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Customizing the App Bar 

 

1. Left-click on the AppBar Icon.   

2. Select Customize. 

3. Left-click on the Buttons Tab. 

4. Left-click on any item in the list of applications. 

5. Type in the first few letters of the name of the application (e.g., exp for 
Explorer Menu).  The cursor will jump to the application. 

6. Left-click on the checkbox beside the application.  

 

A checkmark will appear in the box and the button will be added to your 
AppBar.  Use the up/down arrows to change the order of buttons on the 
AppBar. 

 

7. Left-click Insert Space to put space above the button 

 

 

Multiple Appointments 

 

1. Enter appointment criteria on Appointment Tab. 

2. Left-click the Move button to transfer appointment criteria to Work-In-Progress area. 

3. Left-click the Next button. 
 

Change appointment criteria, if necessary. 
 

4. Left-click on the Move button. 

5. Repeat to create as many appointments as needed. 
 

Each appointment will show in the Work-In-Progress screen: 

 

6. Ensure the appropriate resource is highlighted. 

7. Select date on calendar.  

8. Left-click in the desired time slot under the clinic resource.  

9. Choose Schedule  

10. Repeat steps 6 to 9 for each appointment 

 

11. Left-click on the patient’s name, then left-click Confirm to confirm all appointments at once. 

12. The Confirm window will appear.  Left-click on OK. 
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Leaving an Appointment in a Scheduled  State 

Enter appointment criteria. 

1. Left-click Move to move the appointment criteria to Work In Progress. 

2. Left-click Confirm. 

The Appointment Confirmation screen will appear. 

3. Remove the check marks beside the resources. 

4. Left-click OK. 
 

Note:  The appointment in the scheduling book will turn pink. 

 
 
 

Recurring Appointments 

 

Users can select a frequency for multiple appointments 

1. Once the appointment information is complete, left-click 
on the Move button to place the appointment in the Work-
In-Progress area. 

 

2. Left-click the Recur button. 

 

The Recurring Frequencies window will open. 

 

3. Select the Time Pattern Option 

A. Single day  

To use this option: 

i) Select the number of hours required between 
appointments. 

ii) Enter the start time. 

iii) Select the number of appointments required for the day 
or the end time for the appointments. 

iv) Enter the start date under the Range of Recurrence 
section. 

v) Enter the number of instances (number of appointments 
required) or the end date. 

 

B. Select the frequency of the pattern: daily, weekly, monthly or 
yearly by clicking on the radial button next to the appropriate 
option. To further define the frequency, see the instructions 
below that are dependent on the option selected in the above 
step. 

 

i) Select the number of days you want the pattern to repeat i.e., every day or every 2 days etc.  

ii) If selecting the weekly pattern, select the days of the week required.  Deselect (remove the check 
mark) from the days of the week that are not required for the appointment  

iii) If selecting the monthly pattern, there are two options available.  Users can select a certain date of 
the month for a defined number of months (i.e., the 15th day of each month for 6 months); or users 
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can select a certain week and day of the week for each month for a defined number of months (i.e., 
the second Tuesday of each month for 6 months)  

iv) If selecting the yearly pattern, there are two options available.  Users can select a certain month of 
the year as well as a particular day of the month for a defined number of years (i.e., the 12th of 
February for 2 years); or select week, day of week and month for a defined number of years (i.e., 
the third Monday in March for 2 years). 

C. With all of the options in step 2, the Range of recurrence section must also be filled in with the start 
date, and either an end date or the number of instances, which is equal to the total number of 
appointments desired for the patient.  

Allow multiple recurring frequencies 

The last area on the screen allows the user to place a check mark in the box beside Allow multiple recurring 
frequencies, when a user wishes to do a combination of the options above. 

 

Users can select criteria for a series of hourly, daily, weekly, monthly and yearly appointments on the same 
screen to be scheduled together rather than repeating the process for each type of recurring appointment 

 
A. Left-click on the box beside Allow multiple recurring frequencies to place a check mark in the box.  This 

option will now be dithered and the window will expand to allow the use of the Add button to start a new 
recurring appointment series.   

B. Left-click on Add to save the current recurring sequence and start another. 

C. Follow steps 1 – 3 above and repeat this process as many times as necessary. 

Each sequence can be updated, cleared or deleted during the process of selecting the criteria as well as after 
the information is transferred into the Work in progress area.   

 

4. Left-click on OK for the information to 
be transferred into the Work in progress 
area.  If there are any necessary changes 
or deletions to the information entered, 
left-click on the Recur button to reopen 
the Recurring Frequencies window 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. Right-click on the patient’s name. 

6. Left-click Expand Branch. 

7. Left-click on the resource for each appointment. 

8. Left-click on the Schedule button to select the resource, time and duration for each appointment. 
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Multiple Notes 

 

1. Left-click on the Appointment Tab.  

DO NOT enter Patient Name. 

