Set up Online Appointments

Version: 3.01 | Last Modified on 12/10/2026 8:04 am AEDT

Zedmed's Online Appointments (OLA) allows patients to book their own appointments from a practice's website.
The OLA interface will include your practice logo and allows patients to choose from the doctors, Appointment
Types and locations that are made available. This guide explains how to add this information and enable Online
Appointments.

Quick setup video

When setting up OLA for the first time, we recommend following the quick setup video, which covers the minimum
steps required.

We also have the steps in this video as a quickstart guide.

Step 1 - Branch setup
Requirements

e Zedmed v35.7 or later. Zedmed v38 or later for document/referral uploads.
e An HPI-I number or a Practitioner ID for each participating practitioner.
e Biographicinformation is also needed for each practitioner, and photos are recommended.

OLA is configured separately for each branch. Ensure that the steps in this section are performed for each branch.
To set up each branch:

1. Select Practice Setup > Branches.

The Practice Details screen will open with the Branches tab selected.
2. Inthe Name field, select the branch you are configuring OLA for.
3. Review the following settings:

a) Available Online.=

The branch is made available for OLA when this box is ticked. Until then, the branch will show 'Not Available'
in OLA.

Do not tick this box until you are ready to go live with OLA Complete the other steps in this guide first.

b) Can Cancel Online Appointments

If you tick this box, patients can cancel their appointments up to the appointment's start time. Ticking the box
applies the cancellation buffer in hours, as configured in the Online appointment Details (shown below).
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Practice Details

Practi

Mame. [no el g Code [ Use CARL ZEISS Forum

Bank Accounts Branch Type | General ~ | LSPN |:| SCP |:| Path | ‘

Integrations g

Claiming Configuration Address |3“‘H Albany Road ‘ Password | ‘
Suburb [SOUTH MELBOURNE | [3205 |

D Main Business Lacation

Phone 1 ~ | |03 5550 3256
Usual Opening Time ACIR Clinic Code l:l

Currently Available Check for Zedmed Updates
[ Available Onlinel I Can Cancel Online Appointments ]

See section below

| Add New [ Edit Name | Options Delete | .PaymentTypes Online Appointment Detarfs

Close Cancel

4. Select the Online Appointment Details button.
5. Referral Upload Email (Zedmed v38 and later)

Enter an email address to receive documents provided by patients making appointments. To learn more,
see Document Requests.

This email address should be monitored and Referrals added to the patient's record.
6. Cancellation buffer

This optional setting lets you set a time buffer (in hours) during which the patient cannot cancel or change an
Online Appointment. If they try, a message will advise that the appointment cannot be altered. Set the
number of hours for the Cancellation buffer (hours)in Office, for example, '2'. Requires Zedmed v38.8 or
later.

7. Doctors Name Sequence (Zedmed v28 and later)

This optional setting allows you to determine how doctors are ordered in OLA. If you use this feature, it
overrides the default order, which is determined by the order of doctors in the Appointment book.

e Use the arrows to move doctors in the Doctor display sequence.

e Use the Up/Down arrows to set the order you want doctors to appear in OLA.
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Online Appointrent Details
-
Contact Phone Number: |03 44445555 Dpening Hour:
Opening Time: Closing Time:
After Hours Contact 02 6BEETTTT ¥ y
Phone Mumber: RIchuay |DB'DD am | |DS'Dme |
Referral Upload Email reception+1@clinic.com.au Tuesday |DS:DD am | |DS:DD pm |
Cancelation buffer (hours) Wednesday |DB:DD am | |DB:DD pm |
Fee Information: Thursday |DB:DD am | |07:00 pm |
Private fees -paid at time of appointment.
Friday |Da:00 am | |07:00 pm |
Bulk Billing for under 16 Concession Card holders.
Saturday |09:DD am | |01 00 pm |
Sunday |DQ:DD am | |1Z:DD pm |
Public Holidays{  0:00 am | [12:00 pm /
Doctor Name Display
Available branch doctors: Doctor display sequence:
Augustus Eason Carley Gimbert
Danni Hatcher * | |DANUTA FERMANDEZ
Gaye Jackson GRACE HERMAN
Grenville Howell » | |Ethel Boykin
Igor Fuller Cec Pds Vendor
Maurice Knox Lesley Arthur
Phillip Davis =
"WARREM HEDRICK
<< v

These changes take up to 30 minutes to update on the practice website.
8. Fillinthe Contact numbers, Fee Information and Opening hours.

These changes take up to 1 hour to update on the practice website.

The screenshot below shows how this information is displayed in OLA.

