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APPOINTMENT DETAILS 

1. Appointment time, date, title. 
2. Schedule a follow up appointment (2nd dose). 
3. Change contact details & PPSN & Show 

Consent Text. 
4. Update Answers on intake form. 

APPOINTMENTS LIST 

1. View how & which appointment types appear to 
patients. 

2. Availability calendar. 
3. Settings: Change schedule. Enable/Disable 

Appointments. Code to add to website. Export 
appointments. 

4. View upcoming appointments by week, by month.  
5. View people on the Wait List. 

5. Add an internal note to History. Not seen by patient. 
6. Send message to patient. 
7. Reschedule appointment or move to Wait List. 
8. Mark appointment as Complete. 
9. Cancel appointment – permanently removed. 

 

6. Filter the upcoming appointments by appointment 
type or search by name. 

7. Manually Add Appointment for walk-ins etc. 
8. Select to batch Cancel, Message or Export 

appointments. 
9. Press View to see appointment details. 

NB: Patients can book maximum 14 days in advance.  This is 
aligned to the cold chain delivery cycle. Staff do not have this 
limitation.  
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RESCHEDULE APPOINTMENT WAIT LIST PRIORITY FILTERS 

1. Pick a date and time. 
2. Or Move to Wait List 
3. Press Reschedule 

 

1. Patient priority filter – change to set. 
2. Priority becomes a filter to easily group patients for 

a specific appointment type. 

1. Export Appointments as CSV: creates an export of 
all booked and wait list appointments including: 
patient’s contact details; appointment type & 
time, confirmation of consent, completion date; if 
cancelled; intake form answers. 

Create a regular 6- or 12-month export schedule and save to 
a file location on your computer. CSV files can be opened in 
Excel. 

EXPORT APPOINTMENTS 

1. Press Assign Time to schedule appointment. 
2. Select date and time. Press Assign Time 

 

ASSIGN TIME TO WAIT LIST 


