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Introduction

This user guide is aimed at providing staff with clear instructions on setting up and configuring
appointments in SystmOne.
Staff will still require specific role-based training and this is highly recommended.

Before creating and updating rota templates, certain configurations must be completed. This

includes adding closed days and recording staff leave to ensure that rotas are applied correctly and
do not conflict with staff availability or scheduled time off.

Closed Days

To view Public Holidays and Closed Days, select Setup menu — Users & Policy — Public Holidays and
Closed Days from the Main Menu.

Setup | Links Clinical Tools  Workflow User System  Help
| Users & Policy > ¥ Staff & Organisation Setup
Prescribing > | v StaffLeave
“accinations » Staff Shifts
Appointments > Public Holidays & Closed Days...

It is important to enter promptly any days that your organisation will not be open for appointments
(closed days) to ensure that no appointments can be inadvertently booked on those days. Public
holidays are already recorded for you.

Public holidays are listed in blue text and closed days are listed in black text.

Public Holidays & Closed Days *
D Show creation information Include past events
Event Date Day |Duration Description Type v
02 Jun 2025 Mon 08:30-10:30 Staff meeting Closed Day
25 Aug 2025 Mon  All day Bank Holiday - Late Summer Closed Day
25 Dec2025 Thu Al day Bank Holiday - Christmas Day Closed Day
26 Dec2025 Fri Al day Bank holiday - Boxing Day Closed Day
01Jan 2026 Thu All day Bank Holiday - New Years Day Closed Day
02 Jun 2002 Mon All day Bank Holiday (Queen's Golden Jubilee) Public Holiday
04 Jun 2002 Tue A Public Holiday
26 Aug 2002 Mon Public Holiday
25 Dec 2002 (Christmas Day Public Holiday
26 Dec 2002 Thu A (Boxing Day) Public Holiday
01.Jan 2003 (New Year's Day) Public Holiday
18 Apr2003 Fri (Good Friday) Public Holiday
21 Apr2003 Mon A y (Easter Monday) Public Holiday
05 May 2003 Mon A Public Holiday
26 May 2003 Mon Al day Public Holiday
2 2002 Mon  All day Puhlic Haliday
74 Dates
Delete Closed Day Close

To amend a closed day, right click on the entry you want to amend and select Amend.
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D Show creation information D Include past events

Event Date Day | Duration Description Type v

25Dec 2025 Thu  All day A Closed Day

26 Dec2025 Fri  All day . Closed Day
Details

01Jan 2026 Thu Al day _— Closed Day
(2611212025 v

(@) All day event
() AM event

() PM event

O Customtimes
Description

Bank holiday - Boxing Day

2 Dates

MNew Closed Day Delete Closed Day Close

The following options are available in the Public Holidays and Closed Days dialog:

Option Description
Show creation Select this tick box to see when a public holiday or closed day entry
information was added and who added the entry.
Include past events Select this tick box to view all public holidays and closed days
entered, including those in the past.
New Closed Days Enter the details for a closed day.
Delete Closed Day Delete the selected closed day.
Close Close the Public Holidays and Closed Days dialog.

Grids for appointments (within the Appointment Ledger screen) and visits are coloured pale green
on public holidays and closed days, and the system will alert you if you try to add rotas, book
appointments or record visit requests for these days.

Dec 2025 - LY

08:30 = to 20030 ~

M| T |wWwW| T F 5|5

Using the Staff Leave Screen

To view the Staff Leave screen select Setup — Users & Policy — Staff Leave from the Main Menu.

The Staff Leave screen allows you to manage leave for members of staff at your organisation.

Patient Appointments Reporfing Audit Selup Links Clinical Tools Workflow User System Help

Q B W O » &8 # K © 2 =
Home Search Task Appts Panic L Free Slot
FAWeery BE DY @ vdH A@-A~R @ NG ODL2AE88™

AddLeave Amendleave Delete Leave Refresh

X Staff Role Description From until
lan Beale AdminiClinical Support Access Role Annual Leave Thu 02 Oct 2025 08:30  Thu 09 Oct 2025 20:30
i:lﬂg‘ - Bella Beauty Doclor Annual Leave Thu 02 Oct202508:30  Thu 09 Oct 2025 20:30
| Ela . Miss Denise Clark ‘Other’ Community Health Service Maternity Leave Mon 01 Sep 2025 08:30 Fri 21 Aug 2026 20:30
an Beale
Bella Beauty

Wiss Denise Clark
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The following options are available on the Staff Leave screen:

Option Description
Add Leave Record details of leave for a member of staff
Amend Leave Amend the leave details for the selected entry
Delete Leave Delete the leave details of the selected entry

Staff on leave are highlighted in the following ways on SystmOne:

In purple text when selected from the New Task and New Notifications dialogs.

Cells relating to staff on leave are shaded bright purple in the grid on the Visits screen.
A purple rota blocks out the appropriate column on the Appointments Overview/
Appointment Ledger for staff on leave.

MNew Task

m Apply Template Cancel

For NHS NWL Training ~ O unassigned

Settings Include past organisations ) User group

Click or Drag Files Here to Attach Delete Team

(@ Staff member | - |

File Name -
O we

Prince Aladdin
Princess Ana
o Attachments O Multiple staff  Ms Charlette Appleton
lan Beale (Currently on leave)
Bella Beauty (Currently on lzave)
B r U Y f= Fa 2 & "y s@e  sSansSerf ~ 1z - [l - sleeping Beauty

Mr Simon Benge

Mr Femi Beyioku

Ms Alison Buckingham

Sender

Task Referrals - Subject (@) No Subject Current Patient

Ms Angie Burne
Linda Carter
A3 Charles

Bb Charles

Cc Charles

Dd Charles

Status Mot Started -~ Due -~ Flag © Moflag ~ Presets

Recording Leave

ukhown

To record details of leave for a member of staff, select Setup — Users & Policy — Staff Leave
from the Main Menu.

