
 

 

How to view and use the calendar 
 

This guide is designed to help you navigate the Calendar features 
 

 
 

1. To add an appointment to 
the calendar, click in the 
selected time slot.  
 
You will be presented with 
the appointment window. 
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2.  
2.1. Click on the ‘time’ to open the time selection window. Select 

the hour and the minutes for the appointment. 
2.2. Select the ‘Provider’ and length of the appointment.  

For multi-branch practices: you will also need to select the 
‘Branch’ that the patient will be visiting. Only providers 
linked to a specific branch will be available when 
selecting the provider. 

2.3. Select the patient by typing in Name, Surname, Cell no or 
date of birth in the search block. myMPS will bring up a list of all patients that meet 
those parameters. 
Once you select your patient, the details that are on record for them will populate 
in the template. 
Alternatively, if you select ‘Search for new patient in Healthbridge community’, 
enter the patients full medical aid number and myMPS will populate with 
information already on file for saved patients. 

2.4. If the patient is not a current patient at your practice, enter the required 
information and click ‘Save’. 

2.5. If you want to book out 
time in the diary for a 
specific provider, click on 
the ‘Provider unavailable’ 
tab. This will allow you to 
book a block of time and 
add a reason. 

 
3. The patient's appointment 

will then show in the 
calendar. 
 

 
 
 
 
 
 

Note: Next to each appointment you will see a coloured line which 
reflects the status of the patients Benefit Check.  
Please see below, in the next ‘Note’ block, for the meaning of the 
colours. 
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4. When the patient arrives, select the 
appointment, a summary of the appointment 
will pop up. Click ‘check in’. 
 

 
If you see a  symbol next to the patient name, 
it means that there is a warning on the patients 
account showing an outstanding amount. Hover 
over the warning symbol for more information. 

 
 
 

 

Note: At the bottom of the window, you will notice a coloured block next to the Medical 
Aid details. The same colour will appear next to the patient in the calendar timeline.  
The colour of the block will indicate the Benefit Check response. The colours and meanings 
are as follows: 
 

Colour  Meaning 

Green   Fully covered. 

Yellow  Partially covered. There will be a patient liable portion. 

Orange  Not covered. Inform the patient that there are no funds available and 
discuss payment methods. 

Red   Rejected. Benefit Check was rejected due to invalid patient information. 
Correct the patient information and resubmit. 

Grey  Awaiting response. A response will be received the same day, during 
business hours. 

Blue  No benefit check triggered. Not enough information or cash. 

 

 
When adding or editing an 
appointment, at the bottom of the 
window, you will see ‘Show benefits 
check lines’. 
 
Clicking on that will show you the 
Tariff Codes that are being used for 
the Benefit Check. You are able to 
edit this by clicking the ‘add line’.   
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5. If the patient is an existing patient, myMPS will 
check the patient in and add them to the 
‘Waiting room’. 

6. If the patient does not have an appointment, 
click the ‘add walk-in’ button. This will bring up 
the ‘Walk in patient’ appointment window 
where you will be able to create an 
appointment for them. 
 

7. Alternatively, if the patient is not an existing 
patient, myMPS will ask you if you would like to 
add them as a patient. 
 

 
 
 
 
 

8. Select which action you would like to perform and click ‘Proceed’. 
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Filtering and formatting the Calendar 
 

To filter the Calendar display, click on the  button on the top left of the screen. This will 
open the filter pane on the 
left of the screen.  
 
From here you are able to 
select a date to go to, or, 
click on ‘Today’, and it will 
take you to the current day 
on the calendar.  
 
 
 
 
 

The  buttons allow you to change between ‘day’ or ‘week’ view. 
 

The  buttons will change the displayed calendar back or forward one day/week, 
depending on what view you have chosen. 
 
To add or remove a provider from the Calendar display, click on the 
checkbox next to the provider.  
myMPS will only show a maximum of 5 providers at one time. Should you want 
to display another provider, you will first need to deselect one to select 
another. 
 
 
For multi-branch practices, you are able to change the calendar display to 
include/exclude any of your branches. 
 
 
 
 
 
 

If you make a selection and the changes are not displayed immediately, click the  
button.  
 
Should your practice make use of Recomed for online bookings, you will 
now see the number of appointments you are still to confirm next to the 
Provider name.   
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Custom Settings 
To format the colours for the Providers and the Branches, click the button above the 
calendar and click on ‘Confirmation & reminders’, ‘Display’ or ‘Your Preferences’. 

a. Selecting the ‘Display’ option under the calendar settings icon ( ) will bring up the 
‘Calendar Settings - Display’ window. In this window you are able to customise the way 
that myMPS displays your calendar.  

In the top section of the window, ‘Colours - 
Providers’, you are able to select the colour that 
you would like for the provider tile or provider 
highlight as well as reorder how providers are 
displayed. 

Applying the chosen colour as the ‘Calendar tile 
background’ in the drop-down box will colour the 
whole appointment tile in your selected colour. 

