BASIC APPOINTMENT FEATURES

PRACSOFT
MAKING APPOINTMENTS
. T PracSoft i 342b:1-5 - [Day View]
e Open the appointment book screen |a- e
e Select the doctor, date and time for the BT @ F (@] [ esmmmias 5] [ ] [ raen
appOIntment Time IF - Surgery [DR. 1. FEELGOOD ] % AP - Surgery [Dr. A. Practitioner ]
) |f a regular patient type a few |etters of their name b 9i00aM ANDREWS, MALREEN (MALREEN), 5182 5634 DILLON,JOE
A 115 ANDREWS, MAX (MAX), 9123 4567 DOMMNELLY,GEORGE (GEORGE), 234 6789
and Select from the ||St 30| Andrews,John (John), 9123 4567
145 SCHETM, CAROLINA K.
e Confirm address and date of birth if necessary I00M ALK J0CIE CCDIE), 4567650
B Baker, Stephen (Stephen), , STRUTHERS,DALTON K

e If a new patient type in name and phone number in
the appointment slot
e For alonger appointment highlight the full time slot required and enter details
e To change a single appointment to a double appointment make the appointment again in the next

timeslot. Add / Repeat Recurring Appointment [BASE TIME = 09:00 AM | =
Cptions
RECU RRI NG APPO I NTM ENTS Practitioner: Appointment list:

IF - Surgery [DR. [ FEELGOOD ] |+ [ 2011 9:00 AM

e Highlight a patient’s existing appointment From: e
e Select appointment > add recurring appointment e o
e Add details of doctors, dates and frequency of appointment 2stoefz0iL I e aait 510 A

Every: 21-Jun-2011 9:00 AM

e Click process and print a list of appointments for the patient :

el —

SEARCH / FIND APPOINTMENTS
e Select appointment - find appointment ( or F2) e
e Enterrelevant dates and patient name Caterange:  |305jz011  |w| |17/05j2011 [
° Click search Searchfor: | GNDREWS,MALREEN
e Highlight and amend / delete / print appointment if required (@ Linked patent sepeiirert

Find Appointment

() dppointment test

Appointment bext search options
DELETE APPOINTMENT

e Select the appointment

¢ Right click and select single delete (or press delete button) boete rome

(NB: delete or press shift+delete if deleting a long appointment) Search results:

0 011 @ UREEN (MALREEN), &f

e Enter reason for cancelling appointment and yes to confirm. LL/OS(EDI] SODAM I Suwgery  ANDREWSMALREEN (MAUREEN), &
17/05/2011  :00AM IF Surgery  AMDREWS,MAUREEM (MAUREEN), &

CHANGE APPOINTMENT TIME
. ‘i PracSoft Appointments 3.12b : 1 - Surgery - [Day View]
¢ Select the appointment F et ] e mm s
e clickeditct | g e T T
paste  Shift+Insert _— —
e click on the new appointment time
o click edit »paste

Edit Appointment Types

Custom appaointment types

PRINT APPOINTMENTS Appointment Type 1 (RESERVED): |Standard
e Select main menu => print 7 hppaintment Type 2: Vaccinatian
H . = Appointment E 3 rocedure
e Select options for doctor, patient, date etc pertmen Tape s 2
1 73t Appaintment Type 4 Home Yisit
L Print list By Appointment Type 5: Seript
& Appointment Type 6: Dressing
APPOINTMENT TYPES ! Appointment Type 7: Obstetrics
. E3 Appointment Type: 8: Emergency I
* SeIeCt the app°|ntment | Appointment Type 9: Blood Test
¢ Right click and select appointment type B #poitnent Type 0; bl TestFasing
PY A||0cate appointment type ' Appointment Type 11: Acupunckure
9 Appointment Type 12: Pap Smear
i Appointment Type 13: Elood Pressure
MOVING PATIENTS AROUND THE PRACTICE X Appatnert Type 14 eath Asssssment
e  Ctrl+ W or main menu ->waiting shows patient in the waiting room (blue) ¥ daportner Toe 1 Cﬂ'*'l"‘*”“*“‘”
2 Appointment Type 16: Recall

e  Ctrl +1 or main menu =in consult opens patient in MD (red writing)
]
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