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Managing your Agenda 
 
The Agenda function in  HEALTH one simplifies the work of managing patient appointments. In 
this chapter we will discuss the different techniques for managing patient appointments, including 
the making of appointments, cancellation, moving and re arranging various types of 
appointments. 
 
Checking the Agenda 

 
The Agenda is stored in a tab next to the patient selector 
You can open the agenda in HEALTH one  by clicking on the Appointment tab. You can move 
between the different screens by clicking on the appropriate tab. 
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The Agenda Planner View 
 
In the main appointments window (agenda Planner view), you can view the appointments of the 
current day. On opening up the agenda, todayôs date and the current time are displayed. You can 
display any other date by clicking on the relevant date in the calendar on the right. 
  
It is also possible to have a weekly view (5days) or a weekly view (7 days) or even view a months 
appointments. Just click on the relevant menu item above the main agenda view. 
 

 
 
 

Day view 5 day week view 

  

  
7 day week view     Month View 
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 ñListò view 
 
In the List view  you get a summary view of all the appointments for today ; for one user or for all 
users 
 

  
 

Moving around by date 
 
In the calendar (to the right of the agenda screen), todayôs date is active when you open the 
agenda. You can navigate to any date from here. 
 
You can select the date you desire with the mouse. To go to the next month, you click on the 
triangle to the right of the date 

To get back to todayôs date at any time just click the button . 
 

 
 
 
 
 
 
 
 
 

Click on this little 
icon to see a list 
view for all users 
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The Whiteboard 
 
The white board can be used to send notes to other users. It may be used, for example, as a task 
list. The text in the white board is specific to the date. 
 

 
 
 
Resources/ Details 
 
 

   
 

  
 
 
 
 

Display order of the users in the agenda planner view 

 
The list of users are displayed in columns from left to right in the planner view. This order can be 
changed by clicking on the ñA to Zò button in the resources panel to the right of the agenda 
planner view 
 

 
 
 
 

With the ñresources ò tab you choose the names of all 
the users who will be displayed in the ñplanner view ò. 
You can also choose the list of rooms to be displayed 
  

 The list of possible user names is based on the users who 
are granted a licence to use Health one. (The visible users 
can simply be ticked or un ticked). 

 

 The names of the examination rooms can be configured 
separately with the configuration utility. 

The ñdetails ò tab shows some information on the 
highlighted patient. The details displayed are 
configurable, using the options icon 
 

 
 
Note: While navigating the appointment list with the key 
board, it is possible to ñEnableò the overlying 
appointment and thereby activate the ñdetails view, by 
hitting the ñCTRL_Enter ò key combinations 
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Adding an Appointment 

 
There are two methods of creating a new appointment for a patient. Either from the agenda 
(appointments tab), or from within the patient file. There are three patient types for whom you can 
create a new appointment. These are for existing patients, for new patients and for patients that 
do not exist (non patients). 
  

 

1. Open the HEALTH one agenda by clicking on the Appointments tab 
 

  
 
 

1. The following window appears : 
 

 
 
 
2. You have three ways of creating a new appointment :  

a) Double click on the time slot where you want the appointment. The patient selector opens and 
you can select the patient for this appointment slot.  
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b) You select the patient by double clicking on the relevant patient. This will enter the surname, first 

name, and appt time to the agenda planner. Normally the window below is now opened up so 
you can edit the appointment and add a comment if you wish. You can also set the appointments 
options to skip this screen and enter the appointment directly to the planner. This is described 
later 

 

 
 
c) You can use the INSERT key to enter a new appointment. Whereas the ENTER (RETURN) key 

will open the patient file if an appointment is highlighted, the INSERT key will anyway insert a 
new appointment in the next available slot. 

  
3. You can confirm the appointment by double clicking on the patient or by clicking OK. The 

appointment will appear in the next available slot in the agenda planner.  
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By default the duration of all appointments is 10 minutes. You can change the appointment 
duration display at any time by using the right click while pointing on the hour ruler to the left. 
You have the possibility of  5, 6, 10, 15, 30 or 60 minutes. 
 

 
 

You can easily prolong the appointment time for an individual appointment by simply dragging 
the lower border of the appointment slot down to your required duration :  
 
 

 
 
Note: If you double click on any individual appointment, you will open up the patientôs record. 

 

 

Adding an appointment from within the patient record 
 
It is now possible to give a patient a new appointment directly from within the patient record. You 
should proceed as follows : 
  
1. From within the patient file click on the ñappointment tabò which is next to the billing tab 
 

 
 
 
2. Click on the first icon ñcreate a new appointment for this patientò 
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3. This brings you directly to the agenda planner view 

 
 

  
 
 
4. Now you double click on the date and time of this patients new appointment 

 The patients name will be automatically added to the planner. 
 