 

If, however, you choose to apply the chosen colour 
as the ‘Highlight for provider name’, then just the 
provider name will be highlighted. Eg. 

 

 

 

To select a colour for a specific provider, click on that provider’s colour block next 
to their name, and select a colour from the palette that pops up.  

Should you wish to pick a colour that is not on the ‘Suggested Colours’ palette, 
click on the ‘More colours…’ button at the bottom of the pop-up. 

 
 

From the ‘Colours - Providers’ section, you are also able to reorder your providers from the 
standard alphabetical order. To move a provider up or down in the list, click on the up ( ) 
or down ( ) arrow respectively. 
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In the ‘Colours - Branches’ section, if you are a 
Multi-Branch practice, you are also able to colour your 
branches. 

The process for colouring the branch name in the 
calendar is the same as that for the provider. Click the 
colour block next to the branch name and then select 
the colour you wish to use for your branch from the 
palette that pops up. 

 
 
 

Note: These settings are set on a practice level, therefore 
the colouring and order will be applied across all users of 
the system linked to a particular practice. 

 
 

Note: You are able to colour the provider tile or the provider name in the ‘Colours - Providers’ 
section. Should you wish to colour the branch as well, you are only able to do the opposite of 
what you have done for provider. Eg. Should you colour the tile of the provider, then you can 
only highlight the branch name, or vica versa. This is the reason the drop-down box is greyed out 
under the ‘Colours - Branches’ section. 

 
b. ‘Confirmation & reminders’ will open the ‘Calendar Settings - Confirmations and 

Reminders’ window. You are able to customise the confirmation and reminder messages 
that are sent to patients. 

 

Note: The customised confirmations and reminders are set at a practice level and not at 
the provider level. 

 
You will notice that the 
page is broken into two, 
‘Appointment 
Confirmations’ and 
‘Appointment Reminders’.  
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c. Your preferences 

Selecting the ‘Your Preferences’ option under the calendar settings icon ( ) will bring up 
the ‘Calendar Settings - Your Preferences’ window. In this window you are able to 
customise the way that myMPS displays your calendar. 

The ‘Calendar Settings - Your Preferences’ 
window is broken up into 3 sections: 

A: ‘View’ - This allows you to choose if you 
would like a single doctor view or if you would 
like the list of providers displayed above the 
calendar. 

When changing your view, if you select ‘Single 
provider selection’ you will only be able to view 
one provider at a time on the calendar. 

Selecting ‘Show list of providers above the 
calendar’ will add a bar above the calendar 
with the list of providers that you have linked to 
your  practice. 

Eg.  

 

B: ‘Branches - Default Selection’ - This allows you to select which branches are displayed 
by default when you select the calendar.  

You are able to select and deselect branches as normal, these are the branches that will 
be displayed by default when opening the calendar.  

C: ‘Providers - Default Selection’ - This allows you to select which providers are displayed 
by default when you select the calendar. 
 
You are able to select and deselect providers as normal, these are the providers that will 
be displayed by default when opening the calendar.  

 

Note: These settings are set on a user level, therefore each user can make their own selections 
and set their own preferences. 
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Activating and customising appointment confirmations 

An appointment confirmation email will be sent as soon as the appointment is saved on 
myMPS. In order to ensure your messages are delivered, It is vital that the patient email 
address and cellphone number you have recorded are correct.  

To edit the confirmation template, click on ‘Edit template’ on the right.  

This will open the ‘Email Template - Appointment 
Confirmation’ window where you will be able to 
edit the email that will be sent to your patients. 
There is a default template, however, if you 
would like to customise the message, you are 
able to do so. 

To add a placeholder for information specific to 
the appointment, eg. ‘AppointmentDate’ or 
‘AppointmentTime’, select from the ‘Variable’ 
drop down list. 

Once you have finalised your template, click 
‘Save’. 
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Activating and customising appointment reminders 

Appointment reminder 
messages are sent out at 
planned intervals before the 
appointment. You have the 
option of sending SMS or email 
reminders, or both.  

To decide which mechanism 
you will use or when the 
message will be sent, make 
your choices in the 
‘Appointment Reminders’ section of the ‘Calendar Settings - Confirmations and 
Reminders’ window. 

You will also be able to edit the reminder templates by clicking ‘Edit template’ next to the 
email or SMS reminder options. There is a default template, however, if you would like to 
customise the message, you are able to do so. 

Depending which you select, it will bring up either the 
‘Email Template - Appointment Reminder’ or the ‘SMS 
Template - Appointment Reminder’ screen. 

 

   

 

   
 

To add a placeholder for information specific to the appointment, eg. ‘AppointmentDate’ 
or ‘AppointmentTime’, select from the ‘Variable’ drop down list. 

Once you have finalised your template, click ‘Save’. 
 

Note: Booking reminder SMSes and emails are free of charge. 
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