking method Select booking method Duration
N0,
Appointment comments Change duration )

Book Cancel

Patient Search Criteria
e Surname
e Surname, Forename
Note - You must include a comma between surname and forename.

e Surname Date of Birth (full or partial)
e Date of Birth Full
e Surname, forename Date of Birth (full or partial)

The full date of birth can be typed as:

o DDMMYYYY (e.g. 09121980)
o DDMMMYYYY (e.g. 09DEC1980)

The partial date of birth can be typed as:

o YYYY (1980)
e  MMYYYY (091980)
« MMMYYYY (DEC1980)

Select the Search N button

Select the patient from the results.
The booking form populates with the patient's details.
Complete the Booking Form.
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Tuesday 26th Feb 2019
14:00 - JACK PLOTNEK - Local Practice

rvance 10 mine = Select the arrow to Appointment
change the slot type f history
SMITH, Clarice (Ms) M ova© X
Local Practice B Scheduled (0)
NHS: 1709703628
Borm: 17-Oct-1977 Completed (0)
n Cancelled (0)
Patie'\t notes dlsp‘ay each tiW\e Retrieved from 1 of 1 services.
A an appointment is booked Edit patient "01’350\
Patient notes
Wheelchair access required ‘O.
Booking method Select arrow to choose B

Appointment comments

a booking metkodw . 110 e

Change dura
Book the g

Enter any comments’ Appoir\tment |

Booking Form Options
¢ Change the appointment duration
e Change the slot type
e Add Appointment comments
¢ View / update the Patient related notes. See - Patient View - Patient Notes
on page 21.
e View Appointment warnings. See - Patient Warnings on page 59.
e View future and previous appointment status

M onao
L scheduled (1)

Select the buttons for further information

e DNA's in the last 6 Months
Scheduled Appointments
Completed appointments
Cancelled appointments

The time period for the appointment history is set in preferences. See -
Preferences - Patient Data on page 13.

Select Book to make the appointment.
A message displays confirming the booking.

Appointment for "'SMITH, Clarice (Ms)’ on Tue 26-Feb-2019 at 14:00 with "JACK PLOTNEK' at ®

'Local Practice’ has been booked.
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See - Free Slot Search - Overview on page 55 and Preferences - Patient
Data on page 13.
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Cancel an Appointment

To cancel a single or multiple appointment in the Reception or Current appointments
views:

1. Right click on the appointment(s) you want to cancel.

The selected slot(s) are highlighted, and the toolbar activates at the top of the
view.

15:50 e SMITH, Clifford (Mr) 0

=)
2. Select Cancel Appointment L ="
3.

from the toolbar.
Choose a Cancellation reason from the drop-down list.

Cancel this appointment?

15:50 SMITH, Clifford (Mr)

ICLA Local Practice

NHS: 0203578317
Borm
Duration: 10 my

CANCELLED BY PATIENT

4. Select Yes to proceed.
The view refreshes and the appointment slot is available for booking.

See - Move Appointments on page 75.
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Change Slot Types

You can change the slot type in the Reception and Current appointments views for
both single and multiple appointments, for example, making more emergency
appointments following a Bank Holiday.

1.

Right click on each appointment to select.

| 14:30
| 14:40

14:50

2 tems selected

'XX items selected'

prompt displays at the bottom right of the

screen confirming the number of items selected and the toolbar activates at the

top of the screen.

Select the Change type

3

Change type

button from the toolbar.

A list of slot types displays.
Choose the slot type, for example, Emergency from the list.

Advance

Ante :Hatal
3:-::-:uk=t:’1 the Day
C:'}-'Tﬂfcg}-' Clinic

Sou :_-e Appointment

The slots automatically update and change to Emergency.
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Copy Appointments

To make another appointment for a patient, you can copy their existing appointment
from the Reception or Current appointments view.

Note - Copying an appointment copies the patient information only and excludes any
appointment comments.

1. Right click on the appointment to select.

15:50 e SMITH, Clifford (Mr) 0

The toolbar displays at the top of the screen.