 

Å  Note: This appointment may also be opened up for editing, depending on the settings in the 
configuration (options) screen 
 

 
 

 
 

Making an appointment for a new patient 
 

   It is possible to create a new patient record during the process of making an appointment 
 

1. Open the agenda and click on the appointment tab 
 

 
 
 

2. Double click on the time slot you want to assign to the patient 
 

 The patient selector opens 
  

3. On the bottom right of the screen click the ñnewò button 
 

In this planner view you can see the patient 
name on the right. This is the name of the 
patient for whom you are making the 
appointment and whose file is currently 
open. 
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 A window now opens where you can enter the four basic parameters for creating a new 
patient file in health one i.e. the surname, first name, gender, and date of birth 

 

 
 

4. Click on OK after you enter the details. A new patient is created.. 
 

An appointment is also created for the new patient in the same manner as any existing patient 
 

 
 

Making an appointment for a patient that doesnôt exist  
(And you donôt want to create a new record) 
 

5. Open the agenda and click on the appointment tab 
  

 
 
 

6. Double click on the time slot you want to assign to the patient 
 

 The patient selector opens 
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7. On the bottom left of the screen click the ñotherò button 

  

  
 
 

 A window opens where you can enter the patientôs name and some comments. 
  

 
 
 

1. Click OK and the appointment is entered to the agenda planner with the attached comment 
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Time Blocks 

It is possible also to insert a ótime blockô (An appointment in free text really but where it is not 
possible to add an appointment in this space) 

To create a time block, drag the mouse over the time period you want to ñblock outò. Right click 
on this block of times and the window below appears 

 
 
If you now click on the ñnew time blockò menu item above, you will create a block of time that is 
reserved for any purpose but during which no appointments will be allowed. 
 

 
 
And when you click on OK the time block is added to the agenda planner 
 

 
 

 Re assigning or deleting an appointment 

 

Re-schedule an appointment 
 
 

1. You can right click on any appointment and click on the ñeditò menu item and then change the date 
and times of the appointment.  

2. You can also click on ñcopyò and then go to another date/time and ñpasteò  the appointment. 
3. You can also click on the ñcutò and ñpasteò items to actually move an appointment fbetween slots. 
4. You can also simply drag the appointment from one place to another. 
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 Having clicked on ñedit this appointmentò, the following screen appears. 
 

  
 

5. You can change the date/time 
6. Click on OK when finished 

 

Note: If you move or copy an appointment to another date, the time remains the same as does 
the comment. 

 

It is also possible to set two appointments (or more) at the same time. The latter will appear in 
the following manner in the agenda: 
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Cancel (remove) and appointment 
 
 
There are two ways of cancelling or deleting and appointment 
 

1) Select the appointment that you wish to delete and simply press the DEL key on your keyboard 
 
2) Right click on the appointment and choose the menu option ñdeleteò 
 

 
 

Editing an Appointment 

 
 
You can modify an appointment that has already been created. See screenshot above 
 

1. Right click on the appointment and choose the menu item ñedit appointmentò 
 

 You see the window below 
 

 
 
The contents of all these options can be configured via configuration icon on the right hand side 
of the agenda planner screen. These are dealt with elsewhere. 
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Using the edit appointments screen you can : 
 

1) Change the type of appointments Ą configuration (see later) 
2) Change the user for whom the appointment is due  
3) Change the date/time of the appointment 
4) Create/change the ñto-doò status for the patient. This is an added status where an icon can be 

easily seen in the planner for various specific types of encounter you may have with the patient 

 

 

 

Conversion of the old appointments to the new agenda module 

1. To convert your old appointments from previous appointments systems to the new agenda you 
should click on the little triangle next to the configuration icon,  

 

 
 

 The following window is displayed. 

 You can define the period for which you want to convert.  

 You can delete the old appointments if you wish. This will free up some database space. 
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Configuration of the agenda 

1. Click on the configuration icon to open the configuration screen . 
 

 
 
Here you will see 4 tabs: 
 

1) Appointment type 
2) Users 
3) Rooms 
4) To Do status 

 

Appointment types 
 
Select the first tab ñAppointment typeò 
 
 

 
 

1) List of appointment types 
 

This list is Empty by default. For each appointment type you can enter the name, the duration, whether 
the user can enter appointments during this period or not, and the colour of the appointment type 
 
 
 
 
 

1 
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2) Create several appointment types in one go. 
  

When you click on the button   you can choose from a standard list of appointment types 

  
 

3) Create a new appointment type 
 

Click on the + icon   

 
  

1. Select from the standard list of appointment type with this down arrow   
 

2. Choose the other options with their respective drop down menus. These are : duration, 
colour and availability. 

 
In the example above, you will notice that a consultation is by default 10 mins in duration whereas a 
diabetes work up is 15 minutes long 
 
ñLunchò is an example of an appointment type which you might decide to ñaskò the user if he is sure 
when he adds an appointment in the planner during this period 

 

Note: You can change an appointment type after creation by simply double clicking on the 

appointment type.  

 

4) Deleting an appointment type 
 

Clicking on the  button deletes the highlighted appointment type 
 

Here you can tick 
the list of preferred 
appointment types 

You define the 
appointment 
duration for this 
appointment type 
here. 

Here you decide if the 
user can create 
appointments for this 
appointment type. 
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USERS 
 
Select the ñUsersò tab 
 

  
 
 

1) The User names 
 
You can see a list of current users by clicking on the appropriate drop down arrow 
 

 
 
 

2) Display colour 
 

Each user can have their own colour for their appointment list 

 
3) Appointment type 
 
You can assign an appointment type (for a period) from the list of appointment types you have 
already defined. 

 
 

4) Default room 
 
You can define a room for this user by using the drop down list. 

 

 
 
 
 