Select Add Leave from the options on the top left hand side.

Type the description of the type of leave, e.g. annual leave, maternity leave.

Specify the leave start and end date and time.

Select Repeat this staff leave and specify the frequency and end fate, if you are recording
recurring leave.

Select Redirect Notifications, Tasks and Pathology for this period, if required, and complete
the Redirect Notifications, Tasks & Pathology dialog.

Select the staff member from the list displayed. To record leave for staff who do not appear
on the Appointments Ledger, select Include staff that do not see patients first.

Check the “Conflicts” section to see whether the relevant staff member has any rotas that
fall within the specified leave period. If the tick box under “Appointments” is not selected for
the rota(s) displayed, select each rota in turn and click Delete Rota. When all rotas have
been deleted click OK.

If the tick box under “Appointments” is selected, it means that the rota contains booked
appointments and you cannot proceed to record the staff leave. You must first delete the
rota(s) from the Appointments grid and store the appointments for rebooking before you
restart the process to book staff leave.

10. Click OK.
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nflicting item or change tha leave detalls. All conflicts must be ras oived bafar

his @ialog Is subsequ

Prince Aladdin Thu 02 Oct 2028 08.00 = Thu 02 Ot 2026 1230

Deleting a Rota in Order to Book Staff Leave

If you need to book leave for a member of staff on a day that contains booked appointments for that
person, you will need to delete that instance of the rota before the system will allow you to record
the leave.

e Navigate to the relevant day in the Appointments Ledger.
If there are appointments already booked, cancel each appointment that is booked into the chosen
rota:

e Right click on the slot and select Administration — Cancelled by Unit.

e This then given the option to Rebook Now or Rebook Later.

Did Mot Attend

[ i .
| = Insert Appeintment | Cancelled by Unit | Duesﬂon X
(Today) Thu 02 0y Arrived Cancelled by Patiert
F Beyioku E N
Waiting Cancelled by Cther Service . . .
Early afternoon ses Do you want o rebook the appointment or store it for later rebaoking?
Session —', In Progress Cancellzd Due To Death
13:00 Mr Ozzie Martin 29 5 ‘-, Finished Mo Access Visit
10m
Patient Walked Out
13:10 Siot @) Assign Appointment Token
10
= @ Call Appoirtment Reset Status to Booked

13:20 Shot
1o0m Set Arrived and Seen Times

f Flags >
13:30 Siot Delete
10m SMS >
13:40 Siot - & Amend Siot

1 E-mail ¥
10m B Emal Rebook Now QRIS Don't Rebook Cancel
13:50 Siot =0 Print » Link to Referral
1am ? Actions »  fg® Manage Attendees
14:00 Siot
10m £ Administration > Wiew Audit Trail

If you are able to contact the patient before deleting the rota:
e Select Rebook Now and a small Rebooking Appointment window will open.
e Go to the appointment slot that you wish to rebook the patient into, right click Rebook
Appointment, and click OK.

Rebooking Appointment X

Mr Ozzie Martin 29 Sep 1978
House, Stockingstone Road, Luton LUZ THD (079538
TH2740)

Mr Femi Beyioku
10min

02 Oct 2025 13:00
Has QOF Alerts

Cancel Rebooking

If you have not been able to contact the patient:
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e Select Rebook Later.
e The Rebook Later option stores the appointment for rebooking.
e Appointments stored for rebooking are listed here — Appointments Menu — Appointments
for Rebooking.
Once all booked appointments have been managed:
e Right click on the rota and select Delete.
e Click Yes to confirm that you want to delete the rota.
The rota is removed from the Appointments Ledger screen.

It is now possible to book leave on that day for the relevant member of staff.
You must rebook any stored appointments from the Appointments Menu — Appointments for

Rebooking. You need to highlight the appointment and click Rebook at the bottom of the window
and proceed as previously shown.

Appointments  Reporting Audit Setup Links  Clini : w

20 W Simon Bange  W.J08 Wi 07 Nov 1 Repi Staet, 07 NovZ015 1115 B0 User
- . 2000 London SE1 4XD
. Appointments Overview Ctri+C1 (@7582 810832)
Facciolo 15 Sep  London SW1P 1LC
L 1970 (020 755 2634)
L Appointment Ledger Ciri+Shift+L 07 Nov 2019 10.30 10 MrSiman Bange A Jos WG 07 v 3, Repnim Sredt 07 Nov2010 1114 BB User
(07982 510532)
07 Nov 2019 10:40 20 Princess Ana Mr Robert Jones 2€ 5 Maes Y Llan, 07 Nov 2019 11:16  CcUser

" R . Panaenmmawr
i, A':tl'l"rty D'ﬂry C'tr|+5h|ﬂ+D LL34 6SA (07833
990535)

" . amih 24 Doc 198¢ London £15 LA
Remote Booking Cirl+Shift+Q (07749 308065)
07 Nov 2019 16:40 10 Princess Ana Mr Fatmir Sherifi 24 15 Exmoor Street, 07 Nov 2019 11:17 Fatmir Sherifi
| ] (07824 406478)
31  Free Slot Search Ctiri+F9 07 Nov 2019 16:40 10 Princess Ana  Mr Falmir Sheri 24 15 Exmaor Sireel, 07 Nov2019 11:15 Falmir Sherin
r -_— Jun 1962 London W10 6DZ
07 Nov 2019 16:40 20 Princess Ana Mr Fatmir Sherifi 24 15 Exmoor Street, 07 Nov 2019 11:15  Fatmir Sherifi
[ A . . (07824 406478)
g Appointments for Rebooking...

