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Introduc on 
 

The pa ent portal has recently been updated to support the equitable sharing of appointments 
between GMS, Private and Acute/On the day appointments. 

It is a seamless experience for pa ents and allows prac ces to control whether they allow new 
pa ents or not. 

Pa ents can see available appointments, can update their profiles, edit exis ng appointments, make 
payments, and see their upcoming/past appointments. Pa ents can also add profiles for other family 
members that they manage. 

Each prac ce has a unique link that they can share with their pa ents. 

 

 

 

Admin Setup 
 

Significant changes to the configura on of staff have been done to facilitate this new func onality. 
Prac ces that do not need or require to differen ate between the different types of pa ents need to 
do nothing. 

If you would like to reconfigure the schedules for a staff member then go to staff, select staff 
member, and double click on them. 

Here you will be presented with 6 tabs – info, services, working hours, break, me-off and work me 
excep ons. 



 

 

Info 
 

Info is the informa on on that staff member. The Bio is the only item that is displayed publicly and is 
presented in the portal. 

 

Services 
 

In services you define the services that this individual will provide within the prac ce and the 
loca ons if there is more than one loca on in use. 

 

Working Hours 
 

Working hours has been changed to allow you define the hours per service per prac oner and the 
types of services offered and to what type of pa ents. 

Using the example below for Wednesdays: 

1) All services that have working hours defined for the hours between 11:00 – 14:00 are 
available for the admin staff to book and only the admin staff. These appointments are not 
shown online. 

2) All services that have working hours defined for the hours between 14:00 – 17:00 are 
available for the admin staff to book for private pa ents. 

3) All services that have working hours defined for the hours between 09:00 – 10:00 are 
available for the admin staff to book for gms pa ents.  

4) And the last one the prac ce has been more granular and specified a specific service as 
available to admins, gms and private pa ents to book between 10:00 and 11:00. 



 

 

This is then presented to the prac ce staff using colour codes on the calendar: 

On the day/acutes - Orange 

GMS - Pink 

Private - Blue 

GMS & Private - Purple 

The coloured bar on the right side of the appointment bar denotes the loca on. 



 

 

 

 

Break 
 

This tab allows you to add recurring breaks for that staff member. 



Time-off 
 

Any me off for whatever reason can be added and tracked here. If me-off is added where there are 
already bookings, then a ToDo will automa cally be created no fying you that there is overlapping 
bookings. 

 

Work Time Excep on 
 

When a prac oner needs to work an ad hoc day that is not part of their normal schedule eg 
covering holidays, then a work me excep on should be created. 

This works like working hours but only operates for the dates/ mes specified. 

 

 



Enabling Services for the Portal 
 

Each service you wish to make available within the portal will need to have the following enabled: 

 

 Show in Apps 
 Use in Portal 

 

 

Go to se ngs/services to configure these se ngs. 

Also, the pricing will need to bet set for both the GMS and private pa ents. 

 

PCRS Checker 
 

For the portal to work most effec vely in allowing gms pa ents to book then we also suggest that 
you turn on the PCRS checker. This checks in real me for each booking if the pa ent’s medical card 
is valid. This ensures that any pa ent that has an invalid gms card can make a booking  i) being 
informed that their card is expired and ii) being offered the appointment but at the private pa ent 
price. 

The admin staff are offered the op on of charging the pp price or the gms price. The pa ent does 
not get this op on. 

To turn on the medical card checker go to Se ngs/General Rules and enable Medical Card Check 

Portal Setup 
 

The portal setup can be accessed by going to se ngs/Pa ent apps. 

 

Each prac ce has 2 op ons to enable: 

 

1) A private portal – this is enabled by clicking public portal to Turned On. 



2) A public portal that allows pa ents to search, find and book with your prac ce. This is turned 
on by enabling Public Search Visibility 

 

 
Enabling Staff 
 

You may not want to offer appointments for all staff. This can be controlled by clicking on 
 Allow staff portal booking. 

From here you can decide which staff members you want available on the portal. 

 

Edi ng Service Descrip on 
 

From here you can edit the service descrip on. This will be displayed the pa ent at me of booking 
once they have selected the service. 

 

Portal Link – Where to Find 
 

Your private portal link is automa cally generated and is available within the Public Portal dialog box. 
This link is unique to your prac ce. 

 

 

Intake Form 
 

As part of the portal, you can design your own unique pa ent intake form. This is simple as dragging 
and dropping the types of fields you require gathering informa on for. 

 



   

 

Pa ent Experience 
 

When the pa ent accesses the portal they will be presented with the different type of services that 
the prac ce offers online. 

The pa ent will need to login or if its their first me using the portal they will need to register. 

 

Pa ent Registra on 
 

The pa ent has 2 op ons: 

 

1) Register using email address or 
2) Register using mobile# 

If the pa ent doesn’t have a mobile# or an email, then they will not be able to use the portal. 

If the pa ent is not registered and the prac ce is closed for new pa ents, then they will be informed 
that both the email address and mobile# are not registered with the prac ce. 

If the prac ce is open to new pa ents, then they will be presented with available appointment slots. 
They will then be asked to populate the new pa ent registra on form.  

New pa ents are allowed to create one appointment but need to be ac vated by the prac ce for 
them to create more. A ToDo is automa cally created informing the prac ce of the new pa ent 
registra on and includes an ac vate bu on if you wish to ac vate the pa ent within the prac ce. 

 

  



Pa ent Flow 
 

Service selector – Homepage 
 

Pa ents are presented with the services offered online by the prac ce. 

 

 

 

Login 
 

Pa ents will need to login or register before they can see available appointments. 

 



Profile Selec on 
 

A er login the pa ent is presented with one or more profiles. The pa ent can select which profile 
they want to use for booking. They may have children or other family members profiles assigned to 
them. If the prac ce is open to new pa ents there will be a create profile op on available. 

 

 

Select Appointment 
 

Pa ent is now presented with the available appointments for the service they selected. If required, 
they can click back and select another service. 

 

 

Confirm Appointment 
 



 

Payment 
 

If there is a charge applicable for this appointment it opens the payment selector screen. Depending 
on whether payments have been made compulsory or not the pa ent will be given the op on to pay 
now or to pay when in the prac ce. If payments are made compulsory, they will only be given the 
op on to pay. They will not be able to complete the booking process un l they have paid.  

 



 

Booking Confirmed 
 

Once payment is completed successfully then booking is confirmed, payment status is dynamically 
updated in the calendar. Booking no fica on and receipt is sent to the pa ent. 

 



Viewing Appointments 
 

From their profile pa ents can view their past appointments, receipts, upcoming appointments, and 
can also update an upcoming appointment or cancel an appointment. 

 

 

 

 

 

 

 

 

 

 


