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There are two ways to access the scheduler:

Option 2
Click the Calendar icon.

Option 1
Select Scheduler from the toolbar.

Accessing the Scheduler
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Note: The scheduler will open in a new window.

Note: Verify the office location is correct once the scheduler is open.

The scheduler has now been accessed.
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There are multiple ways the scheduler can be viewed:

Option 1
Click User Views to select from the customized view(s) of the schedule created by your organization. Select a view.

Changing the View of the Scheduler
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This example shows a customized view of Oh & Hygiene. This example shows a customized view of Hygiene Only.
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Option 2
Click Providers, then choose a provider from 
the dropdown.

Option 3
Click the Daily Appointment View or Weekly Appointment 
View icons.
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Option 4 Step 1
Click the Views dropdown in the toolbar to change to a daily, 
weekly, or quick view (Quick View is chosen in this instance).

Note: Click the Calendar icon with an arrow to 
move the schedule to the earliest start time. This 

is useful for offices with extended office hours.
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Step 2
Click All to show All appointments for All Providers in All Operatories.
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The view of the scheduler has now been changed.
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Option 1
With the scheduler open, use the white left or right arrows next to the current date to move the schedule to the previous 
day or next day.

There are multiple ways to change the scheduler date.

Changing the Date in the Scheduler
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Option 2
Click the Calendar icon and select a date (using the dropdown to specify a month or year if required) or use the 
light blue arrows to move the calendar to the previous or next: week, two weeks, six months, or single month.



13Navigating the Scheduler

Option 3
Click the Starred Calendar icon to return to the current date.

The date in the scheduler 
has now been changed.
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Navigating the Patient’s Record

Option 1
Click on a patient’s appointment in the scheduler, then select the House icon to navigate to the Patient Overview, 
the Tooth icon to navigate to the Restorative Chart, or the Document icon to view their Patient Notes.

There are multiple ways to navigate to a specific area of a patient’s record:
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Step 1
Right-click on a patient’s appointment in the scheduler, hover over Go To, then select an 
area to navigate to (in this instance Patient Overview is selected).

Note: More options are 
available using Option 

2, including the patient’s 
treatment plan, transactions, 

ledger, clinical progress notes, 
email or text messaging, perio 

chart, and X-Ray software.

Option 2
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Step 2
Click Scheduler or the Calendar icon to return to the scheduler.
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Refreshing the Scheduler

Click the Refresh icon in the toolbar.

Note: Regularly refresh 
the scheduler to ensure 

appointment information 
is up-to-date.

The scheduler has now 
been refreshed.


