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1. Open Scheduler

1. Click on EHR >> APPOINTMENT >> SCHEDULER
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2. Search Schedule

1. Choose any services under Individual Virtual Consultation from the dropdown list.
2. Click on [Search] button.
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3. Create New Schedule - Hourly

1. Double click on the date chosen to create new schedule.
2. Fill in New Schedule form.
3. Choose Schedule Type from the radio button.
4. Choose Location from the dropdown list.
5. Choose Interval Timefrom the radio button. 
6. Fill in Quota per Interval field.
7. Choose start and end date.
8. Select the specify days.
9. Click on [ADD] button to add new schedule.
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4. Schedule Created

1. The schedule created appears on the date chosen.
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5. View Slot

1. Click on the newly created schedule.
2. Click on [SHOW SLOT] to view the slot available. 
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6. List Slot

1. System display the list of created slot.
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7. Add Slot

1. Click on [Add Slot] button.

2. Key in the required information.
3. Click on [ADD] button. 
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8. Add slot Confirmation

1. System display popup message to ensure add slot.
2. Click on [Add to this schedule] button to proceed. 
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9. Slot Created

1. The added slot appears on the slot list.
2. Click on [CLOSE] button to clear the pop up message. 
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10. Edit Slot

1. Hover on the selected slot that needs to be edited and click [Edit] button.
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11. Save Edit Slot

1.  Fill in the Quota per Interval that needs to be edited.
2. Click on [SAVE] button to save the latest update. 
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12. Edit Slot Confirmation

1. System display popup message to save changes confirmation.
2. Click on [Save to this slot] button to proceed. 
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13. Slot Edited

1. The edited slot appears on the slot list.
2. Click on [CLOSE] button to clear the pop up message. 
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14. Block Slot

1. Hover on the selected slot that needs to be blocked and click [Block] button.
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15. Block Slot Confirmation

1. System display popup message to confirm block slot.
2. Click on [Block to this slot] button to proceed. 
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16. Slot Blocked

1. The blocked slot appears on the slot list.
2. Click on [CLOSE] button to clear the pop up message. 
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17. Delete Slot

1. Hover on the selected slot that needs to be deleted and Click on [Delete] button.
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18. Delete Slot Confirmation

1. System display popup message to confirm delete slot.
2. Click on [Delete to this slot] button to proceed. 
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19. Slot Deleted

1. The status of deleted slot will be change to Deleted and the color of column number change to grey.
2. Click on [CLOSE] button to clear the pop up message.
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