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With a few clicks, patients can create their own appointments from a practice's website using Zedmed's Online
Appointments (OLA). The interface can include your practice logo, and allows patients to choose from the doctors,
Appointment Types and locations that are made available. How to add this information and enable Online
Appointments is explained in this guide.

Important: Zedmed provides links for Online Appointments that are added to your website. We recommend
adding OLA to your website after the setup steps have been completed. Once OLA is live, we recommend
Testing the setup.

Branch setup

The Branches screen is used to enable Online Appointments for each branch, and to enter the opening hours,
phone numbers and fee information that you want to be displayed.

To set up each branch:

1. Check that you are running Zedmed v35.7 or later.

You can check the version by looking at the bottom of the Zedmed screen.

Message of the Day

Zedmed S/W Support
Tel: 1300 933 000
Fax: 03 9284 3399

&

PDAVIS limiteduser Build 35.7.1.1808

2. Goto Zedmed's Management tab.
3. Select Practice Setup > Branches.

The Practice Details screen will open with the Branches tab selected.
4. Inthe Name field, select the branch you are setting OLA up for.
5. For each branch, review the following Online Appointments options:

o Available Online - When ticked, the branch will be available for Online Appointments. If it is not ticked,
the branch will show in Online Appointments with the status 'Not available'.
o Can Cancel Online Appointments - If you tick this box, patients will be able to cancel their own
appointments right up to the appointment's start time.
6. Select the Online Appointment Details button.

The Online Appointment Details screen will open. This contains the practice phone numbers, fee information
and opening hours, which are added to Online Appointments page as shown in the screenshots below.

The Contact Phone Number should be entered with an area code then the phone number with no spaces. The
area code will be removed when displayed on the OLA page.
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7. Fill in the Online Appointment Details fields.

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

8= ™

Practice Details

Practice N | | Cod MED
= ame Branch 1 v| Coage [[Juse CARL ZEISS Forum
Bank Accounts Branch Type |General = | LSPN | | scP | | Fath l:l
S Network HPL-O | | [ searchi Service Usertame [ |
Integrations
Claiming Configuration Address | Albert Road | Ressiord I:I

Suburb [SOUTH MELBOURNE | [3205 |

D Main Business Location

[Phone 1 v] [0384843300 |

Usual Opening Time [08:00 ACIR Clinic Code |:|

[#] Currently Available [+ Check for Zedmed Updates

llz Available Orline [w|Can Cancel Online Appointments I

Contact Phone Number: |03 92843300 Opening Hours:

Opening Time: Closing Time:
After Hours Contact 03 02343300 Monday: |08:00 am |06:00 pm
Phone Number:

Tuesday: |08:00 am |06:00 pm

Fee Information:

Private fees - paid at tme of appointment. Wednesday: |08:00 et |05:00 pm

Bulk Billing for under 16 and Concession Card Thursday: |08:00 am |06:00 pm
holders.

Friday: |08:00 am |08:00 om

Saturday: |09:00 am |02:00 pm

Sunday: |09:00 am |02:00 pm

Public Holidays: [08:00 am [01:00 pm
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':\:"_J;I Medical
CENTRES Centre Details

Main South Road

Select a location

Contact Number

2484 3300

Opening Hours

Monday: B:00am - T:00pm
Tuesday: B:00am - S:00pm
Wednesday: B:00am - 8:00pm
Thursday: B:00am - 6:00pm Next Available:
Friday: B:00am - e:00pm Please contact centre
Saturday: 9:00am - 2:00pm
Sunday: 9:00am - 2:00pm
Public Holiday: 9:00am - 1:00pm Next Available:
Please contact centre
Fee Information
Private Fees (paid at time of
appointment
Ezll-. Billing available to: R el
Please contact centre
-Under 16
- Concession card holders {conditions
apply)
Next Available:
In case of emergency call 000 Please contact centre

Doctor's setup

The Doctor Details screen is used to enable each doctor for Online Appointments and to add information like
qualifications, medical interests and languages. Information added to Medical Interests and Language will become
selectable options that the patient can use to filter the doctors shown in Online Appointments - as shown at the top
of the OLA screenshot below.

To set up a doctor for Online Appointments:

1. Go to Zedmed's Management tab.
2. Select Practice Setup > Doctors > Find Treating Doctors.

The Find Doctor Details screen will open.
3. Find and open the doctor.
4. If the doctor's schedule is to be made available for Online Appointments, select the Available Online tickbox.
5. The following information must be in the Doctor's Details or their appointments will not appear:

o

Avalid title.

Avalid name.

Avalid Doctor Code.

Avalid HPI-I number.

6. Under Clinical Settings, fill in the Qualification section with the information you want to appear in Online
Appointments. There should be a comma between each item.

