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Appointment Module 
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Creating an Appointment 
 
•Single Left Click on the Appointment Module on the tool bar 
 

 
 

 
 
 

•After verifying you have the correct date, Single Left Click on the requested time. 
Complete the pop up box by entering the patient’s last name and all info required.  After 
completion, Single Left Click on Save. 
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Deleting an Appointment 
 
 

•Single Left Click on the 
appointment. A window will 
appear offering several 
options, Single Left Click 
on Erase Appt.  Another 
window will appear to 
confirm, Single Left Click 
on Yes. 

 

 OR 

 
•Single Right Click on the 
appointment, a drop down menu 
will appear and Single Left Click 
on Erase Appointment. A 
reminder will pop up advising 
that you can not retrieve the 
appointment. Single Left Click 
Ok.
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Rescheduling Appointments 
 
 
 
 
 
 

•Single Left Click on the 
appointment and Single 
Left Click on Cut.  Go to 
the rescheduled 
appointment time and 
Single Left Click.  Choose 
Paste by Single Left 
Clicking. 
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Marking Appointments as Cancel/No Show and 
Marking Arrival Time 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

•To mark the arrival time of a 
patient, Single Right Click on the 
appointment and then Single Left 
Click on Patient Arrived.  You can 
also unmark Arrival Time by 
Single Right Clicking on the 
Appointment and Single Left 
Clicking on Undo Arrived. 

•To mark an appointment 
as Cancel/No Show, 
Single Right Click on the 
appointment and then 
Single Left Click on 
Cancel/No Show. 
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Printing Appointment List 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

•In the Appointment 
screen, Single Left 
Click on Print and 
choose the report by 
Single Left Clicking on 
the report you choose to 
select.  The report will 
appear on your screen 
and Single Left Click on 
Print. 
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Printing Single Encounters / Super Bills / Fee Slip 
 

 
 
 
 
 
 
 
 
 
 
  
 
 
 
 

 
 
 

 
 
 
   
   
 

 
 
 
  
 
 
 
 
 
 
 

•To print a single ticket, Single Right 
Click on the appointment and Single 
Left Click on Print Encounter. 

 

•Single Left Click on 
Print.
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Printing Multiple Encounters / Super Bills /Fee Slips  

•To print all of the 
tickets for the day, 
Single Left Click 
on Print and Single 
Left Click on 
Ticket Tracking. 

•Single Left Click 
on Ticket Tracking, 
top right of the tool 
bar. 

OORR  

•Single Left Click on 
Generate and Single Left 
Click on OK twice.  
Single Left Click on 
Print.
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Provider Appointment Setup 
 

 
 
 
 
 

 
 
 
 

 
 
 
 
 
 

 
 
 

 
 
  
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 

•Single Left Click on 
Appointment in the upper 
left.  Single Left Click on 
Provider Appointment 
Setup. 

•Single Left Click on 
the drop down to select 
the Provider.  Single 
Left Click on New.  
Complete each heading. 
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Appointment Columns 
 
 
 
 
  
 

•Single Left Click on New.  
Type in Description.  Single 
Left Click on Close.

•Single Left Click on 
Appointment in the top 
left side of the tool bar.  
Single Left Click on 
Appointment Columns. 

•Single Left Click on New. Enter 
Column Name and display order.  If you 
send email reminders Mark the column 
that would have email reminders.  Single 
Left Click on Close. 
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Appointment Status Setup 
 
 
 
 
  
 

•Single Left Click 
on Appointment in 
the top left side of 
the tool bar.  
Single Left Click 
on Appointment 
Status Setup. 
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Reason Setup 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 

•Single Left Click on 
Appointment in the upper left 
hand side of the tool bar.  Single 
Left Click on Reasons Setup. 

•Single Left Click on New.  
Enter Reason & Minutes.  
Single Left Click on the 
box of colors by New for a 
list of colors.  Single Left 
Click on Close. 
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Configuring Ticket Module 
 
 
 
 
 
 
 
  

•Single Left Click 
on column header.  
Select values and 
Single Left Click on 
Save. 

Note: Columns are configured separately.  


