
Schedule an Appointment 
 
1. To schedule an appointment, use the New Appointment icon on the right  
    side of the Appointment Book or double click in the slot where you'd like to  
    place the appointment. 
 

 
 

2. Confirm the date and start time of the appointment, then choose the  
    patient from the drop down. You can scroll to find the patient, or begin to 
    type the patient's name to locate the patient.  
 

 
 

 
 
 



3. For a brand-new patient not yet added to the database, use the Add  
    Patient button to enter the patient's details and create an account.  
    Be sure to Save once you’ve entered the new patient information.      
    Required information is marked with a red asterisk. Once saved, you will be  
    able to create their appointment.  
 

 
 
4. Next, choose the zone for the appointment. 

5. Choose the type of appointment for the patient, choose the provider and if  
     necessary, adjust the duration of the appointment. 
 

 
 
 
 
 



6. To add a note to the appointment, use the Note icon to the left side  
    of the appointment window. OK will save your note.  
 

 
 

7. The icon turns gold to indicate a note. 
 

  
     
  



 
8. To add another appointment for the same patient on the same day,  
     click Add Additional Appointment. 
     This next appointment will begin just after the first appointment ends.  
     Click into the drop down for the zone, the type of appointment, the  
     provider, and again adjust the duration. 
 

 
 

9. If you’d like a buffer between when the first appointment ends and the next  
    appointment begins, use Add Gap to place the appointments on the       
    calendar. 
    Click Save. 
 

 


