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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

Quick Launch Menu
Care Record

& summary

« Medication

#

8 Consultations
) Investigations

Workflow

[Z] workflow Manager
Appointments

53 Appointment Book
Registration

£ Registration
Reporting

r‘L‘L Population Reporting

@2 Planner

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

B &HsiEES 83

|1-".ppoi ntment B DDki

41

c. Click EMIS menu, select Appointments and click Appointment Book

ﬁf&ﬁm@ﬁ-‘ﬂ’%}
[ |

& Find Patient
é«b Session *
EJ Care Record 4

-

Appoiniments Modules

Appointment Book
Dizily and weekly sessions

Week Templates

Create and plan sessions

Ej_il ‘workflow 3
3 Planner
L@ Appointments L | Create and plan sessions
Registration s " Holidays and Closures

Y Define organisation closures and
halder unavailability

&

o
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Appointment Configuration i Organisation Options
1. Click Appts Config

@ B 7 & BIs i
| Appointment Book | Week Templates

PO

| = EMIS Web Health Care System - North of Tyne Practice 1 - 23651

Planner  Holidays and Closures | Appointment Reporting | General Practice Workload Tool

| Session Properties m @ ©adey & Privaey ) Refresh ? ;} @ %'

4 Slot Properties { AMOnly **Realloc. List

Fid Book Cancel Patient  _ Day lweek ™ . Location Search  pript | Appis
Slot  _  APpt || Appointments T Create Session View VMiew [JiPMOnly 13 Show Holidays Filtes  Book . Config
Book Appointment Actions Wiew Filters Print Config

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

Crganisation O ptons

General

DMNA Management
Reasons

Slot Types

Session Holder Filters
Embargo Types
Opening Times
Session Categories
LED 5creens
Organisation Templates
Session Location Filters
Motification Reminders

Session Header Colours

Telephone: 0300 555 0340 4 Email: necs.servicedesk@nhs.net
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General

1.

2.

3.

Click Organisation Options i select General

User Options General
General Maximurm slots to create (list / untimed sessions only) 0 = (0 indicates no maximum)
Your Session Holder Filters Minutes to calculate default slot height (Timed sessions onby) 10 =| (0 defaults to 10 minutes)

COrganisation Options

General

Set the Maximum number of slots to create (list / untimed sessions only)

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

Tick to Enable automatic DNA

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

Type inthe numbero f D N Ah&rsgerterate Patient Alerts

Additional DNA reason codes can be added by clicking the Search magnifier and finding the
relevant option in the list of DNA codes

Appointment Bock X
seach

21 search results Related codes
Child not brought - follow up contact attempted EMIS code LS 2
Child not brought - follow up contact not attempted EMIS code E‘”ed encounter
Child not brought to appointment ‘ Child not brought to appointment (finding)
Did not attend CAMHS (Child and Adolescent Mental Health Service) choice appointment Concept ID: 901441000000108
Did not attend CAMHS (Child and Adolescent Mental Health Service) partnership appointment Description ID: 2318571000000117

Selected codes

Code ConceptID Description ID
Did not attend -reason given 185326000 285341015
Patient too late 185328004 285343017

I Patientwalked out 185330002 285345012
Child not broughtto appointment 901441000000108 2318571000000117

Options oK Cancel

Telephone: 0300 555 0340 5 Email: necs.servicedesk@nhs.net
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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

DNA Settings

Enable automatic DMA (uses default DNA reason)

Mark as DNA when the patient has not arrived for mins. after the start time of the slot.

Patient Alerts
To generate a patient alert a patient must have DNA'd in the last Years ~

DMA Reasons

Did not attend - no reason (Defaul) 34
Did not attend - reason given )
Patient too fate %

Patient walked out

Make Default

Reasons
1. Select Reasons

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

Reasons

Booking Reasons  Cancelation Reasons

€ Add.. J Edit

Reasons

1st Childhood immunisations 20 mins
Asthrma Annual Review 20 mins
COPD and Asthrma 30 mins

Medical 45 mins

Pain management

Smear 15 mins

Travel 20 mins

3. Select Booking Reasons and click Add to add new reasons

Telephone: 0300 555 0340 6 Email: necs.servicedesk@nhs.net
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Reasons