7. Select Biographic Information and fill in the Biographic Details screen with information about the doctor.

o

o

o

For Medical Interests and Languages Spoken - separate each item with a comma, because these items are
added to OLA as filters. We recommend monitoring the terms used or providing guidelines to avoid
variations of the same interest/language.
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Centre Location Medical Interests ~  Language
Language
English

French
Hindi
Italian
Sinhalese
Spanish

8. Use the Load Image button to add a photo, with the following considerations:

o The photo's height and width must be no larger than 800px.
o The photo's must be 24-bit (32-bit is not supported).
o For the best results, use a square photo cropped to the face without the shoulders.
o To make the required modifications, you may need to use image editing software or a free site like
https://www.resizepixel.com/ where you can upload an image, crop it to a square and resize it to 800px.
9. Select Close to save your changes.

This information will appear in the Doctor Details section of Online Appointments as shown in the
screenshots below.|

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

Doctor Details
Biographic Details - HIC Registered
Hendahak HIC Online
This information is used only by the Zedmed Online Appeintment [w]Dva Registered
System and will apear to users of that website. Place information REI Registered
intended for patients here. =
~]

Medical Interests |

Languages Spoken - |
| | -

v|

Biographic Summary (single line) | | o I:I

Biographic Details | |Invoice Footer | | Another |

ndir | | Clear Image

v|

- | |ord!

t | Close | | Cancel |

Clinical Settings
Qualification |R-‘\CGP

Status

; - External Primary Available
Available [] Assist Only [] S OJ At

Prescriber Mo |937???3

| ECLPSEFundSchemes |
Text for specialty treatment

Email Address |

——
[ Biographic Information ]

o= o]
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CENTRES
Select a location

Dr Phillip Davis

Doctor Details

al Doctors

Male
DOCTORS FRACGP, MBBS, BBiomedSci (Hons), Clin

Select your Dip Pall Med
Doctor

Medical Interests

Family Medicine Doctor Next Avail :
Details Today 2:00 PM
Languages Spoken —]
English, Spanish, Latin
APPOINTMENT
Select an Available at the following locations
Appointment ) Doctor Next Available:
Medical - Qv ‘
Details Today 2:00 PM
DETAILS General Information
Doctor 0
Confirm Booking Lorem ipsum dolor sit amet, consectetur jale i Next Available:
adipiscing elit. Donec lacinia risus B Deta May 11th 8:00 AM

semper ex vestibulum blandit. Phasellus

Appointment Types setup

Each Appointment Type needs to be enabled for Online Appointments in Zedmed, and doctors need to be
confirmed for each Online Appointment type.

To set up Appointment Types for Online Appointments :

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 that is to be available for Online Appointments.

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 the doctors in the Available Online column unticked. You can
then manually select the doctors accepting Online Appointments for the selected Appointment Type.
o Selecting Mark as Available will select all doctors in the Available Online column.
6. Important - Initial Consultation setting.

Tick Initial Consultation to make an Appointment Type available for new patients only. If Initial Consultation
is not selected, the Appointment Type will only be available to existing patients.

To make an Appointment Type available for both new and existing patients (e.g a vaccination appointment),
create the Appointment Type twice - one with Initial Consultation selected and one without it selected.

Important- Appointment Types in OLA are selected using a drop-down that lists them in the order they
appear here. The top Appointment Type is the default, and you can change the appointments' order using
the up and down arrows.

7. Select Close to save and exit.
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Repeat these steps for each Appointment Type.

Std Consultation Type Mame: Std Consultation Per Doctor Overrides:

Type Code: C15 Boctar Bt nvailable nvailable in
Online Practice
Default Duration: Hrs A w 0
[ Unavailable Lesley Arthur E E
John D [w] v
[Junked Appointment DANLUTA FERNANDEZ i ™
[ surgical Procedure WARREN HEDRICK | [v]
— GRACE HERMAM E IZ
[ Available Online | Danni Hat o] T
[] Tnitial Consultation | Grenville Howell O |
John James O [+
Cce Pds Vendor O [v]
John Smith O [+
e [Jwhite ¥ | Melora Stern I i
Background: I ciive v | Room Treating =] ¥
[« ]

Schedules setup

The sessions in each doctor's schedule need to be enabled for Online Appointments before they will appear on the
website, even if the doctor has been selected in the Appointment Types screen.

Before proceeding, decide if you want to add messages to the appointment slots as messages are applied using the
screen where sessions are made available online, so this can save time.

To set up adoctor's schedule for Online Appointments:

1. Goto Zedmed's Management tab.
2. Select Practice Setup then Appointments > Schedules.

The Set Schedules for Doctor or Resource screen will open.
. Inthe Doctor field, select the doctor who is using Online Appointments.
. In the Schedules section, select the schedule entry.
. Inthe Sessions section, select the day.
. Select the Available Online tick box.
. Messages.

