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Online Appointments 
(Practice) 

What’s New 

DLM 380 

Vision Appointment (Practice) 

Slot Type Changes 

 Non-Viewable – Can define slots as viewable or non-viewable. 

Non viewable slots can only be seen in Vision Appointments. See 

“Non-Viewable Slots” on page 15. 

 Web Default – This enables you define a slot for Web use. When 

added to a session these slots are updated each time the books are 

modified or extended and are displayed in the appointment book as 

Reserved for Web. See “Web Default” on page 15. 

Reserving Slots Changes 

 Reserve for Web – Automatic – When creating or editing 

sessions slots can be marked as Reserved for Web. This can be 

done directly in slot distribution, or by using a slot type which 

marked as Web Default. See “Reserve for Web – Automatic” on 

page 17. 

 Reserve for Web – All Sessions – Recurring appointments can 

now be reserved for a specific time period. Select a start and end 

date, during this period slots will be marked as Reserved for Web 

each time the appointment book is extended or modified. See 

“Recurring Appointments” on page 19. 

Session Setup Changes 

 Travel Clinic – A session can be defined as a travel clinic, when 

patients select a travel clinic appointment they are prompted to 

select the country they are travelling too. This is then recorded and 

can be viewed at the practice. See “Travel Clinic” on page 10. 

Reporting Changes 

 Online Appointment Report – Is available which enables you to 

search for slots available, booked or cancelled. See “Online 

Appointment Report” on page 20. 
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 Did Not Attend (DNA) Report – Has been updated to display 

DNA’s where the appointment was booked online. See “Did Not 

Attend (DNA) Report” on page 21. 

Online Appointment (Patient)  

Booking Appointment Changes 

 Save Filter – When searching for specific appointments for 

example those available for a particular doctor or on a specific day, 

your selection can be saved and used as the default for future 

appointment searches. See “Booking an Appointment” on page 23. 

 New Date Search Options – You can now select a specific date 

from a calendar, it is also possible to select a date range using the 

Between Dates option. See “Booking an Appointment” on page 23. 

 Clinician Details – The clinicians’ gender and role are now 

displayed in the appointments details, their special clinical interests 

may also be displayed (if recorded). See “Booking an Appointment” 

on page 23. 

 Book a Travel Clinic Appointment – A travel clinic appointment 

enables you to record which country you are travelling to, so the 

practice can arrange your travel vaccinations and advice. See 

“Booking a Travel Clinic Appointment” on page 27. 

Viewing Appointment Changes 

 Viewing Missed Appointments – If you have missed an 

appointment it will be listed on the Appointments tab. See “Viewing 

Missed Appointments” on page 30. 

Cancelling Appointment Changes 

 Cancellation Cut Off Time – Your practice may have set a 

deadline for appointment cancellations. If you attempt to cancel an 

appointment that occurs in the cut-off period, you are prevented 

from doing so. You will need to contact your practice directly to 

cancel the appointment. See “Cancellation Cut Off Period” on page 

32. 

Other Changes 

 Bug Fix – The error that prevented users creating a session with 

more than 60 slots has now been resolved. 

 Original MHOL Online Appointment documentation re-organised 

into separate modular user guides: 

 MHOL Configuration User Guide – This is for Practices to 

enable and setup VOS and configure services eg Online 

Appointments. 

 MHOL Registration – This user guide explains how to 

register a patient for VOS and manage the registration, and 

also details how a patient creates and activates a MHOL user 

account. 

 MHOL Using Online Appointment (Practice) – This user 

guide explains how to configure Vision Appointments for use 

online. It also shows how Online Appointments is used to 

book or cancel appointments.  
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Introduction 
My Health Online (MHOL) has been developed to expand the services practices offer 

to patients. This user guide details the use and setup of MHOL – Online 

Appointments. 

Currently patients have to attend or phone the practice to book an appointment 

during surgery opening times. Online Appointments gives Practices the ability to 

create a website accessed by patients to book appointments, check appointment 

times and cancel appointments at any time. 

Your Practice determines which of your appointment slots are available on the My 

Health Online Website and can customise how patients use the services. 