E

Copy

2. Select the Copy button from the tool bar.

Note - In the Reception view - to copy the appointment to a slot on the same
day, press CTRL and use drag and drop.

If you are in the Current appointments view open the Reception view.

3. Select the Clipboard button.

The clipboard displays Copied appointments.

Clipboard X
. Copied (1)  Moved (1)
Drag appointment | ——
® Collapse

to free slot

¥ 15:00 JUBB, Josephine (Ms) JCLA
Local Practice Paste without

4. Select the copied appointment, drag and drop into a free slot.
The booking confirmation message displays.

Appointment for *SMITH, Clarice (Ms)' on Tue 26-Feb-2019 at 14:00 with ‘JACK PLOTNEK' at ®

'Local Practice’ has been booked.

Note - the Appointment remains on the clipboard until you either close the app, or copy
another appointment to the clipboard.

See - Move Appointments on page 75 and Cancel an Appointment on
page 68.
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Delete Slots

Blank slots can be deleted from the Reception view.

1. Right click on each slot you want to delete.

| 14:30
| 14:40

14:50

A pop up confirms how many items are selected, and the toolbar at the top of the
screen activates.

g W a4 x S

Book multiple Deletes slot Hold slot Change type Desslect All Make slot unavailable

mj

Delete slot]

2. From the toolbar, select the Delete slot button.

3. A message displays "Slots(s) will be permanently deleted."
Delete
4. Select Delete to proceed.

The view refreshes with the slots removed.

See - Change Slot Types on page 69 and Hold Slots on page 72.
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Hold Slots

You may need to hold empty appointment slots and this can be done in the Reception

view.

1. Right click to highlight appointment slot(s).

| 14:3

| 14:4

0

0

14:50

'XX items selected' prompt displays at the bottom right of the screen to confirm
how many items selected, and the toolbar activates at the top of the screen.

s b a4 x = D
2. Select the Hold slot Jola s button.
3. The appointment status changes to B Held.

To release Held Slots:

1. Right click on the Held slots.
"XX items selected" prompt appears at the bottom right of the screen to confirm
how many items selected. The toolbar activates at the top of the screen.

2. Select Release slot

o

Releaszs slot

button.

The view refreshes and the slots are available for booking.

Note - If the slot is held by you then you can select the appointment and use it as
normal without releasing first. Anyone else wanting to use a Held appointment
must have administration rights to Release.
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Insert Slots

From the Reception view extra slots can be inserted as required.

1. Right click to highlight an appointment slot.

15:50 e SMITH, Clifford (Mr)

The toolbar activates.

]
=g

Insert slot

Select the Insert Slot button.
Update the time / duration / slot type / number of slots.

W N

Insert slot

e start time, slot type and duration of the slot inserted for Jane Clark

15:20 10 ming 1

Note - The duration of the inserted slot can be different that the default slot

duration.

4. Select Save to insert.
The view refreshes with the additional slots.

See - Hold Slots on page 72.
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Make Slots Unavailable

Users with full rights to the Appointments system can mark slots as Unavailable and
release these.

Any slots marked as Unavailable cannot be booked until they are made available again.

1. From the Reception view, right click on the slot(s) you want to mark as

Unavailable.
The selected slot(s) are highlighted, and the toolbar activates at the top of the

view.
L] U

“ake slot unavailable

2. Select the Mark slot unavailable button.
Alternatively, for a single slot select the Options menu and choose Mark slot
unavailable.

3. The view refreshes and the slot(s) display Unavailable.

If anyone tries to book the slot, a message displays 'Cannot Navigate to
booking because: Slot is unavailable'.

Cannot navigate to booking because: ®

Slot is unavailable.

Release Unavailable Slots

Only users with full rights to the Appointments system can release Unavailable slots.

