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OPAS-G2 Appointment Booking FAQ

e Is the Appointment Booking process easy?
The basis of any appointment booking system is to allow interested parties to choose the
most appropriate slot available. OPAS-G2 allows Managers, HR and even Employees to
book appointments. This is achievable using the intuitive slot-based selection process and
ensures only valid slots are offered.

An Appointment Request is used to define the criteria of the Appointment, i.e.: who, when,
where, what for and for how long.

Appointment Request

Appoiniment Requests are great or arranging appointmens or Cases in i future.
Days Of Week Flexble
Speciy the crtera the appointment should meet and choose whether these criteria are Txed of f they can be changed
when the appoiniment fs booked. Monday, Tuesday, Wednesday v Yes “
Time of Day Flexble
Search the person using search box below
Enter a Name or Date of Bith o start search
Date of appointment Flexile
Case Type * Activities "
Health Surveillance x v Audiometry, Spirometry, Vision ~ 26-03-24 2 04-04-24 =
Employee Can Book? Manager Can Book? HR Can Book? ar 2024 Apr2024 >
Su Mo Tu we Th R Sa Mo we ™ Fr
Deiivery Type Flexble P, I
° e * v @ * e
P <, Telephone | [ Video Yes “
e o o s o o % E T T T
Giics Flexible
1415 6 17 18 19 20
D fan Els, Faye Warman (Technician) - Yes ® o o e s o o 8 6 e 6 ° e
Locations Flexible T T 2433 2R ERT
Locations v No 26 [RIETE } 28 20
e o ® % e e ® o e
Duration (Minutes Flexible o

ves [T

OPAS-G2 then uses these criteria to find matching slots and presents them in an easy to
select way.

Book Appointment

Display interval: Standard Change
i Apporiment Reguest has s ek ks e thes boln arke 23 ot (Crics, DaysOf Week)
Dr lan Ellis Select Clinic
Case Type * Activities. Iikeston - West Block  Standard Interval 20
Heallh Surveil - Audometry, Spirometry, Vi v B
ealth Sunvellance jomery, Spirometry, Vision i il e M Ve N e -
26t Mar
Delvery Type Duration (must be a mulple of 5)
Wea 7
IE 2 0900 T 0940 * 1020 & 1100 ¢ 1140
2 raiorace U m [ .'-'-'-'-'- (=

Mo IE 1000 - 1040 & 1120 12:00
st Apr
Preferred Locations Prefered Clinics

"

5 Select Cinic
Preferred Weskdays Preferred Time of Day Faya Warman (1achnician)
Ilkeston - Higgins House  Standard Interval 20
Wondy, Tuescay, Wecnesday o | o] [em
i FW 2 1330 & 1400 & 1430 o 15:00 1530
2610 Mar
March 2024 April 2024
e s M M i - FW 2 0900 U 0930 - 1000 o 10:30 U 1100 -
= 21t Mar
von  (E R ITE I AR R -
“stapr

ciric Avaiabisy. @ 0%50% @ 5175 @ Tose% @ 100%

It's even optimised for booking via a mobile device.

This approach allows users process the list on their own terms and issue communications in
bulk, or to contact employees individually and issue communications as they go.
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Who can book appointments?

Managers and Employee’s will have the ability to book their own appointments allowing for greater
flexibility. Employees are emailed a unique link and one-time password (OTP) to allow them to access
the intuitive booking process in their own time and on whatever device they choose.

Can Appointments be moved or cancelled once booked?

Of course, we recognise things change. OPAS-G2 allows one or more Appointments to be found

using a variety of filters.

Appointment Finder Appointments (31 163)

Personnel Search

Entera

Start Date
0110312024
Gase Types
None selected
Glinics
None selected
Locations
None selected
Appeintment Delivery Type
None selected
Employment terminated

Yes | No

e Once selected, it's possible to:

L |

Mowve Appointments (3)

End Date

2610312024
Actviies

None selected
Clincians

tan Ells
Appointment Status

None selected
Late appointments

Yes | No
Customers

None selected

Cancel Appointments (3)

& Chariotte Syers (CS104823)

En General

4 Health Suneilance

Y- OHP Initial Consultation, General Health Assessment, Urinalysis, Urinalysis Results Questionnaire
) P 1stMarch 2024

B Booked - Due -25 days ago

© 09:20 for 20 minutes

3 DrlanElis

A lenElis

B iikeston - west Block

2 Magnolia Goulder (CS108332)
B General

Healtn Surveilance

T Audiometry, Vision, General Health Assessment, Spirometry
Fri, 15t March 2024

Booked - Due - 25 days ago

& 10:00 for 20 minutes

E3 DrlanElis

& lanElis

@1 nkeston - West Block

& sariah Hepley (CS106500)

B General

& Health Surveillance

Y- Audiometry, Vision, General Health Assessment, Spirometry
£ Fri fstMarch 2024

& Booked- Due -25 days ago

© 10:40 for 20 minutes

E3 DrlanElis

& tenelis

B iieston - West Block =

4

Change Delivery Type (3)

e When moving the appointments, OPAS-G2 presents the manager/HREmployee with the same
intuitive bulk processing approach — quickly allowing the new appointment slot to be found and
selected — sending communications as necessary to advise the attendees.

Similarly, when choosing to cancel, it is possible to simply cancel the appointment altogether or
allow subsequent rebooking by converting back to an Appointment Request and placing it back in

the list.
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Copyright Notice:

The content of this document is protected by copyright © Civica UK Limited 2024. All rights reserved.

You may not copy or replicate including extracts of it without Civica’s written consent. You must not
sell, share, copy or republish this document.

Copying of this document in any form is prohibited.

If you want further copies of this document, please make a request to the author shown on the front
page.
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