If you have accidently deleted a patient from a rota:
e Select Audit menu — Appointments — Appointment Changes.
e Add the date that the rota was deleted and run. Patients will have to be manually booked
into the new rota.

Refresh  View History of Selected Appointment
Audit Constraints

Appointment date Thu02 Oct 2025 ~

Appointment fime between  08:30  and 20:30

Staff member Al Staft -
(® search on appointments as they are now

© search on any past version of the appointment

Date Start |End | Duration | Staff Patient Name Status. Deleted | Last Amended By Last Amended
02 0ct 2025 13:00 13:10 10 MrFemi Beyioku Mr Ozzie Martin 29 Sep 1978 Cancelled by Unit m] Mrs Krupa Mashru 02 Oct 2025 14:15

Reporting on Staff Leave

To create a report on staff leave at your organisation, select the Reporting menu — Miscellaneous
Reports — Staff Leave Report.

APPOINTMENT SETUP & CONFIGURATION | User Guide Page 6
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leporting | Audit Setup Links Clinica Ad Hoc Patient List

-

-

@ Capitation Report T Test Patient
e Iens

Immunisation Target Report ;
SMS Details Report

Incomplete Registrations L
App Notification Report

Incomplete Baby Registrations
FP34PD Vaccination Report

?‘ Clinical Reporting Electronic Yellow Card Search
Batch Reporting Electronic Frailty Index Report
QoF  QOF Indicators Equipment Report
@ GPES Extract Viewer Waiting List Report
IM&T DES Reports GPwSI Report
%  Appointment Reports y Record Restrictions Report

Questionnaire Export
NDTMS Extract

) . Task Report
Stop Smoking Services Return

Unconfirmed Medication Report
Referral Tracking >

— } Scheduled Appointments Report
= Miscellaneous Reports >

Creating Slot Types

Creating slot type is important because they help organise and manage appointment scheduling
efficiently. Each individual appointment can be setup as a specific slot type.

Select Setup — Appointments — Slot Types from the Main Menu.

1. Select New Slot Type. New Slot Type %

Type a name for your slot type. Name Flu

3. Select an entry from the Letter drop down list to ~ [-efer  FI 7 Patentspersot 1 <
represent the slot type (those that have already I SHOUINE SICLIME aGanStne frStshen e Appeniment Ledosr
been used are not available for you to select). ® Enpargo eSS remdene

4. Specify the number of patients that can been O Biocked
booked into the slot type, via Patients per slot
drop down option.

N

Type () Bookable Hookable through remote booking

Enable DNA messages

National Slot Type Category 3 Cl Extended Access - Care Related Activi.. ~

Description
5. Deselect Bookable through remote booking if
you do not want this slot type to be available Colour ® Use rota colour () Use specific colour
through remote bOOkIng Colour once embargo expires hd
. i F to F: -
6. Deselect Enable SMS reminders and/or Enable popontrent method (Face fo Face
Flags to set | get Flag

DNA messages if you do not want automatic text [ Annual Review
messages to be sent to patients booked into this e
[0  Appointment Rebooked
slot type. [ Blood Test
H H a Booked Admission
7. Select one of the standard slot Types to identify O Bockedvia Patent Pariner
the type of slot you are creating, e.g. Embargo [ Bookedvia Touch Screen
. . . [0 Daycase
which will be available on the day and cannot be O eReferral Senvice Appoiniment
booked until a certain time. FlEmharnnnd alo
. . Default for sending SMS confirmations
8' SeleCt the approprlate Natlonal SIOt Type (O Send confirmation () Do not send confirmation  (8) Use unit default
ategory. Default for sending SMS cancellation messages
Category
9. Type a Description for- the new SIOt type () send confirmation () Do not send confirmation  (8) Use unit default
10. Select a Colour for your slot type or specify that B -

you want to use the same colour as the rota in
which the slot type is being used (if the slot type is “Embargo”, select the colour the slot will
become when embargo has expired).
11. Select any Flags to set that are relevant to your slot type.
12. Select the appropriate option from the “Default for sending SMS confirmations section:
e Send confirmation — the send SMS confirmation option will be preselected on the
Book New Appointment dialog for this type of slot.

APPOINTMENT SETUP & CONFIGURATION | User Guide Page 7
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e Do not send confirmation — the send SMS confirmation now option will not be
preselected.

e Use unit default — the SMS setting in Organisation Preferences is used. To check,
select Organisation Settings — Email & SMS — SMS & Appointments in the
Appointments Settings tree and see whether Automatically send appointment
confirmations is selected.

Using the Rota Type Dialog

The Rota Type dialog is used to define and manage different types of staff rotas, it helps ensure that
rota templates are applied correctly and that appointments align with how your practice operates.

To view the Rota Type dialog, select Setup — Appointments — Rota Types from The Main Menu.

Note: Only System Administrators can create and manage rota types.
Rota types allow you to categorise the rotas you create so that they are arranged in meaningful
groups, e.g. Asthma, Diabetes, Antenatal.

When you view the list of rota templates, they are grouped by rota type making it easier for you to
find the rota template you want.

The Rota Types dialog allows you to create new rota types and manage existing ones. Tip: It is
possible to deactivate rota types that are not used in your organisation, which means that only the
rota types that you want to be used are available.

