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Manager/HR role Appointment Booking  

 

 

 

From the main homepage Select  

 

Find the relevant employee you wish to book the appointment for and press Select.  

 

 

You are able to book multiple appointments for different employees or you can choose to do this 
individually. 
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Once you have selected the employee you wish to book an appointment for, you will be see the 
screen below. This will prompt you with the choice to book appointments individually or in bulk (Imore 
than one employee). Select continue with booking at the top right hand of  the screen.  

 

 

Available appointments are shown to the right hand side of the screen.  

 

 

Select the one you wish to book, a summary of the selected appointment is shown and select Confirm 
Appointment  
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If booking appointments in bulk the available appointments for the next appointment request will be 
shown, select the appointment you wish to book and confirm appointment. You will be able to see 
which employee you are booking for as it will be highlighted green on the left hand side of the screen ( 
see below). 

 

 

Confirmation of the booked appointment(s) is displayed including which email addresses the 
confirmation will be sent to.  
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Employee receives an automated email with details of the appointment. 
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Employee / Applicant Self-book Appointments 

 

 

 

To book the appointment the employee/applicant clicks  

Employee receives an email asking them 
to book an appointment. The email 
contains a unique code which identifies 
the requirements for the appointment. 
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The employee/applicant selects from the available clinics which they wish to attend. 

 

 

 

  

The employee inputs the unique 
code. 
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They are able to filter if they wish by date, day(s) of the week and/or AM/PM/All 

 

 

 

 

The employee/applicant selects the appointment they wish to attend and selects  
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Confirmation of the appointment booked is displayed and the individual receives an automated email 
confirming the details of the appointment 
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