
Template Builder User Guide 

 

Build a Template 

1. Search for Template in Chart Search, choose Edit Template 
2. In the Provider Search box, look up your proider 

 

 

 

 

 



 

The activity toolbar will help you out while building a template. 

The calendar on the upper left can be used to select a start date for the Template Build. 

The icons below the calendar are the different actions that you can perform. 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

Let’s take a closer look at the icons. 

 Home- What would you like to do? 

  This will be used to create or edit a schedule 

and also if you need to delete any time slots. 

Used for unavailable time:  lunch, meetings, out 

of office. 

Recur, this will be used when you want to 

transfer a schedule to multiple days/weeks. Set a start 

date and an end date, select just one day or multiple 

days. 

 We will not demonstrate this function. 

Settings: You can set a release date and also 

allow overbooks. 



Let’s create a Template for a specific day. 

Click on the Icon to Create, edit, or delete slots. 

Make sure your department is listed in the Department field. 

Enter the date you would like to start, you can also click on the date from the calendar. 

 

 



Enter the start time and then tab, you will then enter the end time. 

The slot length is the increments that your schedule will be built in. Note: always used the lowest 

number that all appointment types can be divided into. ie: 15 min, 30 min, 45 min, 60 min, can all be 

divided by 15. 

Openings: 1 opening per slot. 

Click Apply at the bottom left. 

 



Now let’s add a lunch, this is known as an Exception in the provider’s schedule. 

Click on the Exceptions icon. 

Add a start time and an end time. 

Make sure unavailable is selected. 

A reason is required, choose from the list after clicking the magnifying glass. (Lunch) enter a comment if 

you would like. 

Click Apply. 

 

 



Your schedule will now look like this: 

8am-12pm available with 15 min slots 

12 pm-1 pm Unavailable – Lunch 

1 pm-5 pm available with 15 min slots 

 

 

 

 



To make this daily schedule repeat on multiple Wednesdays, select the Recur icon. 

Source date: the date of the schedule you would like to recur 

Select Recurrence: 

by Dates- specific dates to transfer this schedule on. 

 Daily- you can create a single day and transfer it to every day of the entire week. 

Weekly- You can recur one day or multiple days of the week and transfer them to the following weeks. 

Monthly- Used for a schedule that is based on a specific week of the month, ie: 4th Monday staff 

meeting. 

Recur every: 1 (weekly) 2 (every other week) 

Select the days that you want this schedule to recur on. 

Recur starting: this date should match the Source Date. 

Ending: When the schedule should end.  

Click Apply                              

Note:  When finished, click on some dates on the calendar to confirm that the schedule has transferred 

correctly. 

 



To make this schedule available, you will now set a Release date and the File and Close. 

Click on the Settings icon. 

Enter a Release Date. This date is when you want the schedules to END, not begin. 

If you would like Overbooks, you can make that selection now. 

Set dept visit limits: we always leave as No. 

 

 

You will now File and Close and the schedule will be published and available for use. 

 

 

 

 

 

 



To view the schedule that you just created, go to View Schedules on the Hyperspace Toolbar. 

Provider or Resource: Your provider’s name 

You will see the days with active schedules in green on the schedule scanner. 

 

 

When you view the schedule, it will look this. 

 

 

 



Add overbook slots 
1. Click    Edit Template on the main toolbar. 
2. Search for and select the provider's name. 

3. Click  to see the Edit Slots options. 
4. Enter the time slots to which you want to add overbook slots and the number of 

overbook slots you want to add. 

5. Apply your changes. 
6. Click  to recur the updated slots over a period of time. 
7. Select the appropriate recurrence option and date range. (For example, if 

schedulers typically overbook appointments on Mondays, you would click 
Weekly, and then click Monday.) 

8. Apply your changes, and then click File & Close. 

 

Add blocks 
1. Click    Edit Template on the main toolbar. 
2. Search for and select the provider's name. 

3. Click  Edit Slots. 
4. Enter the time slots to which you want to add blocks. 
5. Enter the type of block and the number of openings you want that block to apply to. 
6. Apply your changes. 
7. Click  Recur Slots from... to recur the blocks over a period of time. 
8. Select the appropriate recurrence option and date range. 
9. Apply your changes, and then click File & Close. 

 

 

Delete a template 
1. Use Chart Search to open the Delete Template activity. 
2. Search for and select the provider's name. 
3. Select the appropriate recurrence option. 

 For example, if a provider is on leave, and you want to remove her template 
for that time, you would select the Daily option and enter "1" in the Recur 
every [#] day(s) field. 

4. Enter the appropriate date range. 

 For example, if a provider is on leave for six months, you would enter the date 
after her last day in the Starting on field and the day before she returns in the 
Ending on field. 

5. Accept your changes. 