1. From the Reception view, right click on the Unavailable slot(s) you want to

make Available.
The selected slot(s) are highlighted, and the toolbar activates at the top of the

view.
¥ i

Make slot available

2. Select the Make slot available button.
Alternatively, for a single slot select the Options menu and choose Mark slot
available.
The view refreshes and the slot(s) are available for booking.
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Move Appointments

To move an appointment in the Reception or Current appointments view.

1. Right click on the appointment(s) you want to move.

15:30 @) SALEH, Dawn (Miss)

15:40 (@) DACENT, Raymond (Master)

The toolbar at the top of the screen activates.

X

Maowe

2. Select the Move button.
Note - in the Reception view, you can move a single appointment to a slot on the
same day with drag and drop.
If you are in the Current appointments view, open the Reception view.

3. Select the Clipboard button.

The Moved section displays moved patients.
4. Find your appointment, then drag and drop the patient to the new slot.
All the associated comments automatically move to the new date and time.

Clipboard p e
Copied (2) Movwed (3)

® Collapse
v 0830 ZARREBINI, Aaron (Mr) TEK

Local Practice
O1-Feb-1985 (34y) - 0ION7E1016
Curation: 10 mins

Date: 26-Jul-2018 e« (@

v 14:20 SMITH, Clifford (Mr) JPLO
Local Practice

[A¥)

02-Apr-1964 (54y) - 0203578317

Duration: 10 mins

Date: 08-Mar-2019 o i
v 14:50 SMITH, Clifford (Master) JPLO

Local Practice

27-Mow-1994 (24y) - 2710875217

Curation: 10 mins

Date 08-Mar-2079 ]ﬁ
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5. A booking confirmation message displays.

Appointment for "'SMITH, Clarice (Ms)’ on Tue 26-Feb-2019 at 14:00 with "JACK PLOTNEK' at ®

'Local Practice’ has been booked.

See - Copy Appointments on page 70.
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Appointment Status - Overview

The Reception, Current appointments and Patient views display the status of a
patient's appointment using the following icons:

i

Booked

Once an appointment is confirmed the status defaults to Booked.
In the booking form the count underneath denotes how many future
appointments the patient has.

Overdue

One minute after the appointment time is due the status changes to Overdue
for ten minutes, then changes to DNA.

Arrived

When the patient is checked in by reception staff or a self check-in, the status
changes to Arrived.

In Consultation

When the clinician starts the consultation the status changes to In
Consultation.

Seen

When the clinician completes the consultation the status changes to Seen.
In the booking form, the count indicates the number of completed
appointments.

DNA

Ten minutes after the appointment time has elapsed, the status changes to
DNA.

In the booking form, the count indicates the number of DNA's in the last 6
months. The count can be set to pulse as an alert.

See - Preferences - Patient Data on page 13.

Web Appointment
Slot bookable by your patients online, or against a booked appointment
indicates that this was booked online.
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Available for Web Slots

Appointments available for patients to book online are identified in Reception view by a
Globe @ symbol.

e The available for web slots can be booked as normal by reception staff.
e Any slot booked online by a patient displays the Globe icon next to the status.

The configuration and distribution of Reserved for Web slots can be managed with
either Appointments Setup or within Vision 3 Appointments.
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Check a Patient in on Arrival

A patient can be booked in from the Reception or Current appointments view.
When a clinician starts and ends a consultation the status updates automatically.

e To mark a patient as arrived press the Booked appointment status.
The status updates to e Arrived.

e You can also right click on the appointment, select Change Status from the menu,
and choose a status from the drop down list:

I Arrived

n consultation

I_ I
[}
]
(T
4

View Status Times

In the Reception select the patient's name to access the booking form.

In the Current appointments view the waiting time displays next to the status.

=l DACENT, Raymond (Master)
JCLA Local Practice
Comment: hospital letter
@ n consultation
14:40

SALEH, Dawn (Miss)
JCLA Local Practice

@ Arrived 1 minute ago.

Note - Practices that have Self Check-in screens for their patients will see the
appointment status update automatically as the patient checks in.

See - Appointment Status - Overview on page 77.
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Apply or Edit Filters
The Filter at the top right of the screen enables you to refine the Reception, Current
appointments and Free slot search views.

