
Setting Up Appointment Sessions for Branch
Sites

If you have amain site and branch site(s), youmaywant to offer your patients

online slots that are available at their site only. In order to provide site specific

appointments, youmust complete the following steps:

Step 1 - Patient Registration
For all patients youmust:

1. From theVision 3 front screen, select Registration and

select the patient's registration record in the usual way, see Selecting a

Patient in the Registration Help Centre for details if required.

2. The Registration Details screen displays, select theOther tab.

3. UnderNotes Kept at, select the appropriate site.
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Note - This sitemust have been set up inControl Panel - File

Maintenance - Practice, see Branch Surgery in theMan-

agement Tools Help Centre for details.

4. SelectOK to save.

Training Tip - This should formpart of your patient registration pro-

cess if you have abranch surgery.
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https://help.cegedim-healthcare.co.uk/ManagementTools/Content/Control_Panel/File_Maintenance/Branch_Surgery.htm


Step 2 - Setting Session Location

1. From theVision 3 front screen, selectManagement Tool - Control Panel

- File Maintenance -Online .

2. TheVision Online Services screen displays. From Services - Appointments,

selectConfigure.

3. Select the Sessions tab and one by one, double click on each session and
select the appropriate location (site) for that session.
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4. SelectOK to save.

5. If youwant patients to be able tomake appointments at any site (main

and branch sites), ensure the Return Slots from: All Sessions check box is
ticked.

If youwant to restrict appointment booking to specific locations, for

example, a branch site only, remove the tick fromAll Sessionsand select

the location from Sites - Notes Held at Site.

Training Tip - The removal of the tick inAll Sessions is what limits

your patient's choice, leave it ticked to display all available ses-

sions at all sites.
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6. SelectAddand select the session for your specific site, selectOKand

repeat until all the sessions for this site display in the Return Slots from list.

7. SelectCancel once you have finished updating the sessions.

8. SelectOK to save.

Note - To print this topic select Print in the top right corner and fol-

low the on-screen prompts.
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