Branch 3

Centre Details

2 Branch 3 Street
East Melbourne

pst [stage] Medical Centre

Contact Number

0491 57000
Opening Hours
Monday: 8:00am - 5:00pm
Tuesday: 8:00am - 5:00pm
Wednesday: 8:00am - 5:00pm Next available: Today 2:45pm (AEDT)
Thursday: 8:00am - 5:00pm
Friday: 8:00am - 5:00pm
Saturday: Closed
R, i Please call our Reception team on: 0491 570 00
Sunday: Closed
Public Holiday: Closed

In case of emergency call 000 Next available: Tomorrow 8:00am (AEDT)

Step 2-a: Doctor's Details

The Doctor Details screen lets you enable each doctor for Online Appointments and add their information. Medical
Interests and Language become selectable options for patients to filter the doctors shown in Online Appointments.

To set up a doctor for Online Appointments:

1. GotoZedmed's Management tab.
2. Select Practice Setup > Doctors > Find Treating Doctors.

The Find Doctor Details screen will open.
3. Find and open the doctor.
Select the Available Online tick box to make the doctor's schedule available in OLA.
5. Required information in Doctor's Details, or their appointments will not appear:

>
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o Avalid title.

o Avalid name.

o Avalid Doctor Code.

o Avalid HPI-I number or a Practitioner ID if the practitioner does not have an HPI-I.

o Information must be entered in the Qualification field

o Information must be entered into the Biographic Information sections (select the button to open the

sections).
6. Fillin the Qualification section with the information you want to appear in OLA. Use a comma between each
item.
Doctor Details
Identity Practice
. u | HIC Registered
LT | [~ HIC Online
— | D Cova Registered
D REI Registered
Search Hi Service Fee type override | Private Fees ~| | Clear
EHealthID (HPI-]} (3003 6139 0002 saﬁs] | Drlype |
ABN/Bus. Name Branches
Branch | Albany Road Clinic b
AHPRA Num
Bank List Banch 2 Bank Account b
Home Address
| | MA Format | Specialist ~
| | Provider # | 2121331W Other Provider#  [2121331W
Suburb | | Claiming Locked FA Active Contact Support
l:l Erx Entity ID' | 8PSKG Inyoice Header |Invoice Footer | Another
Phone Numbers Provider Type | Psychologist ~ | [ Available Dminel
Home Phone | | [Booking time buffer (in minutes) | 1]

Home Fax | | Employment

Enables the doctors for

Mabile Phone SMS Appt. Confirmation No Employment Online Appointments

Clini i
I Qualification | FRACGF, MBES, BBiomedsci (Hons), Clin Dip P

Details Hew
Prescriber No |93;' 773 |

Add information to the

Email Address | .
Bigraphic screen

D External Primary

iy Surgeon Only

Online Appointment System P und Schemes
Practitioner ID Biographic Information Text for specialty treatment
v

| Generate

D Show Code on Appt. Screen

If no HPH Generate a Practitioner.

Find

Close Cancel

7. Use the Booking time buffer field to enter a value in minutes.

This restricts the available appointments sent to Online Appointments (OLA) by allowing only appointment
slots that begin after (Booking Time + Buffer) and preventing bookings close to the current time. Requires
Zedmed v37 and later.

8. Select Biographic Information

Biographic Details screen.

Medical Interests & Languages Spoken

Enter this information and separate items with commas, because they are used as filters.
The doctor's profile picture

Use the Load Image button to add a photo of the doctor, with the following considerations:
e The photo's height and width must be no larger than 800px.

e The photos must be 24-bit (32-bit is not supported).

e Use asquare photo cropped to the face without the shoulders for the best results.

Meeting these requirements may require editing software or a free site like https://www.resizepixel.com/
9. Select Close to save your changes.
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Biographic Details =
Headshot
This information is used only by the Zedmed Online Appointment
System and will apear to users of that website. Place information
intended for patients here.

Medical Interests

Languages Spoken ‘Load Image

Gender | |

Clear Image

Biographic Summary (single ling} |Biographic Summary

Biographic Details

Close Cancel

We recommend monitoring the terms used or providing guidelines to avoid variations of the same
interest/language.

These changes will take 1 hour to update on the practice website.

Centre Location ~  Medical Interests +  Language
Language
English

French
Hindi

" Italian
Sinhalese
Spanish

Step 2-b: Doctor's schedule
Enable the sessions in each doctor's schedule for OLA, even if the doctor is selected in Appointment Types.
To set up adoctor's schedule for Online Appointments:

1. Go to Zedmed's Management tab.

2. Select Practice Setup then Appointments > Schedules.
The Set Schedules for Doctor or Resource screen will open.
3. Inthe Doctor field, select the doctor who is using Online Appointments.
4. Inthe Schedules section, select the schedule entry.
5. Inthe Sessions section, select the day.
6. Select the Available Online tick box.
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Set Schedules for Dactor or Resource

Doctor | Jackson, Gaye - ‘ ~
Schedules

Start Date End Date Cycle (Days) Branch

Any schedule conflicts that arise from changes made will
7 Albany Road Clinic Save Add appear as a scrollable list below.

