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Online Booking Overview 
 

The Online Appointment Booking Facility in FLEX essentially means your practice     

diary is open 24/7 – your patients can book in at their convenience, but through    

parameters controlled by the practice. 

Patients fill out a form on a webpage that can be linked to your own website, which 

will then be sent directly to a holding area in Flex. Then, staff members can either 

add or remove requested appointments. 

If you would like to use Online Appointment Booking, please get in touch with our 

support team on 0800 310 2400. 

Once you have been assigned a webpage, you will first need to set up your ap-

pointments to communicate with the online form.  
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Setting Up Online Booking 
 

A 'QR Code' or quick response code is generated in the setup screen in FLEX. This will 

be the URL of the online booking site. 

 

Generating the QR code 
 

o Navigate to the 'Branch' table in 'Setup' 

o Click on the 'Integrations' tab 

o Scroll down to where Online Diary settings are. 

o Check that your 'Online Booking URL' is present in the URL field at the bottom 

of the window. 

o If this is not setup, then you will need to edit the branch record and enter it on 

the integrations tab and then save the record. (Click Update Branch) 

 

 

 
o Click the 'Generate QR' button to create your QR code. You will be prompted 

to select a folder to save your QR code image, choose a folder and click the 

'Select Folder' button 

o Once the image has been saved it will popup in the default image viewer so 

that you can see it, scanning the QR code below will take you to the demo 

site for FLEX online booking. 

 

Your QR Code has been created and saved in your chosen location! 

 

 
 
 
 
 
 
 
 

 

o When scanning a QR code with a smartphone, the URL will appear on the 

screen for your patient to tap/click 
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How to Make Appointments Available Online 
 

Allowing Appointments 
 

o In FLEX, you will need to choose which Appointment Reasons are available to 

book online. Go to Menu – Setup – Appointments - General.  

o Click the ‘Next’ button twice to get to the Appointment Reasons (page 3 of 5 

in the wizard). 

o Here, right-click any one of the appointments and choose ‘Allow to be 

booked online. (You can do the same again to Remove from Online Book-

ing.)  

 

 

o A green box will appear in the last column of the table; this indicates that the 

reason has been made available. 
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The other options in the right-click menu are: 

o Online Alias: how the appointment appears to Patients. For example, in Flex, 

'Private ST' and 'NHS ST' can appear as 'Sight Exam' if that is its Online Alias, re-

moving confusion for patients about what they need to request. 

 

o Online Notes: notes which appear when the appointment reason is chosen. 

Usually, this is used for marketing purposes.  

 

Make Appointments Available online 
 

Once you have set up the appointment reasons you wish to be online, you will then 

need to tell the Diary which timeslots you want to make available.  

You can make as many or as little as you wish available, and this can be done at 

your leisure. 

o Right-click on a time slot. As with the appointment reasons, you can choose 

to Make Available Online (and of course Remove from Online).  

o Once an appointment slot has been made available, a green line will appear 

to the right of the chosen slot/s. If they have a red line, then it means that 

slot/s is not available for online booking. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



7 | P a g e  

 

Accept/Reject Online Bookings 
 

When a patient has booked an appointment online, the appointment(s) will go into 

a holding area, accessible via a button at the top of the appointment screen (As 

per screenshot below). The button displays a count of the amount of online booking 

requested that require actioning. 

 

 

 

 

o Click the booking requests                      

 

o Click on the booking to view the full booking details.  This will show any match 

with another existing patient record on the system or if new patient needs to 

be added. 

 

 

 

 

 

 

 

 

 

 

 

 

o If the patient is listed on the right, click on Chosen in the right hand column. 

o Click Save 
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o Right-click the request 

 

o Add To Flex Diary (the booking will be added to the diary within FLEX, as a 

normal appointment).   

 

o Or Remove the Booking.  For Example, the appointment needs rescheduling. 

 

o If the patient is new to the practice, simply click select. 

 

o There will be a tick box entitled New which will now be ticked. 

 

o Right Click the appointment to either Add to Flex Diary or Remove Booking 

 

 

 

 

 

 

 

 

 

 

 

 

o If added, the booking will now be in the FLEX diary. 

 

 

 

 

 

o If this is a new patient, a basic record will also have been created. 

o IF you have SMS setup a text will be sent to the patient according to 

the criteria you have put in place for text messaging. 

 

 



9 | P a g e  

 

o If you reject an appointment, you will have the following message: 

 

o You will need to contact the patient to discuss another appointment date 

and time. 


