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Appointment Management
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1. Open the New Appointment screen:

• click + in the top right corner of the 
menu bar > New appointment

or

• double-click a timeslot in the 
appointment book.

2. Send the demographic information 
form to the Patient to fill out.

3. Enter the appointment date, time, 
and provider.

4. Click to link or create a condition.

5. Click if the Patient would like to be 
added for the waiting list for an 
earlier appointment.
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Right-click on the appointment > Edit appointment/Cancel appointment.

Or

Left-click on the appointment to display the Appointment information screen > Edit/Cancel.




