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Appointment Book icons 

 

 

Clicking on this icon will take you to view 

all surgeries appointment books a day at a 

time 

 

 

To change the Dairy view from ether a one 

dairy view to multiple dairies and back to a 

signal dairy view. 

 

 

Using this will take you to the find a free 

appointment slot screen. From here the 

program will search through ether one or 

multiple dairies to find a free slot for the 

amount of time you have requested. 

 

 

This will take you to a monthly view of a 

surgeries dairy, to help you find free 

appointment times. When you find the date 

and time you require double clicking on it 

will take you back to that day for you to 

book an appointment. 

 

 

This is used to book an appointment. First 

find the date and time you want to book 

then click on here to book the 

appointment. Or you can double click on 

the time you want and book the 

appointment that way. 

 

 

This icon will add in a text slot first find 

the time you want to take out of your dairy 

then click on the icon. Or you can right 

mouse click on the time and select new 

text slot. 

 

 

This icon will open the cancel or delete 

menu, for you to cancel appointments. Or 

you can right mouse click on the 

appointment and select cancel delete. 

 

 

 

 

This icon will let you change a surgeries 

work times for a day. It also as restricted 

access so you may not be able to use it if 

your system administrator has not given 

you rights to use it. 

 

 

This icon takes you to a patient’s 

appointment, from here you can see all the 

appointments that a patient has had, 

cancelled, DNA or has pending. 

 

 

This icon lets you set a patients preferred 

times.  

 

 

Click on here to go to search for a patient. 

 

 

Clicking on here will take you to view the 

patient’s information, but only view you 

can not amend from here. 

 

 

This icon is to add a new patient to your 

database. 

 

 

This icon takes you to the patients file, 

where you can view, change or delete 

information. 

 

 

This icon takes you to the patients 

financial information  

 

 

This icon takes you to the patients chart. 

 

 

 
 

To move around the Diary.  

Today = today’s date and time 

<w Back a  weeks 

<d Back A day  

d> Forward a day 

w> Forward a week 

3> Forward 3 months 

6> Forward 6 months 

 
Add Diary Notes 
 

You can add a note to a diary for that day to remind you 

of anything. 

 

 

 

This icon takes you to a list of patients that 

are due in today. From here you can make 

them as waiting will only show pending 

appointments. 

 

 

This icon takes you to a list of patient that 

are due to check out. Will only show 

patient that has been marked as left 

surgery. 

 

 

This icon will move a patient onto the next 

stage. If they are pending it will move 

them to waiting, from waiting to in 

surgery, from in surgery to left and then 

onto check out. 

 

 

This icon takes you to all your days 

waiting list and will show ever patient at 

each stage and for all surgeries. 
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Add a New Patient 

 

From either the PATIENTS RECORD or 

APPOINTMENT BOOK click onto CREATE 

SKELETON icon, fill out the Surname, Forename, 

D.O.B and Dentist (telephone No. is optional) click 

on SEARCH and if no records have been found 

click on CREATE SKELETON. 

 

If adding on a Family member it is easier to add 

them from the PATIENT RECORD card as it will 

ask you if you want to carry over the details from the 

patient selected, this will carry over the address 

details and automatically group the patients together. 

 

Amend a Patient Record 

 

Open the PATIENTS RECORD, click into the area, 

which needs amending, and change the appropriate 

item(s) then click APPLY. 

 

Complete a Patient Record 

 

This will need to be done prior to the patient going 

into surgery – Find the patient and then go into the 

PATIENT RECORD, fill in the patients; TITLE, 

ADDRESS, D.O.B (if previously entered as 

fictitious date) click on APPLY.  If the Patient is to 

be treated under the NHS click on SCHEMES and 

select the patient type (i.e. registered or occasional) 

and select the patients EXEMPTION status and 

then click APPLY 

 

 

 

 

Appointment Book 

 

Make an appointment 

 

Select the required patient, double click the desired 

space in the appointment book, or highlight the 

space and click on the ADD APPOINTMENT 

icon, then complete the relevant information. 

 

Double Booking 

 

Double click on the appointment time that you wish 

to double book, click on the PATIENT button to 

select the patient that you wish to book in, select the 

patient, and choose the correct treatment type (i.e. 

Emergency – Pain) and then click DOUBLE 

BOOK. 

 

Create a text slot 

 

RIGHT CLICK on the desired space in the 

Appointment Book and select NEW TEXT SLOT, 

fill out the relevant information and then click OK. 

 

Cancel an Appointment 

 

Find the patient concerned and then go into either 

the APPOINTMENTS TAB or PATIENTS 

APPOINTMENTS from the VIEW menu, 

highlight the appointment and then click on “Jump 

to Book”, this will allow the User to view nearby 

appointments (there may be other family members 

booked in with separate appointments) cancel the 

appointment and select the reason.  Repeat for any 

other appointments to be cancelled. 

 

Mark a patient as DNA (Did Not Attend) 

 

Highlight the patient on the Appointment 

Book then click on the CANCEL 

APPOINTMENT icon and select DNA. 

The patient will stay in the diary to show 

“lost” time and will remain on the relevant 

Waiting List at the end of the list with the status  

of “Did Not Attend” 

 

Check Patients In 

 

Click onto the left had folder, click on the patients 

name and then click on WAITING. 

 

Check Patients Out 

 

Click onto the Middle Folder icon, click onto the 

patients name and then click on CHECK-OUT, if  

the patient wishes to purchase the recommended 

sundries, select item then  SELL SUNDRY 

Click onto PATIENT FINANCES to see if the 

patient owes money and why, click on TILL and 

then choose the method of payment, tick if you 

want a receipt and choose PAY & EXIT, then click 

on close.  If the clinician has requested  

further appointments click on Paste into Diary 

confirm appointment with Patient then click on  

PRINT APPT CARD if required. 

 

 

                         

                                                                                                                                                                                                                  