[ Show creation information [ Include deactivated rota types
Rota Type v Active System-Wide
Antenatal [m]
ASthma

Baby Clinic

Baby Clinic

COovID

Diabetic

Diabetic Clinic GP

Diabetic Nurse clinic
Diabetic Video Consultation
Doctor session

Embargo

Flu

Flu Vace

HCA

Health Check

IH Online booking test

MD Session

Mother Baby Clinic

My care My way

31 Rota types

New Rota Type Amend Rota Type Activate Deactivate Close

(IR SRR R T F< N F<H <]

The following options are available on the Rota Types dialog:

Option Description

Show creation information View creation information for the rota types
displayed

Include deactivated rota types View rota types that are no longer active

New Rota Type Create a new rota type

Amend Rota Type Amend the patient’s age ranges specified on
the selected rota type

Activate Make the selected rota type active

Deactivate Make the selected rota type inactive

Close Close the Rota Types dialog

APPOINTMENT SETUP & CONFIGURATION | User Guide Page 8
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Creating Rota Types

To create a new rota type:
e Select Setup — Appointments — Rota Types from

the Main Menu and click New Rota Type. Name |
e Type the name of the rota type. Patient Age Range
e Specify the age range the rota type applies to [ Winimum
(optional). If an age range has been specified for a [ Maximum

rota type and you try to book a patient who falls
outside the specified age range into a rota of that
type, the system will check that you want to
continue.

e Deselect the option if you do not want to allow
consultations to be started from rotas of this type.

L] Click OK. m Cancel

Overview of Rota Templates

Allow consultations to be started from rotas of this type

Rota templates are used to create appointment rotas for booking patients into. By using a template,
it is easy to ensure that you are providing the same number and type of appointments on each day,
especially when used in conjunction with the ability to auto-apply a template.

To view a list of rota templates that have been created in your organisation, select Setup —
Appointments — Rota Templates from the Main Menu.

A list of rotas created is displayed in the Rota Templates screen.

Left Hand Side — the tree breaks down the list of templates by:
e Rotatype
e Staff member
e Site/branch broken down by appointment room
Middle Pane — a list of the rota templates that have created are shown here.

Right Hand Side — Three tabs are there (provided the Delete Tabs option has been selected):
e Preview — shows a preview of the selected rota, including booked slots. Hover the mouse
over both booked and empty slots to view details.
e Remote Bookings — if the selected rota is shared to other organisations for the purposes of
remote booking, this tab will show a list of organisations the rota id shared to.
e Resources — shows the resources required for the selected rota, including the number of
rooms, staff members, items of equipment or a dispensary stock line.

APPOINTMENT SETUP & CONFIGURATION | User Guide Page 9
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Rotas can be created for each staff member and then apply them for as many days, weeks or months
as required.

New Template Copy Template  Apply  Apply Custom Amend Delete Restore Deleted ImportExport Refresh
Ete All Sites ~  Show [ Creation information Details Tabs Room Consultation Room
[ nclude deleted rota templates Name Type Site Staff Member Starts Ends Shared | Resourc..| Auto-Ap...| | Caseload
Training Clinic Pysio PCN NHS NWL Training Mr Femi Beyioku 09:00 11:00 Location
I~ 3 [rempiates by type (40) Sleeping Beauty GP se... Session NHS NWL Training Sleeping Beauty 09:00 13:00 dwks
A ] yE@T Ew @ s @s
Diabetic Video Consultation (1) | | Care coordinator AW Session NHE NWL Training 09:00 1330 ‘ " '
Flu (2) DrABC Session NH3 NWL Training Mr Simon Benge 08:30 11:05 Repeat  Every Week
Flu Vace (1) Murse Rota Session NHS NWL Training 09:00 12:00
Health Check (1) Nurse rota Diabetic Clinic NHS NWL Training 09:00 12:00 Preview | Remote Booking | Resources
NHS111 Direct Booking (2) Murse rota Diabeic Clinic NHS NWL Training 09:00 1315 0go00 | Z
Oider Persons (2) my care Older Persons NH3 NWL Training 12:00 13:30 1810 E
Session (22) Foot Clinic Older Persons NHS NWL Training 11:00 14:00 E
STT TRaining (1) DIAB Diabetic Clinic NHS NWL Training 09:00 15:50 03:20 .
A |2 Templates by staf (40) DDIAB Diabetic Clinic NHE NWL Training 08:30 1644 0930 g
W Any staff 23) lan Beale-Won Am Session NH3 NWL Training lan Beale 08:30 10:40 w2
I . . £
W Frice Aladdin ¢4 Pimlico Nurse Session NHS NWL Training 08:30 09:30 5
R ian Beals 1) GP AW session GP NHS NWL Training Wr Simon Benge 08:30 11:30 0950 | =
! Copy of GP AM session  GP NHS NWL Training Mr Simon Benge 08:30 11:50
W Skeeping Beauty (2) L 1000
e Simon 8 o Femis template Session NH3 NWL Training Iir Femi Beyioku 08:20 1110
i tirimon Sene () DrPrince Aladdin A Session NHSNWLTraining ~ Prince Aladdin 08:30 1200 110
R lir Femi Beyioku (3) Am Appointments Session 2 NHS NWL Training Mrs Sue Davies 09:00 11:30
¥ Hirs Sue Davies (1) 1220
M MONH v 3 4 wks
GP AWM MON-FRI Session NHS NWL Training 08:30 12:00 Bk
R lirs Sandia Gil (1) Diabetic Video Consulta. Diabetic Video Consulta. NHS NWL Training 08:30 13:30 1830
W tannah Greenwood (1) Flu jab dlinic Session NHS NWL Training 10:00 12:20 —
R His Sharon Twydel (1) NHS111 AM NHS111 Direct Booking  NHS NWL Training 10:00 12:10
I (2] Wirs Wi Traiming (40) NHE111_Ph NHS111 Direct BookinaNHS NWL Training 1400 1510 18D
40 Rota templates

Creating Rota Templates
Select Setup — Appointments — Rota Templates from the Main Menu.

