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Book an Appointment Slot 

Click on Proceed in the 
View Calendar section  

Select the clinic that you want to view: 

a. Select Service from the 
Filter will reduce the clinic 
list 

 

b. Select the clinic to edit 

 

Click on View Calendar 

 

Select the time slot that you 
want to book a patient into 
and select Add a new 
appointment  

Complete the patient details 
and click on Save 

 

If the patient or visitor has an email you can book on this occasion but would be a good point to 
signpost them to the public site for future bookings 
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Book an Appointment Slot 

The Appointment details will 
display. Add any other 
details such as an optional 
note (ensuring that you 
select Save note) and 
finally click on Close 

 

The appointment slot will 
change to reflect the 
number of appointments 
booked and the number of 
free appointments in that 
slot 

 

 


