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Finding Patients Scheduled Appointments 
 
There are multiple ways to find a patient’s scheduled appointments. 
 

Method One - From the Schedule 
 

1) Select the top Binoculars Icon 
2) Type in the Patients name or part of their name 
3) Select their name in the list 
4) On the right-hand side, you will see their future appointments highlighted in yellow, 
    Click on the appointment date to jump to that schedule date. 
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Method Two - From the Primary Menu 
 

1) Click the down arrow to the right of the Sched Icon. 
2) Select the Appointment List option 
 

 
 
3) When prompted enter part or all of the patient’s name then Click on their Name line 
 

 
 
4) Click on the yellow desired appointment date to open that day in the schedule 
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Method Three - From the Schedule “Free Format Text” 
 
Be Careful using this technique, it requires an exact character match 
1) Click the Magnifying Glass Icon “Src” 
2) Type in some text characters to search for, it will search the current year and the next year 
3) Click the Search Forward button, you can repeat this to advance through the schedule 
    Matching your search text character string 

 

 
 