Select New Template - the Rota Design of the Create Rota Template dialog is displayed.
The Create Rota Template dialog has the following tabs:

e Rota Design — allows you to configure the rota template details and set up the number of
slots, days of the week, frequency, etc.

e Remote Booking — this allows you to share a rota template with other organisations for the
purposes of remote appointment boking.

e Resources — link the rota template to one or more rooms, staff members, items of
equipment or to a dispensary stock line.

e Auto-Apply — configure the rota to re-apply itself automatically. If a rota template has been
set up to automatically apply, it means that instead of administration staff having to
manually apply the rota every few weeks, the rota will re-apply itself according to the
settings you have chosen.

o Forregularly run clinics, it is often best to set a template to auto-apply, so that you
do not have to manually apply it every time you want it to run. To do this, use the
auto-apply tab and follow the options.

o Note that clinics will not be created on bank holidays or days when the clinician has
been listed as being on leave. You will be informed of the application of the rotas via
an automatic task, which is sent each week.

Within the Rota Design tab:

1. Select either a particular member of staff or “All Staff” from the Staff field.

2. Select the rota site and room from the drop-down lists, if applicable. To view or manage the
list of existing rooms, click Configure.

3. Select the appropriate entry from the Caseload drop-down list if you want to link the rota
template to a particular caseload.

4. Select the appropriate rota type. IF the rota type you want is not available from the Type
drop-down list, click New next to this field to create your own rota type. To view or manage
the list of existing rota types, click Configure.

5. Type a Name for the rota, for example “Asthma clinic (Friday AM)” and select the Location
Type from the drop-down list. If the location type you want is not displayed, choose ‘Select
Another Option’ from the foot of the drop-down list.

APPOINTMENT SETUP & CONFIGURATION | User Guide Page 10
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6. Type in the rota Start time (the end time is calculated automatically by SystmOne,
depending on the number of appointment slots you add to the rota).

7. Select the days of the week when you want to use the rota and select the rota frequency
from the drop-down list.

8. Select the Can be auto-extended tick box if you want the flexibility of being able to add
appointments to the start or end of the rota when necessary.

9. Click the Add toolbar button to specify the appointment slots this rota contains. The New
Slot(s) dialog is displayed.

10. Select the type of slot you want to add to your rota.

11. Type in the quantity of slots you want to add and specify their duration, if you do not want
to use the default duration value.

12. Click OK to return to the Create Rota Template dialog.

Rota Design | Remote Booking | Resources | Auto-Appl
Details Format Preview
Staft Prince Aladdin - scigound oo~ [T - = %
Rotaste  NHS NWL Training + || Format [B1002T1004 81003 FATO 0481008 || oeo | §
Room Room 4 ~  configure — | ma =
— N Defaut siotduration 10 3 minutes =0 §
Can be auto-extended 5
Type Session T New Configure - g0 | <
+ add & Apend = Copy. g
Hame Dr Prince Aladdin AW . -
e splt A ] Delete | I
Locationtype O}, - 0 erge I pekte a0 | B
Type Duration |Start | Finish | | 4
Starttime 08:30 to 1200 Slot 10 08:30 08:40 ¥ iz
Repeal By BT 8w @m BF Os Os Slot 0 08:40 08:50 0850
Telephone Appointment Slot 10 08:50 09:00
Exeryesk T || Telephone AppointmentSiot 10 03:00 0910 [
Telephone Appointment Slot 10 09:10 09:20 1010
Telephane Appointment Slot 10 09:20 09:30 s
Slot 10 09:30 09:40
Slot 10 09:40 09:50 1830
Slot 10 09:50 10:00 0
same day emergency 10 10:00 10:10
same day emergency 0 1010 1020 120
same day emergency 10 10:20 10:30 100
same day emergency 0 10:30 10:40
Slot 10 10:40 10:50 |
Slot 10 10:50 11:00 1120
Slot 10 100 11:10 =
Slot 10 10 1120
Slot 10 1120 14:30 0040
Slot 10 1130 11:40 150
2 S

A preview of your rota is displayed down the right-hand side of the Create Rota Template dialog. If
you hover the mouse over the following areas, a tooltip is displayed:
e Rota spine — rota details are displayed.
e Appointment slots — details of the slot type are displayed, for example telephone,
embargoed, blocked.

New Template  CopyTemplate Apply  ApplyCusiom | Amend Delete Restore Deleted  Import/Export  Refresh

e All Sites ~  show [ creation information Details Tabs. Room  Room 4
] Inciuge deleted rota templates. Name. Type Stte Staff Member Starls. Ends Shared | Resourc.., Auto-Ap..| | Caseload
Dr Pringe Aladdin AW Session NHS NWL Training Prince Aladdin 08:30 1200 O Locaton
Diabetic Video Consultation (1) | | Flu clinic for Prince Alad.. Flu NHS NWL Training Prince Aladdin 09:00 1230 4wks. _ & M
e Aladins Diefitian Rota (A.. Session NHS NWL Training Frince Aladdin 09:00 1300 20wks ! nEr “

FisVace (1) Diabeficrota Session NHSNWLTraining  Prince Aladdin 03:00 1200 ks

Healtn Check (1)

NHS111 Direct Booking (2) bl i
Qider Persons (2) 30§
a0 | G
Session (23) w0 | §
ST TRaining (1) o300 |
2| Tempiates by staff (41 o | 2
2 Templates by staff (41)
pates bY ! 020 | £
W Any staff (24) e
k1
¥ Prince Aladdi (4) 0340 | <
§ lan Beake (1) ?333 §
W Seeeping Beaty (2) el
§ 1r Simon Benge (3) wm | 2
) 1230
Hir Femi Beyioku (3
L] yioku (3) e
W 1irs Sue Davies (1) e
W s Sandip Gil (1) 00
\ 110
Hannah Greenviood (1
" o 20
s Sharon Twygel (1) a0
2| 1S NWL Training (1) 1140

Copying a Template

To copy a template select Setup — Appointments — Rota Templates from the Main Menu.
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1. Inthe Rota Templates screen, you will see a list of existing templates.