You can save your own filters, and create practice wide filters.

A default filter can also be set per user - see Preferences Filter on page 9.

Access the Filters

1. Select the Filter button.

If the Filter is orange . an existing filter is active, hover over the filter to see
the details or right click and choose Clear filter.

Clear filters
v A Doctors i
GPs Main W
male )

Male GPs T

Note - A tick displays next to the active filter name.

2. Filters can be applied to the following categories:

Gender

Spoken Language

Clinician

Clinic

Slot Types

Sessions

Note - Any clinics or clinicians that are marked as inactive book owners, and have
appointments, are indicated by a "strike through". Any inactive book owners
without appointments are not displayed.

3. Select a category heading to expand, for example, languages.
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@ Languages (3 selected)

Select heading
Bengali to Expﬂhd

Gaelic

Persian

Somali = Select options
Tamil

Vietnamese

¥iddish

Welsh

Amharic The Cfl'.hl.ﬂl'.ah

0800008 O

_ count updates
(@  Clinicians (3 selected) p

4. Select from the available options.
As the languages for example, are chosen, the count of clinicians updates
automatically.

5. Select additional cateiories as required.
6. Select Run to apply the filter.
Save the Filter

The filter can be saved for future use.

1. Follow steps 1-5 above.

2. Select the Save button.

3. Enter the Filter Name in the box.

Filter name

Welsh Speaking GPs

D practice wide filta
Make¢

ractice wide

4. To make the filter practice wide, tick the box.
5. Select Save and apply to use the filter immediately.
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Note - You can set a filter as a default in preferences.

Reorder the Columns in the Reception View

If required you can reorder the columns in the Reception view, by dragging the
columns.

1. To save the new column order, you must save the filter - see Save the Filter on
page 81.

2. Select the columns and drag into the preferred order.

3. Select the Command Menu in the top right corner.

[

Add session
Refresh locks
Collapse all

Print appointments

Save order

4. Choose Save Order.
The order applies to the filter.

Note - Saved Filters are accessed by right clicking the filter icon.

See - Saved Filters on page 87, Preferences Filter on page 9 and Clear
Filters on page 83.
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Clear Filters

If the filter is orange E it indicates a filter is already active.

1. Select the Filter E button.

Clear
2. Choose the Clear button at the top of the screen.

The filter is removed and the view refreshes.

Right Click Filter Options

Clear current
filter

Practice g g, , - .

wide filter -

M
3
W
i
G)
O
»
e 8 8

- -':-
oS

Delete filter J

(admin rights are needed to
delete practice wide filters)

e Clear filter
e Delete personal and practice wide filters

#*

Note - Practice wide filters are indicated by a House symbol

See - Apply or Edit Filters on page 80 and Delete Filters on page 84.
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Delete Filters

If a filter is no longer required it can be deleted.

1. Right click on the Filter button.

2. Select Delete U] next to the filter you wish to remove
The filter is removed.

Clear current

filter
Clear filters
Practice ge g, , - . g
wide filter Female GPs W
maie ﬂl

s (De
=S

Delete filter J

(admin rights are needed to
delete practice wide filters)

Note - Practice Wide Filters can only be deleted if you have admin rights.

See - Apply or Edit Filters on page 80 and Saved Filters on page 87.
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Practice Wide Filters

Your practice can have shared filters.

Only members of staff with admin rights can create practice wide filters.

To set a Practice Wide Filter:

1. Select the Filter button.

If the Filter is orange E it means an existing filter is active. See - Clear Filters
on page 83.

2. Filters can be applied to the following categories:
e Gender
Spoken Language
Clinician
Clinic
Slot Types
Sessions
Note - Any clinics or clinicians that are marked as inactive book owners, and have
appointments, are indicated by a "strike through". Any inactive book owners
without appointments are not displayed.