Your practice is then responsible for registering patients to use My Health Online; this 

is done within the Patient Registration module of Vision. You can also disable Online 

Services to patients it feels are abusing the facility. 

 

Benefits of Using Online Appointments 

The benefits of Online Appointments are: 

 

 

  

1 
•It will help ease demand on a busy practice reception. 

2 
•Patients will no longer have to queue at the practice or on the telephone to 
manage their appointments. 

3 
•It will allow patients to manage their appointments outside of surgery 
opening times, where surgery hours are not always convenient.  

4 
•Patients will be able to access their appointments wherever they have 
access to the internet i.e. work/home. 

5 
•It will reduce DNA’s by making it easier for patients to cancel or change 
appointments 
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Flow of Information 

The following diagram demonstrates how the information flows between the practice, 

patient and the INPS hosted server. 

 

 

Workflow Overview 

 

1 
• MHOL will be installed by INPS following a DLM download. This will then 

require additional setup by INPS prior to using this product. 

2 
• In Vision Control Panel you need to enable and configure Vision Online 

Services (VOS) for Online Appointments.  

3 
• Check Staff access and session setup. 

4 

• You may need to amend Vision Appointment Sessions, especially if  Vision 
appointments is used by one or more  branch surgeries.  

5 
• In Vision Appointments, you must then determine which appointments 

patients have access to online and reserve related appointment slots. 

6 
• Must add/review  Appointment Cancellation messages for use online. 

7 
• Register patients for Vision Online Services, then print out the Registration 

Confirmation Letter. 
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Practice Setup 
This software will be installed on your computer system using Down Line Manager 

(DLM) and will be accessible from your GPC machine. However, this will need to be 

configured and setup by staff at INPS prior to using this product. 

Following INPS setup, you need to configure My Health Online – Online Appointments 

using the tools available in Control Panel. 

 

NOTE – The VOS website is not available 24 hours per day. It may be 

unavailable, for example when backup is running at the Practice, or 

when the website is being updated. 

 

 

Patient Registration 
Once Vision Online Services have been activated, a new Online Services tab becomes 

available in Vision - Registration to enable you to create a Vision Online 

Appointments web account for the patient. This will keep a record of the status of 

their account. This account can be disabled by the Practice if misused by the patient. 

See MHOL Registration User Guide for further details. 
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Configure Vision Appointment for Website Use 
For appointments to be available for patients to book online, you must mark the 

required appointments as Reserved for Web (see “Configure Vision Appointment for 

Website Use” on page 6). Before you do this, it is advised that you review the 

following options in Vision Appointments: 

 Session setup – Review your session settings to ensure the 

correct details are available online, especially for branch surgery 

sessions. See “Session Setup” on page 6. 

 Travel Clinic – Create a Travel Clinic session, patients can select 

the countries they are travelling to, when booking a Travel Clinic 

appointment. See “Travel Clinic” on page 10. 

 Cancellation Messages – Are used in the practice and online to 

record a reason for cancelling an appointment. See “Cancellation 

Reasons” on page 12. 

 Patient Prompt – In System Constants, turn on a prompt to 

enable you to register patients for Online Services. See “Patient 

Prompt” on page 13.  

 Appointments Refresh rate – Determine how quickly Vision 

Appointments and Online Appointments details are updated. See 

“Appointment Refresh Rate” on page 14. 

 

Session Setup 

Session Type 

It is useful when using Online Appointments to keep the number of session headers 

to a minimum, for example AM Surgery, PM Surgery. These session headers can then 

be used to setup numerous individual sessions for the clinicians using appointments. 

1. Go to Vision Appointments – Plan – Session Type. 

 

Plan – Session Type 

2. If you are a branch surgery and each site uses Appointments, it is 

recommended that you have a set of Session Headers for each site. For 

example, AM Surgery – Main Site, PM Surgery - Main Site, AM Surgery - 

Branch Site, PM Surgery – Branch Site etc. (Replace Main or Branch with 

actual name to identify site). 
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Session Types – Add 

NOTE – Session Locations enables you to define which sessions are 

used at which locations. See “VOS Configuration User Guide” for 

further details. 