Booking Reasons  Cancellation Reasons
€2 Add.. # Edit J€ Delete

Reasons

1st Childhood in
Asthma Annual| Reason |NHS Health Check 20 ming|

COPD and Asthl . - minutes

Medical 45 mins

Pain manageme Cancel

Crmaoar 15 minc

Add New Bocking Reason x

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

Reasons
Booking Reasons Cancellation Reasons

€D Add..  Edit Delete

Reasons Add Mew Cancellation Reason b
In Hospital Reason |Cliniclah unavailahle

Mo Longer Needed

Unwrell Cancel

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

Telephone: 0300 555 0340 7 Email: necs.servicedesk@nhs.net
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Slot Types

1. Select Slot Types

Slot Types
@Add... 4 Edit... . Delete Archive  Show archived
Slot Types Archived
=5111 NEAS Mo
H Baby Clinic Appt Mo
- e o
Blood Pressure Check Mo
: Mo
[ s]
& COPD and Asthrma Mo
= Covid19 Mo
| Diabetic Review Mo
eConsult Mo
" Embargoed Mo
Free Slot Mo

2. Click Add

3. Typeinthe Name i tick to make it a Bookable Slot i select the Status Type e.g.
Appointment or Telephone i select an Embargo Type if required i select Colours i type in a
Slot Alert if you require a message to display when booking this slot T tick to Allow auto DNA
I tick to Send Notification if required i Select an Icon T click OK

Slot Types
@Add... # Edit..  JE Delete Archive  Show arch

Slot Type Details *

= Narme |GP Online |
Bookable Slot :

Status Type Appointments ~

Embargo Type

v
Foreground colour IE' :

Preview
Background colour

Slot Alert | |

Allow auto DNA
Send Notification [

- »
oK Cancel

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

Telephone: 0300 555 0340 8 Email: necs.servicedesk@nhs.net
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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

Current Filters
@Add Session Holders and Lists @Add Session Categories o Edit.. Delete

Organisation Filters

Al staff

Clinican Team Derbyshire
Diabetic Clinic

Daoctors

GP Registrar

Nurses

Practice Murse

Training Accounts

2. Click Add Session Holders and Lists

Current Filters

@Add Session Holders and Lists @Add Session Categories ¢ Edit... Delete
Organisation Filter x
Fiter Name |Nurses & Hea| |
x| £
L
Cancel

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

Find Session Holder

Find session holder/list or use the hierarchy to browse

|[P

Users  Locations  Lists

4 2 North of Tyne Practice 1
= Community Practitioner
i Consultant

=) General Medical Practitioner
=1 Manager

=1 Nurse Consultant

i) Pharmacist

i) staff Nurse

=) System Administrator

£ A BURN, Chris (Mrs)

£ B RIDLEY, Chris (Ms)

£ C PLANK, Ade (Mr)

£ D PURDY, Dawn (Miss)
£ E HOLMES, Gary (Mr)
£ F GP, NECS (Dr)

£ G COWGILL, Paul (Mr)
£ H BALDWIN, Rachel (Dr)

KERKRRRKRK

{No data) b M

Selected Items
£ PURDY, Dawn (Miss)
£ RIDLEY, Chris (Ms)

5. Click OK

Telephone: 0300 555 0340 9 Email: necs.servicedesk@nhs.net
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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

Current Filters

€D Add Session Holders and Lists €3 Add Session Categories  / Edit. Delete
Organisation Filter X
Fifter Name |Babv clinics ‘
x| £
Gl

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

Find Session Holder

Find session holder/list or use the hierarchy to browse

|Eabv | ysl
ﬁ A Baby Clinic E 4 Session Categories
4 North of Tyne Practice 1

[5‘] Baby Clinic

" [5‘] Default Mon-List Category
[Z] Health Care Assistant

[E] Jo

i [ My non-List

[E] Smear Appoinments

[E] Test

[E] Travel clinic

(No data)
Selected tems

Baby Clinic

9. Click OK
10. Select a Filter and click Edit to amend

11. Select a Filter and click Delete to remove

Telephone: 0300 555 0340 10 Email: necs.servicedesk@nhs.net
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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

