How To Schedule Appointments
Appointments are booked using the scheduling system. When you first open the scheduler you are
taken to the daily view of the first provider (based on alphabetical order). Appointments can be booked
in several ways as the scheduler offers multiple views or screens from which you can select the day and
time. Besides the daily view, you can also use the weekly view, the monthly view, 2 multiple provider
views, the calendar view, the select data function and the find time slot function. Simply click on one
of these buttons and you’ll be started. Although each one offers its unique ways to book appointments,
they all accomplish the same task, and that is to select a time and a date for the appointment.

Notes: Although there is no one way to book an appointment, experienced users working in busy clinics
tend to find that the monthly or weekly view offer the most efficient way to book an appointment. Both
views display your schedule over many days making it very easy to spot an open time slot.
The Daily View and Select Date Function:
The daily view really works with the select date function. If you have more than one provider, you will
also have to select the provider that you wish to book an appointment for. When you initially open the
scheduler it goes to the daily view of the first provider using today’s date (based on alphabetical order).
You can change the provider by using either the change doctor button or next provider button. The

change doctor button is more efficient if you have more than three providers as it offers you a list of all
providers that you can simply select (click and enter or just right click for advanced mouse users). The
next provider button is really efficient for two or three providers as it simply toggles to the next provider
on your list. With a large number of providers, this would take several mouse clicks. Once the provider is
selected, their schedule comes up on the current date. You can go to whatever date you want by simply
clicking on it in the select date function. Once you have the date, you select a time by clicking on the
time slot you want on the daily view (click in the name column, not the time column). You can even
select a time if there is already an appointment booked (double booking). The scheduler will simply add
a second (or more) appointment at the same time.

Now you can select the patient that you are booking an appointment for (either their name or their
health number), indicate the reason for the appointment, indicate the referring practitioner (if any),
indicate which staff member made the appointment and even add a note to the appointment. You can
book for a patient that is already on file (an existing patient) or you can even book for a new patient. If
the appointment is for an existing patient, you can select that patient by looking them up on your files.
You can likely find the patient faster if you first type in their last name or even a part of their last name
and pressing the ENTER key on your keyboard. Or, you can find a matching patient by entering their

health number. Likewise an appointment reason, referring doctor and staff ID can be looked up or you
can find them faster by typing in the appointment reason and/or the referring doctor’s last name or a
part of the last name and the staff ID and pressing the ENTER key on your keyboard. If what you typed is
unique (only one matching record) then that patient, reason, referring doctor or staff ID will be
immediately selected. If there is more than one match (ie; last name JONES), then the program opens to
a list of all matching records and allows you to select the one you want.
HINT: When looking for an existing patient with a common last name (ie; JONES), you can narrow the search by adding their
first name or a part of their first name. The entry must be last name then comma then the first name. This is entered as JONES,
ROBERT or even JONES, RO).
HINT: When looking for an existing patient with an uncommon and complex last name (ie; ANDRAXOUPOLOUS) it will likely be
quicker to simply enter a part of the last name and pressing the ENTER key and let the program find the matching patient (ie;
ANDRAX)
HINT: To make it efficient, use short descriptions for appointment reasons (ie; CPX instead of Complete Annual Physical).

The Weekly View:
The weekly view provides a way for users to more quickly identify and select an open time slot when
booking an appointment. You can access your weekly view by simply clicking on the weekly view (or W)
button. You can easily spot an open time slot as it is simply displayed as white space. Appointments are

displayed and can readily be identified. To select a time slot you either click on the time slot and then
press enter or right click on the time slot. This will take you back to daily view to the date and time that
you selected on the weekly view.
While in the weekly view you can change to provider to see their view. You can easily scroll from one
week to the next. If you wanted to see the details of any booked appointments, you can simply double
click on the appointment. This is commonly called a drill down function.
One of the big features for the weekly view is that you can book multiple appointments for the same
patient. To do this though, you need to first select the patient, indicate a reason and then open the
weekly view. Once there, click on the create multiple appointments box and then start clicking on the
dates and times you want to book for that patient. When you’ve finished selecting the dates and times
click on the show appointment template button. This will display the appointment dates you’ve
selected. Now you can click on the save template button, to save the appointments to the scheduler.