N O b”~Ww

This option adds a message to a session and that message will be displayed when a patient selects an
appointment time during that session. All messages are saved and can be used by other doctors. If you select
multiple messages, they will be appended to the same message dialog. See the Using Messages section below
for suggestions and examples.

To add a message to a session:

a. Select Messages.
b. Tick the box next to a message you want to use - or - select Add and create a new message.
8. Repeat all of these steps for each doctor.

Important: check that all active schedules have been reviewed and the session made available as required.
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9. Select Close to save and exit the screen being used.

Set Schedules for Doctor or Resource
Doctor |Davis, Phillip w Resource W
Schedules
Start Date End Date Cyde (Days) Branch
[o1oy2017 |[orjoyjz024 |7 Branch 1 | Save | | Add |
30/08/2022 30/08/2022 1 Branch 1 ~ | Copy | | Delete |
loijoi/2017  oyoy24 O 7 Branch 1
oijogf2016  oifo7f022 O 7
nifosf2016  23f10/2022 O 7 Branch 3 = Graphic Display
nifosf0is  oijizfz2 O 7 Branch 4
|5how all schedules W |
v
Gessi
Sl Available
Day # Day Of Week StartTime EndTime  SlotLength Activity Type Online
Monday [o8:00  [[17:00 | [ 30|Min |consuitation = ?‘
| 1 Monday 08:00 17:00 30 Consultation ‘Fes| ~ -
2 Tuesday 09:30 17:00 30 Consultation Yes | l
3 Wednesday 03:00 17:00 0 Consultatinn Yee |
4 Thursday 08:00 Schedule Messages -
5 Friday 03:00 L = — = = — — —
& Saturday 0a:00 The messages selected here are displayed to the patient in the Online Appointment system when the

appointments from the schedule are displayed.

| [ ] <p>Please note that Saturday consultations are private biling. No Bulk Biling available. </p> |
<p>Please note that Sunday consultations are private biling. No Bulk Biling available. </p=

add || Edt ok || cancel

Using Messages

The Schedules section showed how to add a message to a session that will be displayed when a patient selects an
appointment time during that session. Messages have a No or Yes confirmation, so the patient can confirm they

understand or accept the message. For example, you could add a message for a payment requirement that the
patient will confirm (Yes) or reject (No).

e Selecting No, Cancel take the patient to the previous step
e Selecting Yes, Continue will create the appointment.

Example - Messages selected in the schedule
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Schedule Messages d

The messages selected here are displayed to the patient in the Online Appointment system when the
appointments from the schedule are displayed.
| [0 <p=<brf><strong»Booking Options < fstrang > <br /> <br/> 1, &% 160;Face to Face Consult ... w |
[] <p=<strong=Children 15 years and under and Government Concession Card Holders over ...
[ |<p=If you have any fludike symptoms, please select &#34;No, Cancel&#34; and call us firs...
<p=This is an afterhours time slot and will incur a 820 surcharge. Select &#%34;Yes, Continu...

Selected messages

add || Edt | x| cancel

Example - How the selected messages display in OLA

Appointments

If you have any flu-like symptoms, please select "No, Cancel”
and call us first on <phone number=,

This is an afterhours time slot and will incur a 520 surcharge.
Select "Yes, Continue” if you agree to this or "No, Cancel” and
select an appointment between 8:00am and 4:45pm. Note,
this clinic does not offer bulk billing.

No, Cancel J l Yes, Continue

Testing the setup

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

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

Select Our Centers from the top menu and check that each branch/location you set up is there.

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

Select Our Doctors from the top menu and check all the doctors are there and their photos display properly.
Select each doctor's details to make sure they are displayed.

Click Select Appointment next to each doctor and check they have appointment slots available.

Make a test booking. To proceed further you will need to provide some test patient information.

Check the booking appears in your Zedmed Appointment book.

© NOo Uk DN

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

A/ < &)

(6‘) You'_'é !-Eoco Our Centres Our Doctors Book Now Login or Sign up
\\/-’ i

CENTRES

Select a location Centre Location ~  Medical Interests ~  Language

Demo Clinic Doctors

DOCTORS

Select your
Doctor

Dr Ethel Boykin Doctor Next Available: Select
Branch 1 Details Today 2:30 PM Appointment
Dr Phillip Davis Doctor i e
T P i | Next Available: Select
etails - :
Salect an Branch 1 Today 2:30 PM Appointment
Appointment
Dr Igor Fuller Dector Next Available: Select
Branch 1 Details Today 2:30 PM Appointment
DETAILS
Confirm Booking
Choose your consultation type: New Patient  w

I Igor Fuller
E B%an(h 1 See All Appointments o
2:30pm 2:45pm m 3:15pm 3:30pm 3:45pm 4:00pm
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