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Direct Booking Appointments in Symphony 
 
1. Select the patient on the tracking grid 
 

 
 
2. Select the site drop down e.g. St Richard’s ED 
 

 
 
3. Select the required clinic (example below) 
 

 
 
The clinic displays with the slots on the left and the time in the Book column. 
 
4. In the first column, double click a blank coloured slot next to the time to book into this 
 

 
 
When the patient arrives for their appointment, you will need to Arrive this. 
 
5. Select the patient 
6. Select the Arrival DEP 
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Arrival Date and Arrival Time are displayed - these can be back dated if required. 
 

 
 
7. Click on Finish 
 

 
 
Arrival time now shows in the Arrive column. 
 

 
 


