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Access the Appointment Book 
 
1. Access the Appointment Book using one of the following options: 

 
a. Click Appointment Book from the Homepage 

 

 
 

b. Click Appointment Book from the Quick Access Toolbar (if configured) 
 

 
 

c. Click EMIS menu, select Appointments and click Appointment Book 
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Appointment Configuration ï Organisation Options  
 

1. Click Appts Config 
 

 
 
The Appointments Configuration will display and the Organisation Options are listed on the 
left. 
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General 
 

1. Click Organisation Options ï select General 
 

 
 

2. Set the Maximum number of slots to create (list / untimed sessions only) 
 
3. Set the default slot timings 

DNA Management 
 
1. Select DNA Management 
 

Note: This will allow you to automatically mark a patient as a Did Not Attend based on your 
practice preferences  

 
2. Tick to Enable automatic DNA 

 
3. Type in the number of minutes to Mark as a DNA if the patient has not attended their 

appointment 
 

4. Type in the number of DNAôs to then generate Patient Alerts 
 

5. Additional DNA reason codes can be added by clicking the Search magnifier and finding the 
relevant option in the list of DNA codes 
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6. The x can be used to delete a selected DNA reason from the list 
 

7. The arrows can be used to move a selected DNA reason up or down the picking list 
 
8. If you require a different Default DNA Reason, select the required option and click Make 

Default 
 

 
 

Reasons 
 
1. Select Reasons 
 
2. There are two tabs: Booking Reasons and Cancellation Reasons 
 

 

3. Select Booking Reasons and click Add to add new reasons 
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4. Type in a Reason and you can also set a Duration if the appointment requires a longer time 

than your default duration, click OK 

 

Note: Staff may find it useful if they can see the required duration in the list of reasons. 

 

5. Select a reason and click Edit to amend a reason  

 

6. Select a reason and click Delete to remove a reason from the list 

 
7. Select Cancellation Reasons and click Add to add new reasons 

 

 
 

8. Type in a Reason and click OK 

 

9. Select a reason and click Edit to amend a reason  

 

10. Select a reason and click Delete to remove a reason from the list 
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Slot Types 
 

1. Select Slot Types 

 

 
 

2. Click Add  

 

3. Type in the Name ï tick to make it a Bookable Slot ï select the Status Type e.g. 

Appointment or Telephone ï select an Embargo Type if required ï select Colours ï type in a 

Slot Alert if you require a message to display when booking this slot ï tick to Allow auto DNA 

ï tick to Send Notification if required ï Select an Icon ï click OK 

 
 
4. Select a Slot Type and click Edit to amend 

 

5. Select a Slot Type and click Delete to remove a slot type from the list  
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Session Holder Filters 
 
Session holder filters are used to filter the appointment book to view a specific set of staff e.g. 
Doctors. 
 
1. Select Session Holder filters  

 

 
 

2. Click Add Session Holders and Lists  

 

 
 

3. Type in a Filter Name and click the Search magnifier 

 
4. Search and double click the staff members to add to the Selected Items section 

 

5. Click OK 
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6. Click Add Session Categories 

 

Note: Session categories are used to filter the appointment book to view a specific category 

e.g. Baby clinic as the staff running the clinic may vary. 

 

See Session Categories to add new 

 

 
 

7. Type in a Filter Name and click the Search magnifier 

 
8. Search and double click the Categories to add to the Selected Items section 

 

 
 

9. Click OK 

 

10. Select a Filter and click Edit to amend  

 

11. Select a Filter and click Delete to remove  
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Embargo Types 
 
Embargoes are used to prevent booking too far in advance or for urgent/on the day appointments 
 
1. Select Embargo Types 

 

 
 

2. Click Add  

 

3. Type in the details for how many Day(s) before and a Specific/Relative time for the embargo 

to lift  

 

4. If required you can select use specific colour when embargoed to highlight the embargoed 

slots on the appointment book  

 

 
 

5. Click OK 

 
6. Select an Embargo Type and click Edit to amend 

 

7. Select an Embargo Type and click Delete to remove from the list 
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Opening Times 
 
1. Select Opening Times 

 

2. Tick Specify Opening and Closing Times 

 

3. Highlight the Start Time/End Time by dragging the mouse over the times to highlight and type 

in as required for each day of the week  

 

 
 

4. Click the Plus if you require an additional Start Time/End Time for the day e.g 08:00 - 11:30 

and 14:00 ï 20:00 

 

 
 

5. Tick the Closed all Day box if the practice does not open at all on any of the days 
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Session Categories 
 
1. Click Session Categories  

 

Note: Session categories allow you to create pre-defined list and non clinical session 

templates. Non list would be a timed appointment session, list would be untimed appointment 

session. 