3. To add a new session, click Add, type your description in the description 

window; click OK to close. To add further sessions click on Add and repeat 

this process until you have added all the required sessions. 

 

Session Type - Add 

4. To edit and existing session, highlight the session in the Session Types 

window, click Edit. 

 

Session Types – Edit 

5. Change the text in the Description window as required, click OK to close. 

 

Session Type – Edit 

6. To Delete an entry from Session Types, highlight the session in the Session 

Types window, click Delete. 
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Session Types – Delete 

7. You are prompted: Are you sure you want to delete the selected session 

types, select Yes to confirm deletion, select NO to cancel the deletion. 

8. If the Session is in use, you are prompted: Session Type is being used in a 

Weekly Plan. You cannot delete this item. You will need to edit the Weekly 

Plan to enable the deletion of the session type. 

 

Editing a Session 

Editing a Session may be required to change a Session Type or to change the Session 

Header Colour. It is recommended that you use Header colours to identify each site 

on the screen, for example, the Main Site has green headers; the branch site has 

blue headers. 

To Edit a session and/or change Session Header colour: 

1. Go to Vision Appointments – Plan – Edit Session, highlight the session 

from the list. Click OK to select. 

 

2. To change the Session Type, click on the arrow at the end of the Type box, 

select the correct Session Type from the list. 

 

Edit Session 
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3. To Change the Session Header Colour, click in the coloured box, you will be 

presented with a Colour Palette, select the required colour from the palette, 

click OK to return to the Edit Session Window. 

 

Colour Palette 

4. Check the details, click OK to close. You may need to run modify books if 

already extended. 

 

Appointment List showing Coloured Headers 
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Travel Clinic 

Sessions can now be defined as travel clinics. This enables the patient to select a 

country from a drop-down list, which is then added to the appointments comments 

and can be viewed in Consultation Manager and Appointments. 

 

 

Online Appointment – Travel Clinic 

 

Create a Travel Clinic 

NOTE – Create a Travel Clinic slot type so patients can identify Travel 

Clinic appointments. 

1. From Vision – Appointments – Plan select New Session to create a new 

session, or Edit Session to change an existing session. 

2. Check the existing details or add new details as required.  

3. Tick the Travel Clinic box.  
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Session – Travel Clinic 

4. Type a message in the VOS Message box; this is displayed to the patient 

when they select a travel clinic appointment. 

5. Click Distribute Slots and change the slots to a travel clinic slot type. Click 

OK.  

6. Click OK to save and close the session. 

7. The session is now a travel clinic and can be added to the appointment books 

as required. 

 

Online Appointments – Travel Clinic Booking 

  

Click to create 

a travel clinic Add a message 

here which is 

displayed online 

VOS message  

Patients select a country 

from the list, which is 

added to the comments 

box and can be viewed 

prior to and during their 
appointment 
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Cancellation Reasons 

Cancellation reasons are used by Online Appointments for patients to record a reason 

why they are cancelling their appointments.  

Note –Cancellation Reason text can be edited in Vision – 

Management Tools – Control Panel –Online Services Config to 

make it more explicit to the patient. You can also define which reasons 

are available for patients, also cancellation reasons can be displayed in 

English and Welsh. See “MHOL VOS Configuration User Guide” for 

further details. 

To review or add further Cancellation reasons: 

1. Go to Vision Appointments – Maintenance – Cancel Reasons. 

 

Maintenance – Cancel Reasons 

2. To add a new Cancellation Reason, click on Add, this will open a new window. 

 

Cancellation Reasons - Add 

3. Type the Cancel Reason in the description window and click OK to close. 

 

Add Cancellation Reason 

4. To edit a Cancellation Reason, select the appropriate line in the description 

window and click the Edit button, make the required changes, then click OK 

to close. 
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Cancellation Reason – Edit 

NOTE: Do not delete the reason Moved to Other GP Practices/Time 

as this is automatically used each time an appointment is re-arranged 

and forms part of the audit trail. 

5. To delete a Cancellation Reason, select the appropriate line in the description 

window and click the Delete button, the selected entry will now be deleted. 