2. Enter the appointment type as Note. 

3. Enter the appointment location. 

4. Enter a comment in the Details field (example: staff meeting). 

5. Left-click the Move button to transfer appointment criteria to 
Work-In-Progress area. 

6. Left-click Next. 

7. Change any criteria if needed. 

8. Left-click the Move button to transfer appointment criteria to Work-In-Progress area. 

9. Repeat steps 6-8 until the appropriate number of appointments are in Work-In-Progress. 

10. Schedule each Note into the appropriate resource/date/time. 

11. Left-click No Person Specified at the top of Work-In-Progress. 

12. Left-click Confirm to confirm all notes simultaneously. 

The Note will appear in dark blue with the details displayed. 

 
 

 

 

 

 

 

 

Recurring Notes 

 

1. Left-click on the Appointment Tab.  

Note: Do NOT enter Patient Name. 

 

2. Enter the appointment type as Note. 

3. Enter the appointment location. 

4. Enter a comment in the Details field (example: Staff Meeting or Vacation Day). 

5. Left-click the Move button to transfer appointment criteria to Work-In-Progress area. 

6. Left-click Recur. 

 
The Recurring Frequencies box will appear. 

Follow steps as outlined in the recurring appointment process in the previous section. 

Steps 1-3 depending on the frequency required 

 

9. Left-click on the Confirm button to confirm all appointments at once.  

10. Review the list for accuracy.  Left-click Cancel to return to the Work-In-Progress area to modify any 
appointment information. 

11. Print the list of appointments (if needed). 

7. Left-click OK to confirm. Left-click OK. 
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8. Right-click on No Person Specified (at the top of the Work-In-Progress). 

9. Left-click Expand Branch. 

10. Left-click resource.  The calendar will change to the appropriate date. 

11. Schedule the Note into the appropriate resource/date/time. 

12. Repeat steps 10 and 11 until all appointments have been scheduled. 

13. Left-click No Person Specified. 

14. Left-click Confirm to confirm all notes simultaneously. 

The Confirm window will appear allowing staff to check the dates and times for each appointment prior to 
confirming. 

15. Left-click on OK. 

 

Suggesting An Appointment 

 
Use to find next available appointment for a resource: 
 
1. Enter appointment criteria and move appointment to 

Work in Progress area. 
2. Left-click Suggest. 
3. In the Preferences tab, select the number of 

suggested appointments to return.  
4. In the Suggest Criteria tab, indicate days of the week 

and time ranges to search for available times. 
 
 
 
 
 
 
 
 
 
 
 
 
5. Left-click Suggest. 
6. A list of possible appointment times will appear. 
7. Left-click on the desired appointment time. 
 
 
 
 
 
 
 
 
8. Left-click Select. 
A red checkmark will appear next to the appointment in the top window. 
9. Left-click OK. 
The appointment information will return to the Scheduling screen 
10. Left-click Confirm. 
 
 

 



7 
 

 

Shortcuts and Defaults 
t = for today’s date n = for current time 

pat = to fill in patient demographics 
on other tabs after it is initially 
entered in the patient tab 

Autofill – enter intial keystrokes into 
a drop-down field and system will 
autofill  

nok = next of kin clr = clear all associated fields 

unk = unknown address will fill in all 
necessary information 

nfa = no fixed address will fill in all 
necessary information  

 = Expand / Reduce 
appointment resource template 

FUP = Follow up appointment with 
auto chart request 

“ ” = enter double quotes in the 

preferred name field to delete a 
previous entry 

Follow Up = Follow up appointment 
without chart request 

Alt + Underlined letter  (Scheduling) Tab between fields to enter data 
 

Types of PIN numbers 
Prefix # of Digits Site 

No PIN  DOB exists – Valid Patient Record – Must Use 

900 6 Laboratory Referred Work 

London Hospitals 

No Prefix 
3000, 3100 

8 
London Health Sciences Centre 
Downtime PIN 

LCP 6 London Regional Cancer Program 

M 5 Mount Hope, London 

P 5 Parkwood Hospital, London 

RL 5 Regional Mental Health London 

RS 5 Regional Mental Health St. Thomas 

J 
J3 

6 or 7 
St. Joseph’s Health Centre, London 
Downtime PIN 

Historic PINS – no longer being issued 

U 6 University Hospital, London  

V 6 Victoria Hospital, London 

Regional Hospitals 

AH 6 Alexandra General Hospital, Ingersoll 

FC 6 Four Counties Hospital, Newbury 

LM 6 Listowel Memorial Hospital 

SH 5 South Huron Hospital, Exeter 

SE 6 St. Thomas Elgin General Hospital 

SM 6 Strathroy Middlesex General Hospital 

TG 6 Tillsonburg District Memorial Hospital 

WD 6 Wingham & District Hospital 

WH 6 Woodstock General Hospital 

 

 
 

 

 

 

 


