
Internet Appointment Booking User Guide

Navigate to ‘Online appointments’ and locate the logo, as below

Click on the logo.

Next, you will be directed to the emis access webpage from where you should navigate
down to the existing users sign in screen, as below

Enter the practice ID number and Access ID number as listed in your registration form,
given to you by practice staff, and the password you choose when you completed the
online registration process and click ‘Sign In’.



Next, if your log on details are correct you will see the emis access welcome screen, as
below

If your details are incorrect you will be invited to try again. If you have misplaced any of
your log on details please contact the practice by telephone or in person for assistance. If
you have no existing appointments booked, you can view available appointments by
clicking on ‘Book a New Appointment’.

Next, if appointments are available the system will display a selection, as below

You may choose one by clicking on the time of the available appointment, eg 12:20.



Next, the appointments screen will display the details of your chosen appointment, as
below

Select the ‘Book’ button to book this appointment, or cancel to make another selection.

Next, the appointment booked confirmation screen will be displayed, as below

Printed details of your appointment are available by selecting ‘Print confirmation’.



Next, the appointment confirmation screen is displayed with the details of your
appointment, as below

Select ‘Print’ to print a copy of the appointment details. The online appointment booking is
now complete. You can exit by selecting ‘Close this window’.

Next, log out of the system for security purposes by selecting ‘logout’ from the menu at
the top left of the screen, as below


