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Step 1
Select Scheduler from the toolbar or click the Scheduler icon.

Viewing an Appointment Summary

Note: Each patient appointment block contains: the patient’s name, age, and 
gender; appointment provider; and attached services and/or appointment notes.
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Step 2
Hover over an icon in the appointment to view: a confirmation or same-day 
status; responsible party type; preferred language; insurance eligibility status; 
medical alerts; lab tracking information; and new patient placeholder.

Note: The insurance icon changes color depending 
on the patient’s insurance eligibility.

It will be green if the patient is eligible for insurance, 
red if they are not eligible, and gray if their eligibility 

status is unknown. The insurance icon will not be 
present for patients without insurance.
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Left-click on the appointment block to open the appointment details window.

Viewing Appointment Details



6Understanding Appointments

A pop-out window will open, containing: the patient’s name, age and date of birth; telephone numbers; current 
and preferred provider; responsible party type; preferred language; appointment time; procedure details; when the 
appointment was created; who created the appointment; when the appointment was last modified; and estimated 
patient responsibility for services linked to the appointment.
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The status grid shows the scheduled date and time of the appointment, when it was confirmed, when it was made 
available and when the status was set. There are also timestamps showing when the patient arrived and when the 
patient was taken to the clinical area. Any upcoming appointments for this patient, and any same-day family/account 
member appointments appear below the status grid.

Note: Move the mouse away from the highlighted appointment to close the appointment details window.
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Editing an Appointment

Step 1
There are multiple ways to open the Add/Edit Appointment window:

Option 1
Right-click on the appointment, then select Edit.

Option 2
Double-left click on the appointment. 
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Step 2
Make any necessary changes such as updating production type, appointment duration, adding an appointment note or 
modifying existing services attached to the appointment. 

Note: Treatment planned procedures that are deleted from the appointment are not deleted from the treatment plan.
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Step 3
Click Save.

The appointment has 
now been edited.
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Updating the Appointment Status

There are multiple ways to apply a status to an appointment:

Option 1
Click on the appointment and select the required status icon.
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Option 2
Right-click on the appointment, hover over Set Status, and choose a confirmation status and/or a same-day status:
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Confirmation statuses that can be applied to an 
appointment are: Scheduled, Confirmed, Un-Confirmed 
or Left Message.

Same-day statuses that can be applied to an 
appointment are: In Reception, Available, In Operatory 
or Checked Out.

Note: After check-in, the patient’s appointment status will be changed to ‘A’ for ‘Available’, signaling to the clinical team that the patient 
is ready to be taken to the operatory. Once in the operatory, the status of the appointment will be changed to ‘O’ for ‘In Operatory’ by the 
clinical team member. After checking out with the front desk, the patient’s appointment status will be changed to ‘H’ for ‘Checked Out’.
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If a patient has missed an appointment, left-click on the appointment and select the Missed icon.



15Understanding Appointments

Note: Appointments marked as missed will appear on the schedule with a strikethrough and will 
remain on the schedule. The history of the appointment will be retained in the patient’s record.
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To cancel an appointment, left-click on the appointment and select the Cancelled icon. 
In the dialogue box, enter any cancellation details in the cancellation notes and/or 
select a cancellation reason, then click Yes to cancel the appointment. The appointment 
will be removed from the schedule. 

Note: Cancelled appointments will be 
added to the cancelled appointment list.
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A status has now been viewed or applied to an appointment.
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Viewing a Medical Alert

To view a medical alert, click on the red cross icon on a patient’s appointment.


