
Patient Self-Scheduling Set Up

1. You have the option to allow patients to self-schedule appointments by
setting up your availability. Let’s begin by navigating to the settings page.

2. Next, click on the “Calendars” tab. Which brings you to this screen.



3. Here you can see all the Calendars you have set up in your practice. To
set up Scheduler we are going to click on “Scheduler Settings”

4. A box will appear, click “+ Add Scheduling Page”



5. This is where you begin to customize your Scheduler. The information
seen here is what your patients will see on their calendar once the

appointment is confirmed. Enter the Event Name, Location and Duration
you want to default to and once you ready click “Next”.

6. Here you enter your availability. You can do a combination of days and
times. You can also customize the scheduling link. Then click “Create”



7. The scheduler is now created. You can click “Copy Link” to paste on
your practice website or you can click “View” to see what it looks like.

MORE CUSTOMIZATION

8. You can customize this even more by adding custom fields. To do so
click “Edit”



9. You will see more details that you can edit. Update the event info here.

●
10. From the “Calendars” tab you can choose which practice calendar
these new appointments will go to. Select from the dropdown menu.

●



11. On the “Booking Flow” tab you can choose whether you want the
bookings to auto-schedule, or if you want to confirm them first.

12. In the same “Booking Flow” tab, you can redirect a successful booking
to a specific website here by entering in the URL.



13. On the “Reminders” Tab in Scheduler you can customize when and how
patients are reminded. Click the Pencil icons on the right to edit the

reminder times and subject names.

14. On the “Custom Fields” tab you are able to add additional fields for the
patient to fill out. The default fields are Name and Email. Click “Add field”

to add your own.



15. I am adding a new field here “What brings you in today?”

16. Once I click save, now that question appears on my booking form.



17. The last tab is “Page Styles” where you can add a logo, update color,
and change button labels. Make this your own!

18. Once you are ready, click “Save and Exit” This takes you back to your
Scheduling pages. If you want to add an additional Scheduler for another
user in your practice, you can “+ Scheduling Page” and go through the

flow again.



PATIENT VIEW

19. Click “View” to see what your patients will see.

20. Once they find a date and time, they will click confirm.



21. The patient can then fill out their information.

22. Once they click “Request Appointment” they are shown a success
screen.



CONFIRM THE APPOINTMENT
22. Once a patient has booked an appointment, there are two ways to

confirm the appointment. The first is through email. You will receive an
email to the email account linked in AeroDPC.

23. In the email, click the “Confirm Booking” button.



24. This will confirm your appointment and your patient will be
notified of the confirmation via email.

25. The other option is to confirm from your calendar in AeroDPC.
When you navigate to your calendar, you will see the proposed

appointment on your calendar.



26. When you click on the appointment, you can see the details. You
can also see a “Confirm Appointment” button.

27. This will confirm your appointment. And your patient will be
notified of the confirmation via email. Well Done!