Embargo Types
€D Add.. 4 Edit J€ Delete

Embargo Types

1 day before at 09:00:00

Same day at 07:30:00

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

Embargo Types
€D Add.. # Edit I€ Delete

Create a new Embargo Type X

Day(s) before |1

@ Specific time

O Rehtive time Minutes

® use slot colour when embargoed

(0 use specific colour when embargoed

LE
o o]

oK Cancel

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

Telephone: 0300 555 0340 11 Email: necs.servicedesk@nhs.net
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Opening Times

1. Select Opening Times

Opening Times

[ ] Specify Opening and Clasing 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

Opening Times
Specify Opening and Closing Times

Day of Week Start Time End Time Closed all Day

Monday @/ [08:30 [ 18:00

Tuesday @/ [08:00 [ 18:00

| |

| |
wednestay (@) [om00 g [1800 .

| |

| |

Thursday €/ [os:00 [ 18:00 O
Friday €/ [os:00 [13:00 O
Saturday @ |00 2 17:00 A
Sunday €| 000 = 17:00 A

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 1 20:00

Opening Times

Specify Opening and Closing Times

Day of Week Start Time End Time Closed all Day

Manday @) [o8:00 B [1z00 4 0
[1900 4 [20:00 4 2

Tuesday (+] | 08:00 :l | 18:00 :l O

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

. 7 ]
sunday €3 | 09:00 = 17:00 E

Telephone: 0300 555 0340 12 Email: necs.servicedesk@nhs.net
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Session Categories

1.

2.

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.

Session Categories

€D Add.. J Edit Delete
Session Categories Session Type
Annual Review Clinic Mon List
Baby Clinic MNon List
Default List Category List Qnly
Default Mon-List Category MNon List
Click Add
Add Mew Session Category .
Mame |Triage
Associate with ® Lst (O Non-List session types.

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.

Click OK

Select a Session Category and click Edit to amend

Select a Session Category and click Delete to remove from the list

Telephone: 0300 555 0340 13 Email: necs.servicedesk@nhs.net
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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.

LED Screen Configuration

@Add... f Edit.. J€ Delete | Send settings to LED screen Turn Off  Turmn On

LED Screen
Waiting Room

Session Holder LED Alias
€D Add.. & Edit.. € Delete

Session Holder Name LED Alias
BALDWIN, Rachel (Dr) Dr Baldwin
GP, NECS (Dr) Dr GP

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

LED Screen Details X

Description | |

Service Identifier | |

Hang time 5] >| seconds (between 5 seconds and 120 seconds)

Queue Time 90 - seconds (between 5 seconds and 120 seconds)

Beep when sending a patient in

Messages of the Day Computers using this LED Screen

@Add... # Edit... Delete d MoveUp [ Move Down

Message Status

Cancel

3. Type in a Description and Service Identifier

Telephone: 0300 555 0340 14 Email: necs.servicedesk@nhs.net
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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

Message Details X

Message Details

Description |Welc0me message - COVID19

O one line mode @ two line mode

Message Line One | Welcome to the NECS practice

Message Line TWO | please ensure 2 metre social distancing is adhered to in
the waiting room

Status Active i

Message Display

Leader Format | Shift right to left ~ Speed Medium ~
Traiing Format | Shift right to left ~ Speed Medium ~
oK Cancel
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

LED Screen Computer X

Description | Dr Jones |

Computer Name |C0n5u|ting Room 2| |

oK Cancel

10. Click OK

Session Holder LED Alias

€D Add.. # Edit.. Delete

Session Holder Mame LED Alias
BALDWIN, Rachel (Dr) Dr Baldwin
GP, MECS (Dr) Dr GP

Telephone: 0300 555 0340

15

Email: necs.servicedesk@nhs.net
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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.

