
Creating a Diary Template v3 3 2 001  Last Edited: 03 08 2020 
1 

 

To access the diary templates, firstly open the appointment diary. 

 

Then click on the diary template button. 

 

 

Creating a new template 

To create a new template, click on create new template button. 

 

 

Enter a name for the template. 

The module is designed to allow you to 

create only a single week template. If you 

have a rota that is longer than a week e.g. a 

two-week rota, complete the creation 

process twice and name the template 

accordingly. There is no limit to the number 

of templates that can be created. 

Ensure the default option ‘Create an empty 

diary template’ is selected. 

To duplicate an existing template to edit, select the option ‘duplicate the diary template’ 

then select the template you would like to duplicate from the drop down. 

Click ok. 

 

The name of the template will now be displayed at the top. 
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Adding Clinics to the template 

Using the fields in the bottom left-hand corner of the screen; 

Firstly, select the member of staff you would like to add 

a clinic to the template for. 

Then select the day of the week this clinic will be. 

Select if it is a whole day clinic or an AM or PM clinic. 

Click Add Clinic. 

Continue this process for all the days of the week and clinicians as required. 

 

 

Editing the clinics on the template 

To add an appointment to the start of a clinic 

Single click in the clinic you would like to add an appointment to the end of. 

 

 

This will cause the selection drop down to change to show the 

details of the selected clinic. 

 

Click the ‘Append Appointment’ button 

 

This will open an appointment duration window. (The default appointment length of the clinic will 

be displayed). 

 

If the appointment duration shown is the length of the appointment you would like to add then 

click the enter button on your keyboard. 

Single click anywhere in the clinic 
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If it is not, change the duration of the appointment first and then click the enter button on your 

keyboard. 

This will enter an appointment to the end of the clinic. 

 

To add an appointment to the end of the clinic 

Single click in the clinic you would like to add an appointment to the start of. 

Click the ‘Add Appointment to Start’ button. 

 

This will open an appointment duration window. (The default appointment length of the clinic will 

be displayed). 

If the appointment duration shown is the length of the appointment you would like to add then 

click the enter button on your keyboard. 

If it is not, change the duration of the appointment first and then click the enter button on your 

keyboard. 

This will enter an appointment to the start of the clinic. 

 

Adjusting appointment length 

If you would like to make an appointment slot shorter or longer, double click in the time 

box for that appointment. 

 

This will open an appointment duration window, displaying the current duration of the 

appointment. 

 

Overtype the current appointment length with the desired appointment slot length. 
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Then press enter on the keyboard. 

 

You can also split appointment slots in to two appointments. 

 

Select the appointment you would like to split by clicking on it once. 

Enter the duration of the first appointment slot length that you would like to split the long 

appointment in to.  

The duration of the second appointment slot 

that is going to be created will be automatically 

populated. 

Click split appointment. 

 

 

Reserving appointments 

To reserve an appointment in the template, double click on the appointment you would 

like to reserve. 

This will open an ‘Edit Appointment Template’ 

Tick the reserved box. 

If applicable enter a reason for the reserve. 

Click Save. 

If you would like to reserve more than one 

appointment in a row you can use the reserve 

next button. 

Type the reason for the reserve in the notes. 
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Enter the number of appointments you would like to reserve into the field after the 

‘Reserve Next’ button. 

Click the ‘Reserve Next’ button. 

 

 

 

 

 

 

Removing appointments from the end of the clinic 

To remove an appointment from the end of a clinic, single click in the 

appointment at the end of the clinic you would like to delete. 

Then press delete on the keyboard. 

 

 

 

 

 

 

 

Deleting a clinic from the template 

Single click anywhere in the clinic you would like to delete from the template. 

This will change the ‘Delete’ button to show the details of the selected clinic. 

 

Click the delete button. 
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Copying a template to the main diary 

To copy the template to the clinic, click the button in the top right-hand corner.  

 

Select a start date for the week you would like 

to copy the template to. 

Then click ok. 

Repeat for any following weeks required. 

 

 

 

Selecting an existing Clinic so it can be edited or copied to clinic 

To select an existing template to edit or copy to the diary, click on the drop-down arrow 

for the select template field. 

 

Selecting the template from the list will populate the form with the clinics in that 

template, and then display the name of the selected template at the top of the form. 

 