29/08/2022 o7 Albany Road Clinic ‘ Copy Delete

Graphic Display
Show all schedules =

Clear...

Sessions Awvailable

Online

Day # Day Of Week Start Time End Time  SlotLength Activity Type

[0 ] [monday | [osoo | [1zoo | [s0 |min |midwire v Y Select the session and tick 'Available Online'
: . v '
o] T T = T for that session. Status will update to "Yes'.
1 Tuesday 09:00 12:30 15 Consultation i
1 Tuesday 13:30 17:00 15 Consultation Mo Add
2 Wednesday 09:00 12:30 15 Consultation Mo
2 Wednesday 13:30 17:00 15 Consultation No Delete
3 Thursday 09:00 12:30 15 Consultation Mo
3 Thursday 13:30 17:00 15 Consultation Mo Duplicate
Check For
< > Conflicts
7. Messages.

This option adds a message to a session, which displays when a patient selects an appointment time during
that session.

To enable a message, tick the box next to it. To learn more, seeUsing Messages.
8. Important: check that all active schedules have been reviewed and the session made available as required.
9. Repeat all of these steps for each doctor.
10. Select Close to save and exit.

Step 2-c: Doctor's Appointment Type

In the Appointment Types setup, tick Available Online next to the doctor's name as shown in step 5 in the section
below.

Step 3 - Appointment Types setup
Enable each Appointment Type for OLA, and make each doctor available for each Appointment Type.
To enable Appointment Types for OLA:

1. Go to Zedmed's Management tab.

2. Select Practice Setup then Appointments > Appointment Types.

The Appointment Types screen will open.
3. Inthe left-hand pane, select an Appointment Type to be made available for OLA.

The Appointment Type will appear in the Type Name field.
4. Select Available Online.
5. Respond to the prompt asking if you want to make all doctors available:

o Selecting Mark as Unavailable will leave doctors in the Available Online column unticked.

You can then manually choose the doctors who accept online appointments.
o Selecting Mark as Available will select all doctors in the Available Online column.
6. Under Available to, select who can book an Appointment: New or Existing patients or both.
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Appointment Type Settings x

Appointment Types  Appointment Activity Types

Std Consultation N Type Name: std Consultation ] unavailable Online Appointment Billing Defaults
Long Consultation
New Patient - Type Code: [ tinked Appointment Estimated Billing Amaount SI:|
Surgical Procedure Default Duratior Hrs [ surgical Procedure [ credit Card token Required
Immunisation
Review Consultation Sample Text [ relenealth Bulk Billing Available Exemptions
- Li Pension/HCC
mmunEstionSlinked Text: E Black v] [Available Onlmel
Telehealth Full DVA
3 Available to
@I CR—" -
() Only New Patients Limited DVA
Telehealth phone
(®) Only Existing Patients Age Range
() Both New and Existing Patients Children aged under |10 &
Seniars aged over 65 =
Online Settings
Per Dactor Overrides:
Available | Estimated Credit Card Pension/HCC Full DVA Limited DVA Child Seniors
Doctor Duration | Online | Amount Required Exemption Exemption Exemption Exemption Exemption

Grenville Howell

Cee Pds Vendor
WARREN HEDRICK
GRACE HERMAN
DANUTA FERNANDEZ
Phillip Davis

Lesley Arthur

Igor Fuller

Gaye Jackson

RRIRERERIERREE

Augustus Eason

Delete New Close Cancel

7. Use the up/down arrow to change the order of Appointment Types on the left pane.

Appointment Types in OLA are listed in the order they appear here.
8. Select the Online Setting button. (This option requires Zedmed v39 or later).

The Online Settings screen will open.

9. Select Referral Letter Required to prompt patients to upload a document for this Appointment Type.

This option presents a 'click here to upload' step that the patient can skip.
10. Review Provide Directions Link (ticked by default).

Unticking this option turns off the clinic address and directions displayed when the patient confirms their
appointment.
11. Message overrides for this Appointment Type.