Select the rota template you wish to copy.

3. Right click on the template and select Copy Template (or use the Template menu at the top
to select Copy Template).

4. The Create Rota Template dialog box will appear.

Amend details as required e.g. Staff, Room, Type, Name, etc.

6. Click OK.

~

4

Amending Rota Templates
To amend a template select Setup — Appointments — Rota Templates from the Main Menu.

1. Inthe Rota Templates screen, you will see a list of existing templates.

Select the template you wish to amend.

3. Right click on the template and select Amend (or use the Template menu at the top to select
Amend).

4. The Create Rota Template dialog box will appear.

5. Amend details as required, e.g. merge, split, add, delete slots and change slot types or
changing a consultation room.

6. Click OK.

N

Deleting Rota Templates
To delete a template select Setup — Appointments — Rota Templates from the Main Menu.

1. Inthe Rota Templates screen, you will see a list of existing templates.

Select the template you wish to delete.

3. Right click on the template and select Delete (or use the Template menu at the top to select
Delete).

4. The Question dialog box will appear, asking “Are you sure you want to delete this rota
template?”

5. Select Yes and the template will be deleted.

Applying Rotas

N

Rota Design | Remote Booking | Resources
To apply a rota select Setup — - Fomat Froin
. a fince Aladdin . sconscaor - [TV - = | 5
Appointments — Rota Templates from the | =~ "= e e ]l
i onsultation Room T Configure B2 | g
Maln Menu' :mm oo eem . e Defauttshtduraton 10 % minutes 1830 §
[ Can be auto-extended 0= | 8
Type Session *  New Configure +5au ,Aﬂm R cong = o
1. Inthe Rota Templates screen, you e sm | Sue | Moo
. . L. Location type General Medical Practice - = =
will see a list of existing templates. |~ ., .. b |3
2. Select the template you wish to Reet  Bu 07 @ Om 8 0s 0w o T sl B
[ ExeTiwspVeEEs) 7 ||| stot 0 0m30 0840 =
app y Appy from 15002025 * 1o 31 Mar2026 ~ Siot 10 0340 0850 0350
3. Right click on the template and o v oemenl |
8 P ::u: v el |
select Apply (or use the Template St © wemoew | |2
Slot 10 - 1030
menu at the top to select Apply). s o wwwsl ||
Slot 10 09:50 10:00
4. The Apply Rota Template dialog o o wwwo |
lof 10:10 10:20
bOX W|“ appear. Siot 10 1020 1030 1110
Slot 10 10:30 10:40 1:20
5. Check/amend the details shown in o 0oomenn |
of r 11:40
the upper half of the Apply Rota S BRI RULLE
Template dialog

6. Check/amend the start time.
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7. Select the tick boxes to specify the number of days of the week when the template will apply
and select the appropriate option from the Repeat drop down list to specify how often the
template will apply (for example Every Week, 1°* Week in Every Month).
8. Specify a start and end date. Note: You can only apply a rota for up to a year.
9. Click OK.

If your rota has not been applied successfully or it is affected by any public holidays or closed days, a
message is displayed to alert you.
If your rota conflicts with an existing rota, read the message carefully and click one of the following:
e Continue application — the rota will be applied to all dates except dates with a conflicting
rota.
e Cancel application — the rota application is cancelled.
If you try to apply a rota on closed days or public holidays, read the warning message to see which
dates are affected and click one of the following:
e Create on holidays — the rota is applied to all the selected dates, including closed days and
public days.
e Skip holidays — the rota is applied to all dates except close days and public holidays.
e Cancel application — the rota application is cancelled.

Creating Waiting Lists

You can maintain as many different patient waiting lists as you need and you can use them to book
appointments either locally or using remote bookings.

To go to the Waiting List screen, select Appointments — Waiting Lists from the Main Menu.

Using the Waiting Lists Screen

The Waiting List screen is split horizontally into two panes:

e Top Pane — displays the available waiting lists and shows the rota type associated with each
list, the number of patients currently in each list and the maximum number of patients
allowed (if applicable).

e Lower Pane —displays a list of patients in the selected waiting list. The list is ordered in
terms of priority and each patient is numbered to show their current position on the list.
Note: If patients have the same priority and have been waiting the same length of time, they
will share the same position, e.g. joint third.

