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View Calendar & Manage Appointments 

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 Today’s 
appointments 

 

This gives you an overview of today’s list with the option to view the details of each appointment 
and arrive or DNA the user along with contact details, once arrived or DNA’d this will show in the 
slot. The current appointment slot is highlighted in salmon pink. 
 

 

Click on the View detail 
button for an appointment 
slot  
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The details recorded in that 
appointment slot will display 
with the details of the first 
patient. To select other 
patients in that slot, click on 
view to the right of the 
patient name 

 

Select the appropriate 
option for the patient to 
mark as Arrived, (Seen 
once Arrived has been 
selected) or Did not arrive 
and click on Close 

 

You are returned to the calendar and the selections made will be displayed 
 

 

After selecting the Service 
and Clinic you can click on 
View Calendar  
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This is the recommended view for admin staff as more detail is available on this screen. Red slots 
are unavailable for bookings as these are dates and times in the past. Yellow slots denote the 
segment is fully booked. Green slots are available slot that can be booked either by the public or 
internally from this screen. 
 

 

Click on to a time slot to 
view details about the 
appointments booked in to 
the slot. If there are 
appointment times left in 
this slot you will be able to 
Add a new appointment. 
You are also able to Cancel 
all in this time segment 

 

Click on view against the 
name of a patient to record 
Arrived, Seen and Did not 
arrive, Cancel 
appointment or add an 
Optional note (click on 
Save note if you have 
added a note before 
closing) 

 

Click on Close 
 

 