Add LED Alias x
Session Holder |RIDLEY, Chris (Ms) v| e
LED Alias |Dr Ridley] |
cancel
12. Click OK

Organisation Templates

1. Select Organisation Templates

Booking Template

Booking Template Appointment Slip v 42

Cancellation Template

Cancelation Termplate || " | Fe)

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

Appointment Book Location Filters
€ Add.. # Edit... Delete

Location Filbers
MECS Main Site

2. Click Add or Edit to add or amend locations

Telephone: 0300 555 0340 16 Email: necs.servicedesk@nhs.net
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Session Location Filter =

Description |anch Site |

*® Branch Site 1 O
Locations

0K Cancel

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

Motification reminder configuration

Send notification reminder: 2] +|| (days before appointment)

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

Session Header Colours
Do you want to colour sessions by ® Location or (O Session Types

€2 Add.. # Edit.. J€ Delete

Location Mame Session Header Colour

Master Practice 1

Telephone: 0300 555 0340 17 Email: necs.servicedesk@nhs.net
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afternoon surgery ap (14:00-16:30)

®
Time Description / Patient Name Time Description [/ Patient Mame
14:00 14:00
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
Seszion Header Colour X Session Header Colour
Location Branch Site 1 ~ 63 Session Type Timed appointments
Preview Preview
Session Name Title Name Title
Session Motes otes
Title colour MNotes colour Title colour Motes colour
Foreground EI Foreground Foreground Foreground
Background Background
? oK Cancel ? II' Cancel
5. Click OK

6. Click OK to the Appointment Configuration box

Telephone: 0300 555 0340 18 Email: necs.servicedesk@nhs.net
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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

e G0 //6MBEIRMETO -

w ‘ L

& Find Patient | Appointments Modues
(/\; Session R Appontment Baok
t . Daily and weekly sessions
f_j Care Record " | B Weck Templates
EJ’ \eekBiow , | ©° Create and plan sessions
—— | i Planner
@w 1 oo = Create and plan sessions

2. Click Create Session

Appointment Book | \Week Templates  Planner  Hol

Book Cance Patient =
Appt Appointments | S Create Session

I;IQ Session Properties

ﬁ Slot Properties

: Appointment Actions

The Create Session Template dialog box will display

Create Session Template b

Session Detalls Session Preview
Session Name |1 GP Monday evening | [ ]
Session Type Timed appontments v [ e oesapton
17:00 15 mins
Start Date zapr2020 [ from 1745 15 mi

ins
to|1830 & 17:30 15 mins

17:45 15 mins
18:00 15 mins
Session Category | Default Non-List Category v 1815 15 mins

Slot Duration 15 2 minutes

Hide from Patient Facing Services and Diary

All slots Patient Facing Services bookable

Notes

Location [Master Practice 1 <[P
Service 4
x
R i Defi
Session Holders (clickto edit) ¥
Load from template... | | Save as template... Cancel

Telephone: 0300 555 0340 19 Email: necs.servicedesk@nhs.net
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3. Add the required information in each section as follows:

@~ooo

Session Name: Create a name for this template. e.g. GP Friday am

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

Start Date: Use the calendar to select the date you want the appointment session to start
From: Select the time you want the appointment session to start

To: Select the time you want the appointment session to end

Slot Duration: Select 10 minutes using the arrows

Session Category: Select the appropriate session category i select Default Non-List
Category if necessary

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

Session Preview

Time Description

17:00 15 mins

17:15 15 mins

17:30 15 mins

17:45 15 mins

18:00 15 mins

18:15 15 mins

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

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

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

Service: If you require the rota to be linked to a service, select the service

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

IRecurrence Mo recurrence Define...

Telephone: 0300 555 0340 20 Email: necs.servicedesk@nhs.net
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Recurrence
Recurrence pattern
® None
O Daily
O Weekly
O Monthly

24-Apr-2020 [

0K Cancel

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

Session Preview

Time Descriptio | Slot Properties...

17:00 15 mins
17:15 15 mins
17:30 15 mins

Split Slot
£ Delete —

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

Slot Properties X
General Info
Slot Type |Te|ephnne Appointment v|
Embargo  |Same day at 08:00:00 2

Slot Notes

Patient Facing Services Bookable
[] elocked
[] urgent

Apply and Close Cancel

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

Time Description Time Description 17:00 1= e
17:00 15 mins W 17:00 15 mﬁns : —1?:15 15 mins Slot Properties... B
17:15 15 mins 17:15 15 mins Slot Properties... o : |
17:30 15 mins \ Split Slat 17:30 15 mins T Megesias 17:30 15 mins Split Slot |
17:45 15 mins % Delete 1745 15mins |32 Delete 17:45 15 mins |98 Delete