 

Cancellation Reason – Delete 

6. Click Close to close the Cancellation Reasons window. 

7. Go to Vision – Management Tools – Control Panel – Online Services 

Config, click the Appointments Configuration button and check the 

cancellation details are added to the list. Add a Welsh translation for each 

cancel reason. See “MHOL VOS Configuration User Guide” for further details. 

 

Patient Prompt 

There is a setting in System Constants which you can turn on to prompt you that a 

patient is not registered for Online Appointments. When used, the prompt directs you 

to the patient’s Registration Screen to enable registration for Online Services. 

1. Go to Vision – Appointments – Maintenance - System Constants – 

Bookings; at the bottom of the page, select “Prompt to register patient for 

online booking” to turn on the prompt. 

 

System Constants – Bookings 
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2. Click OK to close. 

3. Once selected, each time you select a patient in Vision Appointments who is 

not registered for Online Appointments, you will be prompted “Do you wish 

this patient to use “Online Appointments”. 

 

Online Appointment Prompt 

4. Click on the appropriate button to proceed. 

 If you select Yes, the patient’s Registration screen opens in the 

background. Complete the appointment booking then click on the 

Registration tab and register the patient for Online Appointments. 

See Patient Registration on page 5 

 Selecting No from the prompt, results in no further action this 

time. You will be prompted the next time this patient is selected. 

5. If the Patient is already registered for Online Appointments, you will not be 

prompted. 

 

Appointment Refresh Rate 

Vision Appointments will refresh to show appointments booked at other sites and via 

Online Appointments. The rate the refresh takes is determined by the settings in 

System Constants. 

1. Go to Vision - Appointments – Maintenance- System Constants – 

Practice Tab. 

 

System Constants - Practice 

2. Check the refresh settings at the prompt: Refresh after XX min(s) of 

inactivity. Amend this rate to 1, if required, for the quickest refresh rate. 

NOTE: If your screen does not refresh quickly, you may find that when 

selecting a slot to book, the slot may appear on your screen to be free, 

however, if it has been selected and booked at a Branch or Online, you 

will not be able to proceed with the booking. 
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Configure Slot Type & Reserve Slots for Web Use 

Slot Type 

We have added some new options which are available when creating or editing Slot 

Types. New slot type options are: 

 Non-Bookable 

 Non-Viewable 

 Web Default 

NOTE – You can configure slot types to display a message to the 

patient when they book an appointment online. See “MHOL 

Configuration User Guide” for further details. 

 

Non-Bookable Slots 

This enables you to create a slot type which can be added and viewed in the 

appointment book but cannot be booked. Non-bookable slots cannot be viewed or 

booked elsewhere in Vision or online. 

 

Non-Viewable Slots 

Non-viewable slots can only be viewed from Vision Appointments. They are not 

visible to Consultation Manager, Mail Manager, MHOL (Online) or any other module or 

application. 

 

Web Default 

Defining a slot as Web Default automatically marks the slot as reserved for web when 

added to a session. Each time the session is extended these slots are automatically 

created and marked Reserve for Web. 

When used in a session the slot type warning message is displayed to the patient 

when booking the appointment. See “Reserve for Web – Automatic” on page 17. 
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Online Appointments – Appointment Booking 

 

Make a Slot Non-Viewable, Non-Bookable or Web Default 

1. From Vision – Appointments - Plan – Slot Type, select an existing slot 

type and click Edit, or click Add to create a new slot type. 

2. Click the Non – Bookable, Non-Viewable or Web Default box as required. 

 

Slot Type – Non-Viewable 

3. Click OK to save. 

  

Web default slot types are 

displayed to the patients 

when booking an 

appointment 
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Reserving Slots 

All appointment slots required for Online Appointments must be reserved in Vision 

Appointments. Only slots marked Reserved for Web will be available to patients to 

book online.  

NOTE – Reserved for Web Slots also require Staff and Session setup 

in Vision Online Services before they are available to patients. See 

“VOS Configuration User Guide” for further details. 

You can define slots for web booking when adding/editing sessions. If slots are 

defined as Web Default in a session, each time the session is extended the Reserved 

for Web slots are created automatically. 

Reserved for Web slots can also be booked by the Practice manually, this process will 

need to be repeated each time the appointment books are extended or modified. 

