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Step 1
Click the Scheduler icon in the toolbar.

Step 2
Use the Calendar icon to select the relevant date for the appointment.

Scheduling an Appointment on a Specific Day
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Step 3
Right-click on the timeslot that you would like to use for 
the appointment.

Step 4
Use the radio buttons to accessthe appropriate patient.

Note: The most recently visited patient 
records will show on screen for quick access.  

Note: The use of production types and colors can vary between 
offices. Timeslots on this particular Denticon schedule are color coded:

White – Available,
Gray – Unavailable,

Pink – Emergency appointments
Purple - Consultations
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Step 5
Use the ‘Find Existing Patient’ section 
to set the search parameters.

Step 6
Type the information (for example, 
the patient’s last name) into the text 
box and click Search.

Step 7
Select the relevant patient and 
click Add.
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Step 8
Use the fields on the ‘Add/Edit Appointment’ screen to input the details of the appointment.
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Step 9
Link procedure(s) to the patient’s appointment. There are two ways to do this:

Option 1
Click Tx Plans, select a plan, then 
click Add.

Option 2
Click Quick Add, select a procedure, then click Add Procedure.  
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Step 10
Click Save.

The appointment has now been 
saved and is visible on the schedule. 

Note: Clicking on the appointment 
will reveal further details.
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Step 1
Click the Scheduler icon in the toolbar.

Scheduling an Appointment in the Next Available Timeslot

Step 2
Click the Scheduler dropdown and select Find Slot (New).
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Step 3
Set the parameters using the available fields. 

Note: In the ‘Prim. Prdr. Ops’ section you can hold the 
ctrl key on the keyboard to select multiple Operatories.

Step 4
Click Find Slot and select an 
appropriate appointment from the 
list of search results.
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Step 5
Search for the patient.

Step 6
Select the relevant patient and click Add.
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Step 7
Link procedure(s) to the patient’s appointment. There are two ways to do this:

Option 1
Click Tx Plans, select a plan then click 
Add.

Option 2
Click Quick Add, select a procedure, then click Add Procedure.  
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Step 8
Ensure the appointment duration is appropriate for the treatment and click Save.
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The appointment has now been 
saved and is visible on the schedule. 
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Scheduling an Appointment From a Patient’s Treatment Plan

Step 1
To locate a patient file, type their last name into the 
Search Patient field and click the arrow.

Step 2
Select the patient from the list.
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Step 3
Click the Treatment Plan Entry icon in 
the toolbar.

Step 4
Select the relevant Treatment Plan item(s) and click New Appt.
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Step 5
Right-click on the timeslot you would like to make the 
appointment for, then click Add new appointment. 

Note: You may also use the Find Slot (New) method on Page 9.

Step 6
Select Add to link the selected treatment.
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Step 7
Ensure the appointment duration is appropriate for the treatment, make any other amendments to the appointment 
details as required, and click Save.
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The appointment has now been 
saved and is visible on the schedule. 
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