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Configure appointment types 
An appointment type defines a set of procedures to perform during an exam. You can configure appointment 
types for use in scheduling and other parts of the program. 

 

1. On the navigation (“burger”)  menu, select SETUP. 

2. On the OFFICE menu, select Scheduling & Codes. 

3. On the APPOINTMENT TYPES tab, select ADD.  

4. Enter the following settings.  
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5. On the APPOINTMENT TYPE PROCEDURES sub-tab, select ADD. 

6. In the Appointment Procedure dialog box, select a procedure and any applicable modifiers, and then 

select SAVE.  

 
 

7. Add or edit exam prep instructions as needed. See “Configure exam prep instructions” below. 

8. Select SAVE. 
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Configure exam prep instructions. 
For each appointment type you can assign exam and room preparation instructions. The instructions are linked to 
modality rooms so that if an exam is rescheduled to a different room the instructions change accordingly. To 
configure exam prep instructions: 

 

1. On the EXAM PREP/ROOM LEVEL CONFIG sub-tab, select ADD, and then enter the following settings. 

 

 
 
 

 
 

2. Select SAVE. 
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Grouped appointments 
A grouped appointment is an appointment type that contains more than one billable procedure. Grouped 
appointments make it easy to schedule more than one procedure or exam during a single patient appointment. 
Grouped appointments can only be used with Find Slots (they cannot be used on the schedule book). To 
configure a grouped appointment: 
 

1. On the burger menu, select SETUP. 

2. On the OFFICE menu, select Scheduling & Codes. 

3. On the APPOINTMENT TYPES tab, select ADD. 

4. Select the Grouped Appointments checkbox. 

5. Enter the following settings. 

 

 
 

 
 

6. Select SAVE, and then in the message box, select YES.  
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7. In the Appointment Types dialog box, select an appointment type to add to the grouped appointment.  
Optional. In the Minutes to wait after exam box, type the expected minutes the patient must wait between 
appointment types.  

 

 
 

8. Select SAVE, and then in the message box, select YES.  

 

 
 

9. Repeat steps above until you add all appointment types to the grouped appointment. 

10. On the APPOINTMENT TYPES tab, select SAVE. 

IMPORTANT 

Pay special attention to the order of studies to ensure that they are scheduled properly. 
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