 

Reserve for Web – Automatic 

Slots can be reserved for web use in the following ways: 

 Define slots as Web Default, then add the slot type to a session 

using Distribute Slots, then extend or modify the session. Each 

time the session is extended the slots will be reserved for web use. 

 Or, when creating or editing a session, click Distribute Slots then 

double click the Web column (double click again to remove), for 

the required appointment slots. 

 

Slot Distribution 

  

Select the required Slot 

Type from the drop-down 

list, click the required 

appointment slots. The Slot 

type and web use are 
displayed. 

Double click to 

mark the slot 

for web use. 
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Reserve for Web - Manual 

Reserving Slots can be done for: 

 Individual Appointments 

 Multiple appointments 

 Recurrent Appointments - eg 11:00 appointment slot for all 

future matching 11:00 slots with matching session type and book 

owner. 

 

Reserve Web Slots 

 

Individual Appointments 

Individual Appointments can be reserved for use by Online Appointments: 

1. Go to Vision Appointments, open a view and highlight the required slot. 

2. Right click; select Reserve for Web from the menu. 

3. You will see the selected slot is now displayed as Reserved for web. 

4. This slot can be released by highlighting the slot and right clicking, select 

reclaim from Web. 

 

Appointment Slot Reserved 
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Multiple Appointments 

Multiple Appointments can be reserved for use by Online Appointments: 

1. Go to Vision Appointments, open a view and find a slot to add, highlight the 

required slots by holding the Control Key on the keyboard, then clicking on 

each slot required. 

2. Right click; select Reserve for Web from the menu. 

3. You will see the selected slots are now shown as Reserved for web. 

4. These slots can be released by highlighting the slots and right clicking, select 

reclaim from Web. 

 

Recurring Appointments 

Recurrent Appointments; for example, 11:00 appointment slot and all future 

matching 11:00 slots with matching session type and book owner, within a specified 

time frame, can be reserved for use by Online Appointments: 

1. Go to Vision Appointments, open a view and highlight the required slot. 

2. Right click; select Reserve for Web – All Sessions from the menu, this 

opens the Reserve For Web – all sessions window. 

3. Enter a Start and End date (double click to access the calendar) to specify 

when the slots are to be reserved.  

4. You are prompted to “Reserve the selected slots for all instances of their 

session in the selected time range”. Select either: 

 Option 1 – Irrespective of the owner of the session instance. 

 Option 2 – Only if the owner of the session instance is the same 

as the owner of the selected slot. 

 

Reserve For Web – all sessions 
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5. Each current slot that matches the selection will now be reserved for use by 

Online Appointments. When extending appointment books, slots will be 

reserved for the time period specified. 

IMPORTANT - You will need to repeat this process when the time 

period expires to reserve new extended slots. 

6. The reserved slot(s) can be released by highlighting a matching slot and right 

clicking, select reclaim from web – all sessions.  

 

Reporting 
To manage MHOL Online Appointments, a new search is available in Vision 

Appointments to enable you to search for Reserved for Web slots. The Did Not Attend 

search has also been updated: 

 Online Appointment Report – this enables you to analyse online 

appointment usage by patients, looking at slots available, booked 

or cancelled. See “Online Appointment Report” on page 20 for 

further details. 

 Did Not Attend (DNA) Report – this has been updated; the 

report now indicates whether the appointment was booked online. 

See “Did Not Attend (DNA) Report” on page 21. 

 

A further search tool has been added to Search and Reports to enable you to list 

patients at each stage of MHOL registration eg patients with an active MHOL account. 

See “MHOL Registration User Guide” for further details. 

 

Online Appointment Report 

The Online Appointments Report allows you to create the following report types: 

 Slot Available Online 

 Slots Booked Online 

 Slots Cancelled Online 

 

To print the report: 

1. From the Appointments module, go to Search – Online Appointments 

Report. 
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Online Appointments Report 

2. Select the required report form the Report Type drop down list eg Slots 

available online. 

3. Select the required owners, use the tick box for All. 

4. Select the required date range. The start date is today’s date by default. The 

end date can be left blank. 