7. Click Session Holders

Telephone: 0300 555 0340 21 Email: necs.servicedesk@nhs.net
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I Session Holders (clickto edit) I ¥ |

Load from template... Save as template... Cancel

8. Click Add

Session Holders

Group Type Session Holders

Add... Remave Remove Al

9. Type in the name and Search

Find Sessicn Holder x

Find session holder or use the hierarchy to browse

Ichris | yol I

Users  Locations
4 2 North of Tyne Practice 1
I+ |51 Community Practitioner
I+ |51 Consultant
I+ 21 General Medical Practitioner
I |51 Manager
I+ [ Nurse Consultant
i[5 Pharmadst
I+ [ staff Nurse
I |51 System Administrator

B BURN, Chris (Mrs) X

{ | Page 1of 1 ‘ |
Selected Items
2 BURN, Chris (Mrs)

Add Cancel

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

Telephone: 0300 555 0340 22 Email: necs.servicedesk@nhs.net
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Service ‘ 4 ‘ ‘

Save As

Please enter a name for this session template:

Recurrence Every week on Mon 1 GP Monday evening _

Session Holders (click to edit) ¥ ‘

Load from template... Save as template...

Note: You can also create one off rotas or session templates from the Appointments Book
screen using the create session button on the ribbon.

Telephone: 0300 555 0340 23 Email: necs.servicedesk@nhs.net
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Week templates

Week templates are created for an individual clinician i 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
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2. Drag and drop the Session Templates over to the days as required
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Week Templates Monday Tuesd
Name T
ap on call am
Notes

Session Templates

gp on call am Ly
ap on call am

GP Registrar Training (Afterno...
GP Registrar Training (Aftermoon)
GP Registrar Training (Morning)
GP Registrar Training (Moming)

3. Preview your week
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GP Registrar
Training (Afterno__

1 GP Monday y
evening ‘

4. Click Save Week Template

s ©[Q

New Week COpen Week § Save Week
Template  Template | Template

Actions

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

Save Week Template *

Name Dr Ridley

MNotes
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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
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2. Click Quick Pick

Filters

~
BURN, Chris (Mrs)
All Doctors

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

Find Session Holder

Find session holder/list or use the hierarchy to browse
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Selected Items
# RIDLEY, Chris (Ms)

4. Click OK

5. Type in the name of the Week Template required and click Search
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Planner

Week Templates
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when the box is highlighted

NHS

North of England
Commissioning Support

Click and drag the required Week Template across to the relevant week/weeks, and drop

Planner @ @ w/c 04-May-2020 w/c11-May-2020 w/c 18-May-2020
[Week Templates Select Week Select Week Select Week
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£, RIDLEY, Chris (Ms) Rezdy @ Apply [Rescy w Apoly |
1

7. Right click and select Apply Now. It will display as Existing Sessions
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Preview
Edit
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Adding Holidays and Closures
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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
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3. Select the required Start Date and Times, End Date and Times and type in any Notes

required and click Book

Organisation Closure

Booking Unavailability for North of Tyne Practice 1

Start Date and Time §f 12-Jun-2020 E 12:30 j
End Date and Time [ 12-Jun-2020 o 33:50 §|

All day |

Notes Training afternoon forlall staff

—

Cancel
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Adding Holidays
1. Click Holidays and Closures

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

Holidays and Closures

‘. €) 2020 ©

|' Session Holders

BURN, Chris (Mrs) —
GP, NECS (Dr)

| V] [»
A RIDLEY, Chris (Ms)

B

o

D BALDWIN, Rachel (Dr)

I:I Holder Unavailable Part Day

. Organisation Closed Full Day
I:I Organisation Closed Part Day

4. Highlight the start date on the calendar and click Book
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Appointment Book
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5. Select the required Start Date and Times, End Date and Times and type in any Notes
required and click Book

Unavailability X

Booking Unavailzbility for  RIDLEY, Chris (Ms)

Start Date and Time | 10-Jun-2020 = 00:00 &
End Date and Time [| 11-Jun-2020 Jizzd 23:50 &

All day

Notes Annual Leave|
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