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            medent Support will teach 
            offices how to create, edit or
extend scheduling templates. However,
each office should be responsible for
maintaining that schedule.

medent clients
are responsible
for maintaining
their own schedules.
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Introduction



1.  Pick your provider.

2. Click New.

3.  Answer the copy prompt.

Yes. Select the provider and template to
copy.

No. Enter a code and description.

Schedule

A daily template should be set up for each set of
scheduling circumstances. Days that have the
same office hours can share a template. 

Create the Schedule Template
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Template
Maintenance

Practice Management > Appointments > Office
Appointment Maintenance > 
Schedule Template Maintenance



Office
Appointment
Maintenance

From the main menu, under Practice Management, click
Appointments and Office Appointment Maintenance.
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S c h e d u l e  T e m p l a t e  M a i n t e n a n c e

Doctor
Selection

Click Schedule Template Maintenance
and select the provider.
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C l i c k  N e w .

Copy
Prompt
medent will ask

NoYes

Do You Want To Copy
Over Another Doctor’s
Template?

Click yes to copy another
Provider’s template codes.

Click No to create unique
template codes for each
Provider.
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Unique
Template
Codes
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DescCode
Enter the Schedule Template
Code. This can be alpha,
numeric or both.

Enter the Schedule Template
Description.

Example:



Create the
Schedule Template
Code Time Slots
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Time Slots

medent will ask
Would You Like to Copy
Over Another Days
Template Schedule?

Yes. Copy another
Provider’s template into this
Provider’s template.

No. Create the time slots,
types and location for that
template code using the
Maintenance Options.

When creating a template code, the user has the option to copy
over from another Doctor’s templates.
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Maintenance
Options

2) Edit Time Slot
Change existing time slots (Type,
Length, Location, Note, Available).

3) Delete Time Slot
Delete existing time slots.

1) New Time Slots
Add a range of time slots.

NOTE: Time slots do not
have to be entered.
When creating a BLANK
template, we do not put
any time slots in at all. 

5) Edit Template Description
Edit template code or description.

6) Edit Template Comments
Edit template comments.

4) Print Template
Print individual template or all
templates for provider.

7) Change Appointment 
      Threshold

Set a percentage of
appointment slots to hold.
Example: If you’d like 20% of the
day to be set aside for same-
day appointments, the
threshold should be set to 80%.



Lab Location

Appointment types can be
built into the template for
easy searching. (e.g. A-BT,
Allergy Blood Test)

Appointment time slots can
be set up in any time
increments with multiple
slots/times.

EXAMPLE
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Create every possible
code to
accommodate all
Provider(s)/
Resource schedules
for the office(s) 
at all locations.
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Next
Steps

Extend
Schedule

Setup
Schedule

Revise
Schedule

Extend the
schedule.

Set up how each
day should look for

your providers.

Correct any existing
templates.

NOTE: You must Setup Schedule
to assign the templates before
extending any provider’s
schedule. medent recommends
reviewing the templates before
extending schedules.



Doctor
Selection

02

Extend
Schedule

Setup
Schedule
Click Appointments > Office
Appointment Maintenance
and select Setup Schedule.

01

Daily
Schedule
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Setup
Schedule

03 04

Select your provider.

Set up how each day should
look for this provider.

Extend the schedule for a
specific time frame. 



Office
Appointment
Maintenance

From the main menu, under Practice Management, click
Appointments and Office Appointment Maintenance.
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S e t u p  S c h e d u l e

Doctor
Selection

Click Setup Schedule and select the
provider.
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01

Select the
template.

Click the
date.

To change a template
on a specific date:
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02

Answer the
date range  
prompt.

03

Select
Template
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Setup By Day

Click Setup By Day at the top of the
screen to select Template Codes for
each day of the week. Then, select a
Date Range for these codes to be used.



Copy a prior month’s
calendar, matching
up last month’s days
to this month’s. 
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Copy
Schedule

Copy a single month



Copy
Schedule
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Copy by date range

Copy one part of a schedule’s templates Start Date
through Ending Date to the date specified by Past Date.

NOTE: Next Blank
takes you to the next
blank calendar.
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Extend
Schedule
Once Setup Schedule
has been complete for
the provider, click Extend
Schedule in the Office
Appointment
Maintenance Menu.

Extend
the Schedule

Warning
A warning states the
user may not be able to
switch windows. Click
yes to continue.

Select
Doctor(s).
Select the doctor(s). 

As the schedule is extending, medent displays the days and dates
as they are being added. medent will return to the Office
Maintenance Menu upon completion. 



Revise
the Schedule

If any changes or
corrections are necessary,
the user will need to Setup
and Revise the Schedule.
NOTE: Users will see two
warnings advising you to
consult with medent prior to
revising the schedule.
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Revise one day
- Click on the day.
- Click on the template.
- Answer the prompt.
- If yes, enter date range.

Revise for more
than one day of
the week
- Click on Setup by Day.
- Click each day’s dropdown
to select a template.
- Click the check mark.
- Enter the date range.
- Answer the prompt.
- If no, select the next
provider to set up.
- If yes, answer the Revise
Schedule Options.

Revise Schedule for Every
Doctor?

Revise Schedule for the
Whole Day?

Set Availability of Time
Slots from Template

Update Schedule With
Notes From Template

Update Schedule Comment
Line From Template

Setup Schedule
- Select the provider.



More
Information

Resources

Don’t forget to refer to our
medent Manual, Video
Tutorials and Webinar
Recordings for more info!

Page.22

Office Appointment
Maintenance Manual 

Office Appointment
Maintenance
Tutorials

Better Booking: How
to Build Schedules in
medent Webinar

(C) 2023 medent

https://www.medent.com/htmlmanual/html/v237/officeappointmentmaintenanceoa.html
https://www.medent.com/htmlmanual/html/v237/officeappointmentmaintenanceoa.html
https://www.medent.com/htmlmanual/html/v237/officeappointmentmaintenanceoa.html
https://www.medent.com/video-tutorials-office-appointment-training/?_gl=1*1w6az6c*_ga*MTk0ODQ3MDQ3OS4xNjk3MjI2MTU5*_ga_64MCM0T3Z8*MTcwMTI3NTgzNi4zNS4wLjE3MDEyNzU4MzYuMC4wLjA.&_ga=2.252932174.637190589.1701275836-1948470479.1697226159
https://www.medent.com/video-tutorials-office-appointment-training/?_gl=1*1w6az6c*_ga*MTk0ODQ3MDQ3OS4xNjk3MjI2MTU5*_ga_64MCM0T3Z8*MTcwMTI3NTgzNi4zNS4wLjE3MDEyNzU4MzYuMC4wLjA.&_ga=2.252932174.637190589.1701275836-1948470479.1697226159
https://www.medent.com/video-tutorials-office-appointment-training/?_gl=1*1w6az6c*_ga*MTk0ODQ3MDQ3OS4xNjk3MjI2MTU5*_ga_64MCM0T3Z8*MTcwMTI3NTgzNi4zNS4wLjE3MDEyNzU4MzYuMC4wLjA.&_ga=2.252932174.637190589.1701275836-1948470479.1697226159
https://www.gotostage.com/channel/125893e6bf0241b5a5eb30bb7ab8add8/recording/fd2c028dd0944ae1b235277ced78ba6d/watch
https://www.gotostage.com/channel/125893e6bf0241b5a5eb30bb7ab8add8/recording/fd2c028dd0944ae1b235277ced78ba6d/watch
https://www.gotostage.com/channel/125893e6bf0241b5a5eb30bb7ab8add8/recording/fd2c028dd0944ae1b235277ced78ba6d/watch

