Step 1: Navigate to “Staff Home” and select “Appointments”
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Step 2: Scroll Down to “Recent Appointment” and select the box next to the appointment you want to

report on.
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Step 3: Click “Actions” and Select “Add Appointment Summary” from the drop-down menu.
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Step 4: Fill out Summary. Please fill out all boxes and checkmarks. Open space is at your discretion.
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Step 5: Scroll down and click “save this report”
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