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Building Provider Templates Using Edit 

Template 

Building a Template for a Provider 

In this exercise, you will practice building a template for a provider using the Edit Template activity.  

 PROVIDER: Molly 

SCENARIO: 

You are responsible for managing provider schedules in the 1460 Halsted FP department. A new provider is 
joining your clinic next month. Build a template for the provider using the following details.  

 You do not need to memorize these details. The exercise will guide you through each step of build. 

▪ The template should be built starting the first Monday of next month and go out for 2 years. 

▪ The provider works Monday-Friday, 8:00-5:00pm with a lunch break from 12:00-1:00pm. 

▪ The schedule should be built in 15 minute time slots. 

▪ The provider normally sees only 1 patient at a time and does not allow staff to overbook 
appointments. 

▪ The provider reserves 3:00-4:00pm every day for Same Day appointments. 

▪ The provider reserves 10:00-11:00am on Mondays and Fridays for New Patient visits. 

▪ For the next three months, this provider will be unavailable on Wednesdays, from 1:00-3:00pm, 
for continuing education. 

▪ Users should be able to schedule appointments no more than 3 months out. 

TRY IT OUT: 

 Ensure you are logged in as a template builder. 

 Open the Edit Template activity for your Molly provider. 

 Select the Create, edit or delete slots tab and define the basic template for the first day. 

▪ Hint: Only build out the details that are the same for each day of the week. You will come back 

and set what's different for those days in a future step. 

▪ On the first Monday of next month, build slots from 8am - 5pm, lunch from 12 - 1pm, 
and Same Day blocks from 3 - 4pm. 

▪ In addition to using the Create, edit or delete slots tab to create slots, you can also use 
a click-and-drag method within the template workspace. Click on a start time and drag 
your mouse to the end time. This method "draws" the time slots on the template. 

 Click the Recur slots from tab to create the remainder of the template. 
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▪ Hint: You just defined the first day of the provider's schedule. Use the Weekly recur option (and 
Monday - Friday) to quickly create the remainder of the template for the next 2 years. 

 

SCENARIO: 
 

You still need to reserve 10am - 11am for new patient visits on Mondays and Fridays. 

TRY IT OUT: 

 Click the Create, edit or delete slots tab to update those slots on the first Monday of the provider's 
schedule. 

 Click the Recur slots from tab to apply this block to every Monday and Friday in the provider's 
schedule. 

▪ Hint: Make sure you set your recurrence to copy Monday onto future Mondays and Fridays, but 
not to other days of the week. 

SCENARIO: 
 

Dr. Molly has a meeting with other providers from 1:00-3:00 on Wednesdays. She should only have this time 
marked as unavailable for the next three months. 

TRY IT OUT: 

 Click the Exceptions tab to set unavailable time. 

▪ Hint: Select the first Wednesday of next month and build these slots. 

 Click the Recur slots from tab to apply this unavailable time. 

▪ Hint: Make sure to set your recurrence to copy Wednesday onto future Wednesdays for the 
next 3 months. 

SCENARIO: 
 

Users should be able to schedule appointments no more than 3 months out. 

TRY IT OUT: 

 Click the Release date not set link at the top of the template. 

▪ In the Template Toolbox on the left, set the Release date according to the scenario. 

▪ Hint: The Release date indicates how far in advance schedulers can make appointments. 

 Click Validate on the activity toolbar. 

▪ The Template Validation report opens. Review the errors and fix any that you can resolve. 

▪ Close the report when you are done. 

 Click File & Close when you have finished building this template. 



Updated 8/14/19 

4 

 

 

 

CHECK YOUR WORK: 

 Open the provider's schedule in View Schedules. Use the following questions and scenario to check 
your work. 

▪ Do you have schedule on the first Monday of next month? If so, open the schedule for that day. 

▪ What time of the day does the schedule start? Does it end? 

▪ Do you see 15 minute time slots? With one regular opening? 

▪ Do you see New Patient and Same Day blocks? 

 Move the schedule so that you are viewing Wednesday. 

▪ What block(s) do you see? 

▪ Do you see unavailable time? 

 

Building an Advanced Template for a Provider 

In this exercise, you will practice building a template for a provider using the Edit Template activity. 

 PROVIDER: Eddie 

SCENARIO: 

You are responsible for managing provider schedules in the 1460 Halsted FP. A new provider is temporarily 
joining your clinic to cover for someone who is going on sabbatical for the next eight months. Build a template 
for the provider using the following details. 

 All slots will be 15 minutes in length and have one regular opening unless otherwise noted. 

 Beginning the first weekday of next month: 

▪ The provider works from 8:00 am-5:00 pm Monday through Friday. 

▪ The provider breaks for lunch and does not see patients from 12:00-1:00 pm. 

