SETTING UP YOUR APPOINTMENT BOOK

Before you start, it’s a good idea to know exactly what the schedule is for each doctor that you’ll be setting up.

You will do one doctor at a time.

To set up an entire year (or two) you go to SETUP, then RUBBERSTAMP.

Choose which doctor and then key in your beginning and ending dates.

(example:  Beginning date 01/02/2010   Ending date 12/31/2010)

Then choose which day you want to set up first.  If Mondays, Wednesday and Thursdays are EXACTLY the same, then click all of them.

If each day is different then you set them up individually.

Then put in the beginning time (first appointment of the doctors day) and the ending time.  The ending time must incorporate the last appointment.  So if the last appointment is 4:45 pm and the doctor sees patients every 15 minutes, the ending time is 5:00 pm NOT 4:45 pm

You can include a lunch break if you want over on the right side of the screen.  If lunch is 12 noon to 1:00 pm then you put 12:00pm to 1:00pm.  You can type in the reason but it is not necessary.

Once you make sure that the fields are all filled in, go down and click CREATE/DELETE THE SCHEDULE ( bottom right )

Once this is complete, go back to rubberstamp and do the same thing for the remaining days the doctor works.

IF there are days that the doctor does NOT work, then you must still create a schedule BUT you mark him as not working.  This is done by clicking the small box in the yellow area in the middle of the screen.

Example:  The doctor does not work Wednesdays , Saturdays, and Sundays.

You still go to rubberstamp, choose the doctor, fill in the dates for the year, fill in a beginning and ending time (anything will do its just that the spots have to be filled in) and click the days they do NOT work.  Then in the middle of screen in the yellow area where it says ‘or not working check here’ put a checkmark.  Make sure it stays and then click ‘CREATE OR DELETE THE SCHEDULE’

If you have a schedule that is not consistent throughout the day, meaning the doctor schedules in breaks during the day, then you still fill in the screen as you would above, but ALSO click on the “IN DETAIL” tab at the top of the screen.  Then fill in all the times that the doctor actually wants to see patients.  It will read 9:00  9:15  9:30 9:50  10:10  etc…. Sometimes doctors wish to schedule in different appointments of different lengths, this is where the IN DETAIL tab comes in handy.

The small square to the right of where you put the time is for the duration of the appointment.  It is not mandatory.

Once you have typed in all the exact appointment times the doctor wishes to see patients, confirmed it and rechecked the General tab info, click CREATE OR DELETE THE SCHEDULE.