 

 
 

2. Click Add 

 

 
 

3. Type in a category Name and select Associate with List or Non-List session types 

 

Note: Lists are not assigned to a specific staff member/session holder. 

 

4. Click OK 

 
5. Select a Session Category and click Edit to amend 

 

6. Select a Session Category and click Delete to remove from the list 
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LED Screens 
 

1. Select LED Screens 

 

Note: LED screens are usually configured by the NECS engineer if they are installing/setting 

up on site. 

 

 
 

2. Click  Add to add a new LED Screen or Edit to amend an existing screens details/messages 

 

3. Type in a Description and Service Identifier 

 



  
 
 

 

Telephone: 0300 555 0340    15  Email: necs.servicedesk@nhs.net 

4. Add Hang Time and Queue Time as required for the messages on LED screen 

 

5. Tick Beep when sending a patient in if required  

 
6. Click Add or Edit to add or amend Messages of the day to display on the LED screen and 

add all details required 

 

 
 

7. Click OK 

 

8. Select Computers using this LED Screen 

 
9. Click Add or Edit to add or amend a computer using the LED screen 

 

 
 

10. Click OK 
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11. Click Add or Edit to add or amend an Alias 

Note: An Alias is used to show the name of the clinician/session holder e.g. Dr Ridley instead 
of Chris Ridley. 
 

 
 

12. Click OK 

Organisation Templates 
 

1. Select Organisation Templates 

 

 
 

2. Search or select the default Booking Template e.g. Appointment Slip if you print out 

confirmation/appointment slips 

 

3. Search or select a default Cancellation Template e.g. Clinician Unavailable Cancellation 
Letter, if you print letters to advise an appointment has been cancelled 

 

Session Location Filters 
 
Session location filters are used to add the sites the practice may have e.g. branch sites, this will 
allow appointment sessions to be allocated to a particular site 
 
1. Select Session Location Filters 

 

 
 

2. Click Add or Edit to add or amend locations  
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3. Type in the Description and search and select the Location 

 

4. Click OK 

Notification Reminders 
 
Notification Reminders are Emis SMS text messages which can be sent to a patient automatically 
to remind them that they have an appointment booked. 
 
1. Select Notification Reminders 

 

 
 

2. Type in the number of days before appointment you require to Send notification reminder 

Session Header Colours 
 
If the practice has different sites, different colours can be used to differentiate between the sites, 
this can also be used for different session types e.g. home visits 

 
1. Select Session Header Colours 
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2. Select Location or Session Types as required 

 

Note: Practices with more than one site generally prefer to set colours by Location. 

 

3. Click Add or Edit to add or amend a Location colour, alternatively click Edit to amend the 

colours on Session Types  

 

4. Select a Session Header Colour and click Delete to remove from the list 

 

   

5. Click OK 

 

6. Click OK to the Appointment Configuration box 
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Appointment Sessions 
 
Appointment Sessions can be set up to apply automatically using Recurrence if the Session is 
held on a regular basis with the same clinician e.g. the Baby clinic ran by the Practice Nurse every 
Thursday and she has other sessions that may change week to week for Chronic Health Reviews, 
Triage sessions etc. 
 
Appointment Sessions can also be added to Week Templates.  

Creating a Session Template 
 
1. Click EMIS, hover the mouse over Appointments and select Appointment Book 

 

 
 

2. Click Create Session 
 

 
 

The Create Session Template dialog box will display 
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3. Add the required information in each section as follows: 
 
a. Session Name: Create a name for this template. e.g. GP Friday am 
b. Session Type: Click the dropdown and select Timed/Untimed Appointments. You could 

select list or non-clinical session if you wanted a rota that was not limited to the number of 
appointments or if the session was for other duties rather than patient appointments 

c. Start Date: Use the calendar to select the date you want the appointment session to start 
d. From: Select the time you want the appointment session to start 
e. To: Select the time you want the appointment session to end 
f. Slot Duration: Select 10 minutes using the arrows 
g. Session Category: Select the appropriate session category ï select Default Non-List 

Category if necessary 
 

Note: The Session Preview updates as you add in these details. 
 