Use the text boxes to display a custom message when the patient makes a booking (left pane) and when they
confirm a booking (right pane).
a. Override booking Message: Will override all custom messages added by doctors at the session level
(for this appt type).
b. Suppress Booking Message: Disables any Booking Messages.
c. Override Confirmation Message: Replaces the default booking confirmation message with this custom
message. Untick to disable.
12. Select Close to save your changes

Online Settings *
D Referral Letter Required

Provide Directions Link

Override Booking Message [] override Confirmation Message

DSuppress Booking Message
B/ UEE

To receive a Medicare rebate, please ensure the clinic has a valid referral
befare your appointment]

Close I Cancel

13. Repeat the steps for each Appointment Type.
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14. Select Close to save and exit.

Optional: Appointment Grouping

If the practice has many Appointment Types, you can group some or all of them so the patient chooses an
Appointment Category, then an Appointment Type. For example, if there are 2 types of Telehealth Appointments,
you could create a group so the patient taps Telehealth, and then selects the specific Appointment Type: Std
Telehealth or Long Telehealth. Note: This feature requires Zedmed v39 or later.

Important: Any groupings in multi-database setups must match exactly across the Zedmed databases.

Standard layout

Grouped layout

What type of appointment are you

What type of appointment are you
booking today?

booking today?
Group

std Consultation [ Long Consultation l Std Telehealth [ Review Consultation “ Long Telehealth I Std Consultation H Long Consultation H Review Consultation H Telehealth

What sub type of appointment are
you booking today?

& Std Telehealth Long Telehealth

To add an Appointment Group:

1. Open Appointment Type Settings.

2. Select the Online Appointment Groupstab.

3. Select Default - any Appointment Types in here are not grouped.
4. Untick the Appointment Types that you want to group.

If you do not do this, the Appointment Types will appear at the top level and in the group.

Appaintment Type Settings =
Appointment Types  Appointment Activity Types  Online Appointment Groups
Default | Description Detault
[ included Appointment Types
[] Std Consultation
£ Long Consultation
EA Wew Patient
EA Meeda Seript
*C] $1d Telehealth
E4 Review Consultation
‘%Lung Telehealth
Delete Hew Cancel

5. Select the New button.
6. Inthe Description, type in a group name.
7. Tick 'Appointment Types' to group them under this new category.
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Appointment Type Settings k4

Appointment Types  Appointment Activity Types  Online Appointment Groups

Defautt Deseription [Teleneattn

] inciuded Appointment Types
[ std Consuttation

[ Lang Cansultation

] Mew Patient

‘ [7] std Telehealtn

W Review Consultation

‘ ] Lang Telehealtn

oo | [ =

8. Select Close to save and exit.
9. Open your OLA page and check that the changes were made.

Optional: Booking Messages

Practitioners can add messages that will appear for all bookings. The practice can add messages for specific
Appointment Types, which will override any messages defined by a practitioner.

To learn more, see the Displaying messages to patients guide.

Testing the setup

Once the setup has been completed, it should be tested when Online Appointments is live on your website to
ensure it functions as intended. This will also help you understand a patient's booking process.

To learn more about using OLA, see our guide for patients.
The recommended checks are:

. Select each branch to check its details display ( contact number, hours, information).

. Select each doctor's details to make sure they are displayed.

. Make atest booking. To proceed, you will need to provide test patient information.

. Check that the booking appears in your Zedmed Appointment book.

. Reconcile the booking to the patient in Zedmed using the Processing Online Appointments guide.

a M ODN P

You only reconcile a patient's booking to their record in Zedmed the first time they make an Online
Appointment.

Blocking specific patients
Practices can block existing patients from booking appointments using OLA.
To enable this feature, open the patient's record and tick the box next to Block patient from online bookings.

Requires Zedmed v38.7 or later. Applies to existing patients with OLA accounts that were reconciled to their
patient records.
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Email |

| Referrals

Usual Dr | Mone

~

ATSI | Mot Recorded

Medicare (5050 26141 1 | e |

v | | ko] |

Health Care | | Exp \ |
Pen. Stat. b PES Co-payment

Ethnicty | o, |

[Black patient from online bookings I

Add Details
Other Contacts
NOK Name | Relationship
%, [Mobile  ~

|
Emerg. Contact Name |
% [Mobie v |

Mext Appointment
Mo upcoming appointments

This is what the patient will see in OLA,

Confirm My Booking

Patient Selection

details.

D Matt

D Matilda

Chris

D Lookup Patient

There was a problem booking your appointment, please contact the centre

Please select the patient attending this appeintment from the list below, or select "Lookup Patient" and fill in their

Dr Phillip Davis
FRACGP, MBBS, BBiomedsci (Hons), Clin Dip
Pall Med

Appointment Details

CENTRE: Medical One - QV

TP Std Consultation

Select New Appointment
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