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Introduction
New Modern Look
The new scheduling 
module provides a 
modern look and feel to 
the appointment book

Both Options 
Available
Initially you will have 
both scheduling 
modules available

Same Data as Current 
Scheduling Module
The new scheduling 
module will have all the 
same data as the 
scheduling module you 
use now

Same Data on Both 
Modules
Any changes you make 
on one version will be 
available in the other 
version



Release Notes
• When your company is moved 

to the new release, you will have 
a link to the release notes on the 
login screen. 

• This can be found in 
Documentation > Type: Training



System Settings
1. Recommended browser for V9.3.2021 and the 
New Scheduling Module is Google Chrome

2. Set the browser Zoom to 100% 3. Make sure your Scale and layout is 
set to 100% on your PC/computer



1. Recommended 
Browser
• It is recommended to use Google 

Chrome when using v9.3.2021 of 
CareTracker and the New 
Scheduling Module

Google chrome icon



2. Set Browser 
Settings
• When you are on chrome, 

click on the 3 dots in the top 
right hand corner of the
page

• Locate the section that says 
“Zoom”

• Make sure it says “100%”



3. Set PC/Computer Settings

Click on Computer/PC 
settings

Go to “Display” Make sure Scale and 
Layout is set to 100%

*Note the instructions to change your computer settings 
may vary depending on the type of computer you have



Scheduling NEW Menu Bar

• Magnifying Glass
• Zoom icons (3 icons)
• Move
• Resources
• Locations
• Populate Schedule/Go
• Color Key
• Family Appointments
• Show Conflicts
• Tasks

• Backward/Forward arrows
• Today
• Calendar
• Day View
• Week View
• Month View
• Multi-Day (3) View

Icons in order from left to right: 



Scheduling NEW Menu Bar Icons

Find Appointment
Click on this icon to bring up a pop up 

window to search for specific appts

Zoom
left icon: zoom out on 
schedule screen

middle icon (blue circle with 
green arrow): default zoom

right icon: zoom in on 
schedule screen

Move
Click on this drop down to 
display a list that allows you 
to move to different weeks 
or months on the schedule



Scheduling NEW Menu Bar Icons

Resources

Click on this drop down to display a list 
of the different resources. Check off the 
box next to the resource(s) you want to 

view on the schedule

Locations Populate Schedule/Go
Click on this icon to 

update your view of the 
schedule after you make 

any changes to resources, 
locations, and moving to 

another week/month 

Click on this drop down to display a list 
of the different locations. Check off the 
box next to the location(s) you want to 

view on the schedule



Scheduling NEW Menu Bar Icons

Color Keys

Click on this icon to display a key for all 
of the different colored appt types

Family Appointments Show Conflicts

Click on this icon to view any appts of the 
family members of a patient in context, if 

there are any available 

Click on this icon to view 
any conflicts on the 

schedule



Mini Menu
Access the appointment menu by RIGHT 
CLICKING on an appointment on the 
schedule

Menu Options:

• Pull                                      
• Confirm
• Patient Demographic
• View Appt
• Check In
• Transfer
• Ready for Provider
• Check Out
• Open Items

• Add to Wait List
• Enc Form
• Visit
• Patient Edit Pop up
• Payment
• Send to Outlook
• NEW Reschedule
• NEW Cancel

right click appt



 Booking a 
Patient Appointment

Method 1
• When you have a patient 

in context, left click on the 
desired appointment slot 
on the schedule

• A pop up window will 
appear, where you can 
enter the appointment 
details

• Click save to add the appt 
to the schedule

Booking an Appointment

left click 
here



 Booking a 
Patient Appointment

Method 2
• When you have a patient 

in context, right click on 
the desired appointment 
slot on the schedule

• Click “New Appointment”

• A pop up window will 
appear, where you can 
enter the appointment 
details

• Click save to add the appt 
to the schedule

Booking an Appointment

right 
click 
here



 Booking a 
Non Patient Appointment

• Make sure there is NO 
PATIENT in context in the 
top left corner

• Right click on the 
appointment slot and click 
“New Appointment”

• A pop up window will 
appear, where you can 
enter the non patient 
appointment details

• Click save to add the appt 
to the schedule

Booking an Appointment
right click here



 Double Booking
• When you have a patient 

in context, left click on the 
blue space to the right of 
the appointment that is 
already booked in that 
time slot

• A pop up window will 
appear, where you can 
enter the appointment 
details

• Click save to add the appt 
to the schedule

Booking an Appointment

left click here



The new Scheduling Module allows you to drag and drop 
appointments to reschedule them to another day, or 
another time on the schedule

Drag and Drop Reschedule

1. Appt scheduled for 
Mon 9/27/21

2. Drag appt to new time 
slot

3. Once the appt is in 
the new time slot, drop 
it
Appt is rescheduled for 
Wed 9/29/21



1. Left click on the appointment you want to reschedule, and 
hold down the left mouse key

2. Move the appointment to the new time slot, as you drag the 
appt it will appear transparent as seen below

Drag and Drop Reschedule

3. Once you have found the slot that you want the 
appointment to be rescheduled for, let go of the left 
mouse key

4. The appointment should now be rescheduled in 
the new time slot
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Drag and Drop Reschedule
You can view the drag and drop history in
Scheduling New > History > Rescheduled Appointments



Left click on an appt
This will bring up the “Edit 
Appointment” screen so you 
can view the appt details and 
make any changes if needed

A white box with the 
appointment details 

will appear

Viewing Appointments

Hover your mouse over 
an appointment



Additional Notes
• If you currently have 2 columns for 1 

resource, these appointments will now 
display in 1 column only. If you want to work 
around this, you can request to add an 
additional resource. 

• An old version of this scheduling module 
exists in versions that are older than 
v9.3.2021. For the best, experience use 
v9.3.2021, before you request the feature 
toggle be turned on. 

• The way you build schedules is not 
changing. 



CREDITS: This presentation template was created by 
Slidesgo, including icons by Flaticon, and infographics 
& images by Freepik and illustrations

Thank You!
Please feel free to reach out if you 
have any questions or concerns!

Email helpdesk@argusmso.com

Contact Amanda Kwong: 
Email akwong@argusmso.com or Tel (562) – 361 - 4948

Contact Sal Garcia:  
Email sgarcia@argusmso.com or Tel (562) – 299 - 5226

http://bit.ly/2Tynxth
http://bit.ly/2TyoMsr
http://bit.ly/2TtBDfr