▪ The provider reserves time for Same Day appointments between 4:00-5:00 pm. 

▪ The provider's template starts the first day of next month (mb+1) and continues with this 
schedule for three months (me+3). 

 After three months, the provider's schedule will change. You will see these new detail s later in the 
exercise, after you build the first three months. 

TRY IT OUT: 

 Open the Edit Template activity for your Eddie provider. 

 Use the details provided above to configure this provider's template. 
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▪ Hint: This schedule's date range should be mb+1 through me+3. If either of these days fall on a 
weekend, move the date to Monday or Friday. 

 

SCENARIO: 
 

After three months, the provider's schedule will change. 

 All slots will be 15 minutes in length and have one regular opening unless otherwise noted. 

▪ The provider works from 9:00 am-6:00 pm Monday through Friday. 

▪ The provider reviews patient charts between 12:00-12:30 pm and is unavailable for patient 
appointments during that time. 

▪ The provider breaks for lunch and does not see patients from 12:30-1:00pm each day. 

▪ The provider uses this schedule beginning on the first day of the fourth month (mb+4) through 
the remainder of the time he works at your clinic (me+8). 

 All eight months of template should be released to the schedulers. 

TRY IT OUT: 

 Use the details provided above to configure this provider's template. 

▪ Hint: This schedule's date range should be mb+4 through me+8. If either of these days fall on a 
weekend, move the date to Monday or Friday. 

 Remember to release the entire template for scheduling. 

▪ Hint: You need to set a Release date that is the same date as the template end date. You can 
find the template end date in the upper-right corner of the Edit Template activity. 

 Remember to run the Template Validation report to find an errors that you can resolve.  

CHECK YOUR WORK: 

 Open the provider's schedule in View Schedules. Use the following questions and scenario to check 
your work. 

▪ Do you have schedule on the first Monday of next month? If so, open the schedule for that day. 

▪ What time of the day does the schedule start? Does it end? 

▪ Do you see 15 minute time slots? 

▪ Do you see unavailable time on the schedule? 

▪ Do you see a Same Day block? 

 Change the calendar date in View Schedules to mb+4. (If this shortcut lands you on a weekend, move 
the date to the next day of schedule.) 

▪ Does the schedule start at 9am? When does it end? 
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▪ Do you see unavailable time on the schedule? 

▪ Do you see PRI in the PRI column? [STOP] 

 

 

Modifying Existing Templates 

Changing Existing Slots on a Template 

In this exercise, you will practice making changes to specific slots on a provider's schedule.  

 PROVIDER: Eddie 

SCENARIO: 

Eddie has decided to see extra patients on his first day in your clinic. He would like to have one additional 
opening added to each of the slots from 11:00am to 12:00pm. 

TRY IT OUT: 

 Ensure you are logged in as your template builder. 

 Open View Sched to view your provider's template. 

 Go to the first day of your Eddie provider's schedule. 

▪ Hint: Your provider's template begins on the first weekday of next month. 

 Highlight the 11:00am-12:00pm slots. 

 Right-click the slots you just highlighted. 

 Select Edit Slot. 

 Add a second opening to the Open field. 

 Click Accept. 

CHECK YOUR WORK: 

 Within View Schedules, check that the slots from 11:00 to 12:00 have an additional  opening. 

 Do not close the View Schedules activity. 

 

Changing a Single Day on a Provider's Template 

In this exercise, you will practice making other changes to a specific day on a provider's schedule.  

 PROVIDER: Eddie 

SCENARIO: 
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Eddie will be working late one month from today. Instead of ending his day at 5:00pm, he will extend his day 
to 7:00pm. 

TRY IT OUT: 

 In View Schedules, use the calendar (in the lower left) to change the date to be one month from today. 

▪ Hint: You can use the arrows above the calendar or click on a date in the calendar. 

 Right-click anywhere in the provider's schedule. 

 Select Edit Template for Single Day. 

 Your provider's schedule is set to end at 5:00pm. Adjust the end time from 5:00pm to 7:00pm. 

 Click File & Close. 

CHECK YOUR WORK: 

 Within View Schedules, check that the schedule has slots from 5:00 to 7:00pm. 

SCENARIO: 

Eddie wants to go to an even at his son’s school. On the 2nd Monday of his schedule, he is leaving at 4:00.  
From View Schedule, highlight the slots from 4 pm until his last appointment; right click and select Exception. 
What reason do you think you would use? [Out] 

Also on the last Thursday of the month he is going to be out the whole day. Right click (from View Schedule) 
and set that day unavailable. 

If the provider already has patients scheduled, those patients would be put on the reschedule list. They will still 
appear on the schedule until they are rescheduled. 
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