3. Select a category heading to expand, for example, languages.

@

Languages (3 selected) Select headi
ading

Bengali to expand
Gaelic
Persian
Somali <=e Select options

Tamil

WVietnamese

Yiddish

Walsh

0800008 O

The clinician

Ambharic

count updates

@ Clinicians (3 selected)
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NOo

10.

Choose from the available options.
As the options are chosen, the number of clinicians updates automatically.
Select additional categories as required.

Select Save .

Enter the Filter Name in the box.

Filter name

lter Name * ’Welsh Speaking GPs l

practice wide filter
pracuce wige tiie

Save and apply

Tick the Practice Wide filter option.
Select Save and apply to use the new filter immediately or Save.

Make
practice wide

When you right click on Filter you can see any practice wide filters that have been

set. These are identified with a House symbol.

Optionally, you can reorder the columns in the Reception view, then from the
Command menu, select Save Order.
This saves the order of columns to the filter settings.

Note - You can only delete a practice wide filter if you have sufficient admin rights.

See - Saved Filters on page 87, Preferences Filter on page 9 and Clear
Filters on page 83.
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Saved Filters

Saved filters are stored and accessed by right clicking the Filter . button.

A list displays showing your individual filters and any practice filters.

e To run a saved filter, simply select it from the drop down list.

Clear current
filter

=
e
i

Practice g g, , - .

wide filter -

QO
2
1
4

14
3
W
m
G)
O
w
e 8 B

MaleGPs W

Delete filter J

(admin rights are needed to

delete practice wide filters)

e Select the Bin to delete a saved filter.

Note - Practice wide filters can only be deleted by users with admin rights.

See - Clear Filters on page 83 and Apply or Edit Filters on page 80.
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Search for Special Bookings

You can search for Special Bookings:

1.

From anywhere on the Reception views, press F3 or start typing the patients
name or booking, and the search box displays.

Search

Patient Search Legacy Patient Search I Special Booking Search I

Search term

The search defaults to the last used search.
Select the Special Bookings Search tab.
Enter the details, for example, HGV.
Search
Patient Search Legacy Patient Search Special Booking Search
Search term
hgv Q
Start date
07,/03/2019 E until [ Daterange

Update the dates as required.

N\

Select Search .
The results display.
Optionally, enter additional information to refine the results further.

@ Special Booking Search Results
Showing 4 matching special bookings.

Choose the patient or booking from the list.
The booking form opens.
Select Save or Cancel to close.
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Results - Display and Filter Options

The search results screen has two display options:

- Tile view:

#) Special Booking Search Results

|

John Smuth
OF M. 2093 21 1520 w111 Rack Fiotnh
Local Practce

. - List view:

(@) Special Booking Search Results

John Seth
OF Mae 2070 » 20 Jack Potrek
GV Madicw - The truck Co

Local Mactice

See - Make a Special Booking on page 49.
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Add Sessions

Sessions can be added and deleted as required in the Reception view.

1. Navigate to the date you wish to add a session.
2. Select the Command menu from the top right of the Reception view.

H

N Add session
| Refresh locks
‘ Collapse al

Print appointments

I 14,20

3. Select Add Session.
The Add Single Session window displays.
4. Select the book Owner from the drop down list.

Add Single Session

ANTHONY SALISBURY D

Select the Session from the drop down list.

Enter the start time of the session.
Note - This must be after the current time, if the session is for today.

7. Select Save.

The view updates with the new session.
Note - If the new session clashes with an existing session, an error displays
"Unable to Add Session". Select OK to return to the Add Single Session pop up
to select a new time.

ou

See - Delete Session on page 91.
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Delete Session

Sessions can be added and removed on an ad hoc basis within the Reception view.

1. Navigate to the session you want to remove.
2. Hover the mouse over the session heading to activate the Options menu.

3. Select the Options button.
The menu displays.
4. Choose Delete Session.

Select free slots

Selert booked slots

Dealete session

.

A pop up warning displays "Session will be permanently deleted and any
appointments placed on the clipboard".
5. Select Delete to proceed.