New: Waiting List  Amend Waiting List  Print Waiting List | Delete Waiting List | Settings  Refresh
‘Waiting Lists
Restrict to rota type  Any [ included deleted waiting lists. ] Show creation information
Description v Rota Type Caselad Patients
Asthma Review Clinic Asthma 2/20
cancelled clinic &/3 Daoclor session 0/14
Diabetic clinic Diabetic Nurse clinic 0710
Jina List Flu 2115
Krupa's List GP 115
Krupa's list - cancelled 7/3 Doclor session 0/5
New Referral to be contacted HCA 1
Spirometry GP 3. DOHS Awaiting 218
Spirometry Appointment
ST Diabetic Review Diabetic Nurse clinic 2
Sue Test Gp Session 0/5
Patients on Waiting List
[iseectal  [Envet [ Selecthone == Adapatent (D Retrieve Patient I Change Priority &7 Amend [l Remove Patients  [] Show creation information
P.. ... | Patient Nhs Number Date of Birth | Address Notes Waiting Since Due Date Time Elapsed | Time Remaini.
1 MrGordon Brown 01 Jan 1970 7 Wellesley Road, London W4 4B (07825.. 19Feb202512:09 03 Jul 202512:09 33wks6d  -14wks 5d
2 Miss Jennifer Pratt 02 Nov 2017 47 Parry Road, London W10 487 (020 896. 29 Aug 202512:58 01 Sep 202512:58 6wks 4d -Bwks 1d

The patients in the upper pane are sorted by description and the patients in the lower pane are
sorted by position. To sort the waiting lists in a different way, click on the appropriate column
heading.
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The following colour coding is used on the Waiting Lists screen:
e Bold — due date approaching. Click Settings at the top of the Waiting Lists screen to specify
when a due date will be highlighted in bold type.

Waiting List Settings X

Highiight in boig) patients who are within 1 T Weeks v ofther duedate

Restore Defaufts E Cancel

e Red - due date has passed.

o Grey—deleted waiting list.
To include deleted waiting lists, select Include deleted waiting lists. Deleted lists are displayed in
grey type with the date they were deleted and the name of the user who deleted them.

Waiting Lists

Restrictfo rota type ~ Any = Included deleted wating lists [ show creation information

Description

Asthma Review Clinic

cancelled clinic 6/3

Diabetic clinic

Jina List
Krupa's List
Krupa's list- cancelled 7/3

Rota Type Casehad Patients | Deleted Deleted By

ASthma 2120

Dactor session 014

Diabetic Nurse clinic o/10

Flu 2115
GP 115
Doctor session 018

The following options are available from the Upper Pane of the Waiting Lists screen:

Option

Description

New Waiting List

Create a new list.

Amend Waiting List

Amend the currently selected waiting list.

Print Waiting List

Print the currently selected waiting list.

Delete Waiting List

Delete the currently selected waiting list.

Settings

Specify when an entry nearing its due date will be shown in bold
type on the Waiting List screen.

Refresh

Update the Waiting List screen with the latest changes.

Note: If you have clicked on a column heading to sort the
information displayed, the table will revert to its default order
when you click Refresh.

Restrict to rota type

Filter the list displayed by rota type (each waiting list is associated
with a rota type when created).

Include deleted waiting lists | Include deleted entries in the list displayed. Deleted waiting lists

are displayed in grey text.

Show creation information Show when each waiting list was created and who created it.

The following options are available from the Lower Pane of the Waiting Lists screen:

Option Description
Select All Select all of the patients displayed.
Invert Deselect all selected patients and vice-versa.
Select None Deselect all patients.
Add Patient Add a patient to the waiting list that is selected from the Upper Pane.

Retrieve Patient

Retrieve the patient record of the currently selected patient.

Change Priority

Change the priority status of the currently selected patient.

Amend

Select from the following options:
Amend Notes
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Amend Waiting Since
Amend Due Date
Amend Everything
Move to Waiting List
Copy to Waiting List

Remove Patients Remove the currently selected patient(s) from the waiting list. When

asked if you want to mark this wait as completed or simply delete this
patient from the waiting list, click one of the following:

e Completed — manually mark the wait as “Completed” (normally
waits are completed when an appointment is booked for the
patient).

e Deleted — remove patient from the waiting list.

e Cancel —leave the patient on the waiting list.

Show creation Show when each patient was added to the waiting list and who made
information the addition.

Create a Waiting List

Select Appointments — Waiting Lists from the Main Menu.

N

8

Click New Waiting List from the toolbar at the top of the Waiting Lists screen.

A Create Waiting List dialog box opens.

Type a name for the waiting list and select an associated rota type from the drop down list.

If the rota type you want is not available, click New to create a new one.

Select the appropriate caseload from the drop-down list, if you only want patient from a

particular caseload to be added to the waiting list, otherwise leave blank.

Click Restrict number of patients on list if you want to limit the number of patients the list

can hold.

Type a value in the Target maximum wait field to select Hours, Days or Weeks from the

drop down list as appropriate.

e When a patient is added to the waiting list, the “Due Date” for the patient will be
automatically calculated using the target maximum wait you have specified. When
adding a patient to the list, however you can change the due date if required.

Select the appropriate option from the Calculate position using drop-down list to specify

how you want a patient’s position in the waiting list to be calculated:

o  Priority then waiting since (default) — sort according to priority (high, normal, low), then
by waiting since date.

e Waiting since — sort by the waiting since date.

o Due date — sort according to the due date.

o Date added — sort according to when they were added to the waiting list.

Click OK.

The Waiting List description is shown in the top half of the Waiting Lists screen.

