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Appointment Scheduling 

Scheduling a Recurring Appointment 

Open the Scheduling Appointment Book application, click the Appointment tab, and fill 
out the accept formats fields the same as in previous examples.  Press the MOVE 
button to move the information to the WIP. Remember to Uncheck the resources in the” 
Attributes Window” go to resource tab after choosing the orders. 

Click the  button.  The Recurring Frequencies window will display.   

Within the Recurrence pattern area, you have many different options to choose from 
when selecting the frequency of the appointment.  You many choose to pick every 
Monday and Wednesday, every other week, ect.  You also have the option to select 
which day of the week the patient should be scheduled. 

In the Range of Recurrence area, select the date which you would like the appointments 
to begin and how many instances of the appointment needs to be scheduled. 

The Allow Multiple Recurring Frequencies option allows you to select different types of 
frequencies for different days of the week.  For example, you might choose to schedule 
the appointment for every Monday, but only want to schedule the appointment for every 
other Wednesday.   

 

Once you have made your selections, press the OK button. 

The information for all instances of the recurring appointment will display in the WIP. 
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Suggested Scheduling is the best method for finding available appointment times for 
multiple appointments at once.  Press the Suggest button. 

All appointments will display in the top portion of the Suggested Schedules window.  
Press the Suggest button. 

Available appointment options will display on the right portion of the screen.  Notice that 
the response included available appointment times for all appointments within the 
recurring series. 

Highlight one of the options and press the SELECT button.  A red check mark will 
display next to the select appointment times. 

 

The system will typically return an option which has all appointments within the recurring 
series occurring at the same time of day for each of the appointment dates.  In the 
example above, the suggestion was 8:00 am.  You have the option to search for an 
alternative time for one or multiple components within the recurring series. 

In the upper section of the Suggested Schedules window, select one component of the 
recurring series.   
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Press the SUGGEST button again.  This time the system will return appointment 
suggestions only for the highlighted appointment.  Highlight a different time option and 
press the SELECT button. 

 

You will notice that the appointment time has now changed for just that particular 
component of the recurring series. 

 
Press the OK button.  All appointments will appear in a Pending status within the WIP. 

 
Press the CONFIRM button and the Confirmation window will display with all 
appointment’s information.  Press the OK button to close the Confirm window. 

 

 