Delete Session

Session will be permanently deleted and any appointments placed onto the clipboard.

o [

6. The view refreshes, with the session removed.

All the booked appointments move to the Clipboard .

See - Add Sessions on page 90 and Move Appointments on page 75.
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Emergency Evacuation Report

The Emergency Evacuation Report details by clinician, the patients in consultation, and
those the waiting room.

From the Reception view select the Emergency Evacuation n button.
2. The report generates to your default printer, and includes the time of
eneration.

=

NHS Confidential
Emergency Evacuation Report - 14-Mar-2019 at 15:53
Local Practice
JANE CLARK
Patients in waiting room
KAMRAN, Joseph (Mr) - ©89-Dec-1944 (74y)
Patients in consultation

KANE, Joseph (Mr) - ©2-0ct-1965 (53y) in consultation since
15:29
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Print Appointments Lists

You can print a report which details all the appointments booked for the day you are
viewing.

1. From the Reception view, select the Command menu.

Options ‘*E

P Add session

Refresh locks

Collapse al

I Print appointments I

[ ]

Al o N

2. Choose Print Appointments.

The printer dialogue displays.

Choose your printer.

Select Print.

The list includes Patient/Special Booking Name with date of birth and NHS Number,
Slot Type, Contact Details and Comments.

vhAw
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JANE CLARK on 14—Mar—2019hc",’hfcfah and

Morning - 08:00 until 11:55 session details

Time Patient/Special Booking Name Slot Type Contact Details
08:50 Free Emergency
09:00 %Tz?fgrii OOSF 1P3|; 7212 ANT
0910 Dongaveazs oo o' Emergency 07974941111
09:20 Free BOD
0930 15/01/1948 1812403119 Far
09:40 Free Emergency
09:50 KANE JOSEPH 02/10/1965 Reserved for

0209586613 Web

10:00 Free Emergency

Comment

See - Emergency Evacuation Report on page 92.
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Help topics

Welcome to the Appointments Help Centre

1 - Getting Started

Accessing Appointments on page 6
Appointments Explained on page 7

2 - Navigating the Views
Appointment Views on page 37
Navigating the Reception View on page 44
Weekly View on page 30

Dashboard View on page 42

Current Appointments View on page 40

Accessing Patient Details View on page 15

3 - Making Appointments
Patient Search Criteria on page 58
Book an Appointment on page 50
Booking Multiple Consecutive Appointments on page 53
Make a Special Booking on page 49
Extend Duration on page 54

Free Slot Search - Overview on page 55
Patient Warnings on page 59
Appointment Warnings on page 60

Print an Appointment Label on page 61
Select a Specific Date on page 62

4 - Edit Appointments
Cancel an Appointment on page 68
Change Slot Types on page 69
Copy Appointments on page 70
Delete Slots on page 71

Hold Slots on page 72

Insert Slots on page 73

Make Slots Unavailable on page 74

Move Appointments on page 75
5 - Appointment Status

Appointment Status - Overview on page 77
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Available for Web Slots on page 78
Check a Patient in on Arrival on page 79
6 - Filtering Views

Apply or Edit Filters on page 80

Clear Filters on page 83

Delete Filters on page 84

Practice Wide Filters on page 85

Saved Filters on page 87

7 - Special Bookings

Make a Special Booking on page 49
Search for Special Bookings on page 88
8 - Sessions

Add Sessions on page 90

Delete Session on page 91

9 - Reports

Emergency Evacuation Report on page 92

Print Appointments Lists on page 93
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Index

A
arrived
booked in
arrival, 77
B
booked
made:, 77
C
copy
duplicate
another:, 70
D
delete
remove

delete filters, 84

DNA

not arrived

not turn up, 77

hold
keep

release:, 72

Insert, 90

language

H

preferred language
spoken langauge

alignment, 27

o

overdue
late

not arrive yet, 77

P

PFS
VOS
web
reserved for web
online, 78
practice wide filter
global filter
shared filter, 85

R
recall
recalls, 26
S
seen
completed
finished, 77
W
Web
online
PFS

VOs, 77
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