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Appointment Scheduler – Making an Appointment  

Open the Appointment Scheduler (AS): 
 
 
 
 
 
 
 
 
 
 
 

OR  

Select Short Cut Key (F12) Type in Menu Id: 
 
 
 
 
 
 
 
 
 

AS and enter  

To open the Appointment Entry menu:  

a. Right click on the appointment time and select "Create Appointment": 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

OR  
b. Double click on the appointment time  

OR  
c. Select Short Cut Key (F12) and type in the menu Id "AE"  

The Appointment Entry screen will appear 
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The Appointment Entry menu (AE) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• An appointment entry ID for tracking will automatically be assigned.  
• In the patient field, type in the patient's Id # if known, if you do not know the patient's Id # click on the ellipse 

and you will be brought to the Registration and Related Information screen  
• Double click on the patient in the Registration Lookup, or click on the name then click "Select"  
•
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• The patient’s registration information will default back to the Appointment Entry screen  
• Complete the Reason for Visit/Chief Complaint, this will print on the scheduler report.  
• Click on the ellipse next to Appt-Type to select the appointment type. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

•The default Appointment-Type duration can be edited at the appointment level if necessary.  
•Additional appointment specific staff or resources (e.g. Medical Assistant, EKG machine) can also  

be allocated from this screen.  
•You can enter additional comments if necessary but these do not display on the schedule.  
•Click on the save button (bottom right hand corner)  
•After the patient's chart has been pulled, reopen the appointment and put a check mark in the C/Pulled box.  
•Appointment details are displayed when the mouse hovers over the appointment in the AS.  
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• Edit Appointment:  
Double click on the appointment OR right click on the appointment and select "Open Appointment",  
make changes and SAVE.  

• Change Appointment Day / Time:  
Left click on the appointment, hold the left mouse button down and drag the appointment to the desired  
time / date. Release left mouse button.  

• Schedule Repeating Appointments:  
Example: Schedule a patient for a 10am appt every MWF for 4 weeks  

1. Right click on the appointment, select copy  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. Right click on the next scheduled Day / Time (in this example Wed at 10am) and select paste  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
3. Contine to right click on next scheduled Day / Time and select paste until the appointment has  

been scheduled the required number of times.  
•Tip: Use Calender Arrows to move backward/forward from month to month.  

While in "Week" view mode, click on the week on the Calender to move from week to week. 
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•Change Appointment Status 
Right click on the appointment, select change status, click on the appropriate status 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

•Delete an Appointment  
Open the appointment, at the bottom of the Appointment Entry screen, click on Other Actions, 
click Delete Record
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Print Daily Appointments  

Reports \ Appointments \ Appointment Day Sheets (ADS) 
 
  
 
 
 
 
 
 
 
 
 
 

OR 
Select Short Cut Key (F12) 

Type in Menu Id: 
 
 
 
 
 
 
 
ADS and enter  

•Enter the schedule date that you would like to print in the Scheduling Date From and Thru. 
•Check Show All Providers, or select specific Provider(s)  
•Check Show All Resources, or select specific resource(s)  
•Enter the time you would like to start the display at in Display Time From and Thru. 
•Click on the Preview button on the bottom left to preview on the screen or select Print. 
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Appointment Day Sheet Preview  

•Tip: Use Print Setup to select printer, adjust page margins, change Portrait/Landscape orientation 
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Printing Reports from the Appointment Scheduler  

•Right Click on the Day column header to bring up the report menu. These reports will include all information  
for all appointments, for all providers and all locations for that day. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

•Right Click on the Provider column header to bring up the report menu. These reports will include all appt  
related information for that provider on that day. The provider record can also be accessed from this menu.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

•Right Click on the Facility column header to bring up the report menu. These reports will include all appt  
related information for the facility for the provider in the same column on that day.  
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