Calendar Diary quick overview
The calendar dairy is the easiest and quickest way to view, make and cancel appointments.

1. Access the calendar diary

To access to calendar dairy go to the Podiatry menu\maintain appointments\calendar dairy, or you press control and C.
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2. Find a Patient
To find a patient all you need to do is to press the find list button
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The areas that are shaded are what you can search on. If you were trying to find Mr Jobling, you would just type Jobling in the surname box and press OK (if you were trying to find a Mr Smith or a Mr Jones you could narrow the search by using the surname and the first line of the address)
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You would then  double click on the patient you want.

This will then put the patients details in the top section of the screen.
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3. To view a patients appointments
Press the View appointments button.

This will show you list of all appointments that the patient has, if you want to cancel the appointment, double click on the appointment.
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To book an appointment
If  you  want to book an appointment, first find you patient so the details are in the top section of the calendar diary, if they are not already there.

Then you need to select the correct clinic from the drop down list.
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Then click on the clinic you want.
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Now you have the correct clinic selected it time to book the appointment.

Providing you have enough diary sheets inserted, you could  select the month then the day then press the book appointment button 

The easiest way to find empty appointment slots is by using the next available button.

After pressing the next available button and finding a suitable slot, you would then press the book appointment button, then click in the empty box next to the time.
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If you make a mistake just press the cancel button then double click on the cross next to the time.

The system will then prompt you, and ask for a reason, just double click on the appropriate reason e.g. booked in error. Then you can find another free appointment slot and rebook the patient in there.
Other Buttons
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Change month buttons

Change Day Buttons

The today button will being you back today 


You can next and back   through appointment diaries





Jump weeks ahead





Select clinic drop down list