5. Select a Date of option from the drop-down list, the options are: 

 Slots available online – Date of Appointment only. 

 Slots booked online – Select date of Appointment, or date of 

Booking. 

 Slots cancelled online – Select date of Appointment, Booking or 

Cancelled. 

6. Click Print to run and print the report. 

7. To view the report on screen, click Print Preview, this report can then be 

printed. To print click the Print button. Click Close to finish 

 

Did Not Attend (DNA) Report 

The DNA report has been updated to display DNA’s which have been booked online. 

To run the report go to Vision – Appointments – Search – Did Not Attend 

Report, select a date range, clinician(s) and exclude booking reasons if applicable. 

Click Print Preview to view the report prior to printing, then Print to print the 

report. 
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DNA Report 

 

 

DNA Report – showing Online Bookings 
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Online Appointments 
(Patients) 

Overview 
Once the patient has registered and activated their MHOL user account they can use 

the modules available at the practice. This section of the user guide details how the 

patient uses the Online Appointments module to book, cancel and view appointment 

details.  

Note – The My Health Online website is available in both English and 

Welsh. 

 

Booking an Appointment 

To book an appointment online: 

1.  From the My Health Online front page, click on the My Account tab, then 

select Appointments  from the menu on the left of the 

screen. 

2. Next, click on the link on the Appointments Screen to search for available 

appointments:  

3. Use the drop down arrows to make selections ie, date period, day of the 

week, time, clinician/clinic, location then click Search.  

NOTE – Hold the CTRL or Shift key when selecting from the lists eg. 

Clinicians, this will keep the list open so that you can select multiple 

items. 

 

Search Filter 
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4. To search for a Specific Date: Select Specific Date from the Date Period 

drop-down list, a calendar is displayed defaulting to today’s date. Change the 

month and/or year using the drop-down menus or arrows at the top of the 

calendar, then click on the specific date required. The selected date is 

displayed in the search filter. 

 

Select Date - Calendar 

5. To search between dates: Select Between Dates from the Date Period drop-

down list, a Select Range window opens displaying two calendars. Change 

the month and/or year using the drop-down menus or arrows at the top of 

each calendar, then select the start date on the first calendar and an end date 

on the second calendar.. The selected date range is displayed in the search 

filter. 

 

6. You can save the Clinician/Clinic and Location selections you have made to 

use again next time you make an appointment. Click Save Filter you are 

prompted: “You have selected to save the current filter. This will make your 

selections for Clinician/Clinic and Location the defaults next time you wish 

to book an appointment”  

Use the arrows or 

drop-down lists to 

change month and 
year  

Click on the 

required date, 

then click Select 

Use the arrows or 

drop-down lists to 

change month and 
year  

Click on the 

required dates, 

then click Select 
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Save Filter 

7. Click Save Filter, you are prompted: “Your filter has been saved 

successfully”. Click Close to finish. 

 

NOTE – The saved filter is used next time you login. 

8. Use the presented list of available appointments to choose the appropriate 

appointment for you.  

NOTE – The Clinicians gender, role and special clinical interest(s) (if 

recorded) are displayed. 

9. Select an appointment by clicking the Book  link at the end of the line 

or double clicking the appointment details. 

 

Book an Appointment 

10. In the Appointment Details screen, please check the details, if correct click 

Book Appointment . 

The appointment 

list can display the 
appointment type 

The Clinicians special 

clinical interests, role 

and gender are 

displayed here (if 

recorded) 
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Selecting an appointment to book 

11. This opens the Appointments window, click Book Appointment 

. 

12. If successful, a Book Appointment: Successful confirmation message is 

displayed along with your appointment details. Please make a note of these. 

You will also receive a confirmation email with these details. 

 

Book Appointment - successful 

13. If unsuccessful, a Book Appointment: Failed confirmation message is 

displayed. Click Back or click here to return to the list of available slots. 

14. To print the details, click the Print  button, this will open the printer 

window (if available) click Print to continue. 

15. To save the details to your calendar, click the Save to Calendar 

 Button, you are prompted to Open or Save.  