 
 

h. Hide from Patient Facing Services and Diary: Use this with caution as this would stop the 
booked appointment from showing in the Patients online access and the Diary for 
confidentiality purposes 

i. Notes: Any notes associated with the session can be entered here. Any notes added will 
show on the session header 

j. Location: If you have more than one site, you should select the location the rota will be 
based at; this will make searching for that rota easier for members of staff who are booking 
appointments 

k. Service: If you require the rota to be linked to a service, select the service 
l. Recurrence: Set the appointment session to automatically be applied daily, weekly, 

monthly, up until a certain date etc. this can be set by selecting Define and selecting the 
required options 
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Note: If any appointment slot changes are required, the Session Preview section can be used 
to change type, add embargoes, mark as urgent, blocked or EMIS access bookable. 

 
4. Right click over the slot, or drag the mouse to highlight multiple slots and right click, select Slot 

Properties  
 

 
 
5. Select the required options for Slot Type, Embargo etc. and click Apply and Close 

 

 
 
If changes are required to the slot duration, use the Session Preview to Split, Merge and 
Delete 
 

6. Right click the required slot(s) and select as required, Split Slot, Merge Slots or Delete 
 

     
 

7. Click Session Holders 
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8. Click Add 
 

 
 

9. Type in the name and Search 
 

 
 

10. Double click on the required name to select the staff members name to add to the Selected 
Items below 
 

11. Click Add 
 

12. Click Save as template if this is to be used again in the future  
 

13. Enter a name if required and click OK 
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Note: You can also create one off rotas or session templates from the Appointments Book 
screen using the create session button on the ribbon. 
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Week templates 
 
Week templates are created for an individual clinician ï based on the individual working set days 
and times e.g. the Health Care Assistant works Monday, Wednesday and Friday mornings and 
Wednesday afternoon every week. 
 
Individual appointment sessions e.g. HCA Mon/Tue/Wed am, HCA Wednesday pm are created 
and then included in the week template. This means that on a regular basis, only the week 
template need be applied and not the individual sessions, saving time.  
 
If a recurrence or week template has been applied, the individual sessions themselves can be 
modified if a clinician is not working a certain day or if they have to change the start and finish 
times of their appointments because of other commitments on any date.  
 
You can create individual session templates and apply these if you prefer, however, it does mean 
that you will have more work managing your appointment system. It is a good idea to identify 
which members of staff have set sessions and which members of staff sessions change regularly 
and then you can decide what is going to work best for your practice.  
 

Creating a Week Template 
 
1. Click EMIS, hover the mouse over Appointments and select Week Templates 

 

 
 

2. Drag and drop the Session Templates over to the days as required 
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3. Preview your week  
 

 
 
4. Click Save Week Template 
 

 
 
5. Type in the Name and add Notes if required and click OK 
 

 
 



  
 
 

 

Telephone: 0300 555 0340    26  Email: necs.servicedesk@nhs.net 

6. The weekly template will now display within the left pane 
 

7. Click New Week Template to create another if necessary and follow the above steps 
 

Adding Week Template to the Planner 
 
1. Click Planner 
 

 
 
2. Click Quick Pick 
 

 
 
3. Type in the staff name required, click Search. Double click to select the member of staff and 

their name will display in Selected Items 
 

 
 
4. Click OK 

 
5. Type in the name of the Week Template required and click Search  
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6. Click and drag the required Week Template across to the relevant week/weeks, and drop 

when the box is highlighted 
 

 
 
7. Right click and select Apply Now. It will display as Existing Sessions 
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Adding Holidays and Closures 
 
Holidays and closures can be added to EMIS and this will prevent Appointment templates being 
added to the closed dates or a staff member on Annual Leave. 
 

Adding Closures 
 
1. Click Holidays and Closures 
 
2. Select Organisation Closures highlight the date on the calendar and click Book 
 

 
 
3. Select the required Start Date and Times, End Date and Times and type in any Notes 

required and click Book 
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Adding Holidays 
 
1. Click Holidays and Closures 

 
2. Select Holder Unavailability 

 

 
 
3. Select the staff member from the Session Holders or type in a name and Search 

 

 
 

4. Highlight the start date on the calendar and click Book 
 

 
 
5. Select the required Start Date and Times, End Date and Times and type in any Notes 

required and click Book 
 

 
 
 