The Monthly View:
The monthly view provides a way for users to more quickly identify and select an open time slot when
booking an appointment. You can access your monthly view by simply clicking on the monthly view (or
M) button. You can easily spot an open time slot as it is simply displayed as white space. Appointments
are displayed and can readily be identified. To select a time slot you either click on the time slot and
then press enter or right click on the time slot. This will take you back to daily view to the date and time
that you selected on the monthly view.

While in the monthly view you can change to provider to see their view. You can easily scroll from one
month to the next. If you wanted to see the details of any booked appointments, you can simply double
click on the appointment. This is commonly called a drill down function.
One of the big features for the monthly view is that you can book multiple appointments for the same
patient. To do this though, you need to first select the patient, indicate a reason and then open the
monthly view. Once there, click on the create multiple appointments box and then start clicking on the
dates and times you want to book for that patient. When you’ve finished selecting the dates and times
click on the show appointment template button. This will display the appointment dates you’ve
selected. Now you can click on the save template button, to save the appointments to the scheduler.

The Calendar View:
The calendar view provides a way for users to more quickly identify and select an open time slot when
booking an appointment. You can access your calendar view by simply clicking on the calendar view
button. You can spot days that might have available time slots as the calendar view displays the total
appointments in the morning and the afternoon for a provider. This is ideal for clinics that have set
numbers of appointments for a given day. To select a day you either click on the date and then press
enter or right click on the date. This will take you back to daily view to the date that you selected on the

calendar view. While in the monthly view you can change to provider to see their view. You can easily
scroll from one month to the next. If you wanted to see the details of any date, you can simply double
click on the date (AM or PM) button and a list of appointments will be displayed. This is commonly called
a drill down function.
One of the big features for the calendar view is that you can add notes and colours to any date. To do
this though, you need to simply click on a date and a note box will appear where you can type up to 255
characters. A right click in this box allows you to add a colour. The colours will then carry forward to
your daily view and now your mini calendar displays those colours. Right click on a coloured day in the
mini calendar to reveal the note. You can also print out your calendar and even a detailed weekly
calendar.

Multiple Provider Views:
There are two (2) multiple provider views in the scheduler. Both offer multiple provider views and both
can be used to select an open appointment date and time. However, both views can only be displayed
by day. The key difference between the two views is that the second view is displayed on the daily
scheduler view. This means that users do not have to leave the daily view screen in order to find and
select an open time slot.

Multiple provider view #1: To select a time slot on any particular day you either click on the slot and
then click on the return button or right click on the time slot. This will take you back to daily view to the
date that you selected on the calendar view. While in the multiple provider view #1 you can change the
date and easily change from one month to the next using the date lookup button. Another nice feature
of multiple provider view #1 is that you can print or view on screen a multi‐column report that shows
the appointments for the providers on a given date.

Multiple provider view #2: To select a time slot on any particular day simply click on the time slot to
select that time slot. With multiple provider view #2 you can navigate the same way that you would
when using the daily view. This will take you back to daily view to the date that you selected on the
calendar view.
You can go to whatever date you want by simply clicking on it in the select date function. Once you
have the date, you select a time by clicking on the time slot you want on the daily view (click in the
name column, not the time column). You can even select a time if there is already an appointment
booked (double booking). The scheduler will simply add a second (or more) appointment at the same
time.

Find Time Slot Function:
The final method that users can choose to select an appointment date and time with a provider is to use
the find time slot function. The other functions including the daily view, the weekly view, the monthly
view, 2 multiple provider views and the calendar view, all rely on the user to select a date a time by
visually spotting an open time slot. The find time slot function will actually find the open time slot for
you based on how you want it to search. You can search for an open time slot for one provider or
multiple providers. You can even tell the function when to start looking for an open time slot (ie; 2
weeks from the current date). You can even ask the function to find a time slot set aside for a particular
reason (ie; check‐ups). Whatever the request, the function will display the available time slots and lets
you choose one or continue to look farther.