16. Click Appointments Home  to return to the 

Appointments tab or Results  to return to the Book an 

appointment page to select another appointment. 
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Booking a Travel Clinic Appointment 
You practice may have created some appointments as Travel Clinic appointments, 

when selected to book, you are prompted to select the country you are travelling to. 

 

1. Select a Travel Clinic appointment, click Book . 

2. Click to expand the Countries you are visiting drop-down list, tick the 

boxes of the countries you are visiting. 

 

Travel Clinic 

3. Click Book Appointment to book the appointment. A Book Appointment: 

Successful confirmation message is displayed along with your appointment 

details. Please make a note of these. You will also receive a confirmation 

email with these details.  

 

Appointment Booking Confirmed 
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4. To print the details, click the Print  button, this will open the printer 

window (if available) click Print to continue. 

5. To save the details to your calendar, click the Save to Calendar 

 Button, you are prompted to Open or Save.  

6. Click Appointments Home  to return to the 

Appointments tab or Results  to return to the Book an 

appointment page to select another appointment. 

 

Maximum number of bookings  

Depending on the preferences of your practice, there may be a maximum number of 

appointments you can make. Once the maximum limit is reached, no further 

bookings can be made online and “you have reached the maximum number of 

booking allowed. No further bookings can be made at this time” is displayed. The 

website will list all appointments you currently have booked, regardless of whether 

you booked at your GP Practice or using My Health Online.  

To book further appointments, you can review the list of booked appointments and if 

necessary cancel one of the bookings, which will then permit you to make a new 

appointment. Alternatively, contact your GP Practice to make a further appointment. 

 

 

Maximum Bookings Reached 
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Viewing existing Appointments 

To access Online Appointments: 

1. From the My Health Online front page, click on the My Account tab, then 

select Appointments  from the menu on the left of the 

screen. 

2. Any existing appointments you have booked, whether they were booked at 

the Practice or Online, are displayed. The following details are displayed: 

 date 

 time 

 clinician/Clinic 

 location  

Click Details  to view further information. 

 

 

Appointments Screen – with appointments booked 

 

If you do not have any booked appointments, “You have no appointments booked” is 

displayed. You are prompted to click here to book a new appointment. 

 

 

Appointments Screen – no appointments booked 

  

Message from 

your Practice 
(optional) 
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Viewing Missed Appointments 

Appointments that you have booked, whether booked at the practice or online that 

you failed to keep or cancel are displayed on the Appointments tab. 

 

Online Appointments – Missed Appointments 

Depending on preferences of your practice, there may be a limit to how many 

appointments you can miss before your account is disabled. Once the limit is reached 

you are prevented from signing in to Vision Online website. Contact your practice for 

further details. 

 

Account Disabled 
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Cancelling an Appointment Booking 

If you no longer require an appointment, please remember to cancel it as soon as 

possible so it can be used by someone else. Failure to cancel the appointment before 

the appointment time will result in a missed appointment.  

To cancel an appointment: 

1. From the My Health Online front page, click the My Account tab, then select 

Appointments  from the menu on the left of the screen. 

2. Any existing appointments you have booked, whether they were booked at 

the Practice or Online, are displayed. You can view the date, start and finish 

time, clinician and location of the appointment(s).  

3. Find the appointment you wish to cancel and click Cancel . 

4. The Cancel Appointment window is displayed. Please check the appointment 

details and select the Reason for the cancellation from the drop down 

menu. 

 

5. Next, click Cancel . 

6. If successful, a Cancel Appointment: Successful confirmation message is 

displayed. You will also receive a cancellation confirmation email. 

 

Cancelled Appointment Confirmation 
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7. If unsuccessful, the Cancel Appointment: Failed message is displayed, click 

Back  to return to the Cancel Appointment details. 

 

Cancellation Cut Off Period 

Your practice may have set a cancellation cut off period; this prevents booked 

appointments from being cancelled at a set time period before the appointment time. 

For example, your Practice set a cut off period of 30 minutes. If you try to cancel an 

appointment 30 minutes before you are due to attend, you are prevented from 

cancelling the appointment online. You will have to contact your GP Practice directly 

to cancel the appointment. 

 

Appointment Details – Cannot Cancel Appointment Online 
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