Create Waiting List s

Waiting list name Blood Pressure Check

Associsted rotatype  Diabetic Murse clinic ¥ Hew Admin
Restrict to caseload h
Restrict number of patients on st 12 % patients

Target maximum wait 2 2 Weeks b

Calculate postion using | Priority then waiting since d

m Cancel
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Adding a Patient to a Waiting List

1. Click Add Patient above the lower pane.

2. Search for the patient you want to add using the Waiting List Patient List Search dialog box
and click OK.

3. The Add Patient to Waiting List dialog is displayed.

4. Check/amend the dates/times shown in the Waiting since and Due date fields.

5. Specify the patient’s priority status and any notes if required.

6. Click OK.
The patient is displayed in the lower part of the Waiting Lists screen.

Add Patient to Waiting List *
Name Mr Winter May 28 Apr 1978
Address 116 Chaplin Road, Wembley HAD 4U7
Waiting since 150ct2025 ~ 1338
Due date 29 0ct2025 - 1338
Priority Mormal -
Referral — Patient has no active referrals — ~

Notes ‘ | Presets

m Cancel

Appointment Settings

To access the Appointment Settings, select Appointments — Appointment Settings from the Main
Menu.

The following nodes may be available from the User Preferences tree:

e Tooltips — whether or not tooltips are displayed on the Appointments Overview and/or
Appointments Rota View (“Zoomed in” view) and how long you want to wait before the
tooltip is shown (after you stop moving your mouse).

e Mouse Settings — whether you want pop-up menus to disappear within a short period; when
you want to use one click instead of double click; what do you want to happen when you
double-click on a booked appointment.

e Bookmarks — if you select the Appointment bookmarks change the selected date(s) option, it
means when you click a bookmark, the staff, site and date in the calendar that were selected
when the bookmark was set are displayed. If you do not select this option, only the staff and
site that were selected at the time the bookmark was set are displayed and you are not
taken to the associated date in the calendar.

e Search Settings — whether you want to go to the Appointments Overview or the
Appointments Ledger when you click Appointment on the Quick Patient Search dialog or the
Patient Locator.

e Visual Settings - whether you want to be able to see the colour of the underlying slots when
viewing a rota that contains booked appointments and/or whether you want the slot type
name to be displayed on empty slots on the Rota View/Appointment Ledger.

You can also specify your sound settings for patient arrival:
o No sound — default setting.
o Emit a beep from the PC internal speaker — if it does not seem to work, ensure that the
system volume has not been muted in Windows.
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e Play a sound from the SystmOne audio library — to play a sound file, a PC needs a sound
card and speakers.

Appointments Settings x

Search || Clear Tool Tips

Enable tool tips in appeintments rota view

~ User Settings:
L) g Enabile tool tips in appointments overview

General Settings Tool tip delay (after stopping the mouse} before showing tooktips 0.4 % seconds

Ledger Settings .
Mouse Settings

Overview Settings . . . .
[] Popup menus automatically disappear after a short time period

Room Qrdering [[] Enable one-click zoom on the appointments overview to zoom into a rota

Site Fitter [[] Enable one-click book when zoomed into & rota

Staff Ordering Appointments double-click action View Patient Record =
# {% Organisation Settings Bookmarks
Appointment Bookmarks [] Appointment bookmarks change the selected date(s)
Appointment Configuration [ Show User Groups in Bookmarks list

Block Appointments.
PP Search Settings

Booking (O Appointments button in patient search leads to the Appointments Overview
Days & Times (® Appointments button in patient search leads to the Appointments Ledger
DHAs Visual Settings
External Appointment Booking Display slot colour spine on appointments
Flags Display slot type
~ [& &P connect Patient Arrival
Provider You can choose to be informed when ene of your patients arrives for their appointment
Consumer @) No sound
~ [ Letter / Label Printing () Emit a beep from the PC internal speaker

() Play a sound from the SystmOne audio file library

Restore Defaults m Cancel

v 2 Messaging

Appointment Templates

If you often need to make the same selections from the Book New Appointment dialog, as you are
booking the same type of appointment for multiple patients, you can set up an appointment
template to make the booking process quicker.

Note: Only users with the “Appointments Administrator” access rights can create, amend, delete,
import or export appointment templates.

To create an appointment template, select Setup — Appointments — Appointment Templates from
the Main Menu.

1. Click New Template from the toolbar the top of the Appointment Templates screen.

2. Type a Template name and select an appropriate Icon from the drop down list.

3. Select a Category for the template from the drop down list, if the category is not there, you
can click New to create a new category.

4. Specify the appointment duration, if required.

5. Type any appropriate text in the Details field.

6. Select any appropriate Flags.

7. Type any appropriate text in the Staff reminder field, e.g. “Inform patient that they should

not drive after their appointment” (this text is displayed in the form of a pop-up message
when you apply the template.
8. Take the following action if you want the patient to be offered an information leaflet at the
time of booking:
e Open the web browser, e.g. Google Chrome.
e Go to the website that offered the relevant information leaflet and navigate to the
leaflet you require.
o Copy the URL from the Address field on your browser and paste into the Patient
leaflet URL field.
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e Click Test to check that the URL displays the correct information.
9. Click OK to save the template.

Create Appointment Template x
[remplate name Blood Test

con ® ~

Eategory Wiscellaneous ~  New Category

[ Set appointment duration 5 = min

rext to set
[Flags to set Sele..| Name
[ Interpreter Required
O Interpreter Booked
Blood Test
[ online Senvices Appointment
lxppointment Reason Q, -

Btaff reminder Inform patient they should not drive after their
appointment

Select Leaflet URL hite:ihttps:ifwww.nwllearning.nhs . uk/ Test
ocument Library Image + x
Rota type for auto siot booking =

This template can only be used to create an appointment within a rota where that rota’s staff
member has one of the selected staff roles. If no staff roles are selected, this template can be
used to create an appointment within any rota.

Q, Available
Staff Role Staff Role
‘Other Community Health Service

A&E Clerk (Temporary) London Cluster

A&E Clinician (Temporary) London Clus -

A&E Student (Temporary) London Clust

42 E Dactar Tamnacand Landan Clista

530 Rows

Selected
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