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Key features of the patient booking website

 It is available 24 hours a day, 365 days a year

 You can make, change, query or cancel your appointments

 You can change your password

 Select alternative language support

 Increase the font size on the screen

 Select the Help function

 It is a secure booking website, that meets national and international standards for 
holding and transferring information electronically. 



Log-in to the patient booking website

From the Choose and Book home page select ‘Book or change your appointment’.

(NB. All names and details in this presentation are fictitious)



Log-in to the patient booking website

This screen will appear when you select ‘Book or change your appointment’. You need to 
enter the information indicated below before clicking the ‘Log In’ button.



Once you have logged into Choose and Book the Referral Details screen appears.  From 
here you can:

• Book an appointment
• Cancel the referral
• Print the referral
• View all your referrals
• Cancel additional requirements

• Change your password
• Increase the font size on the screen
• View the Help functionality
• Log Out of Choose and Book

(from the log out option at the top right of the screen)

Options to choose from



Booking an appointment

Select your preferred clinic(s) by clicking the small box(s) next to the clinic name(s) and then 
click the ‘Continue to Step 2’ button. 

If there is a telephone symbol, you cannot book online and will need to call the clinic by 
using the number shown next to it.



Booking an appointment

Select an appointment by clicking the circle next to the time and date, then click the 
‘Continue to Step 3’ button.

If you see a message that “there are currently no appointments available” please refer to the 
No appointments available section of this presentation.



Booking an appointment

A summary of the requested appointment is shown. 

It is important to click the ‘Book Appointment’ button to confirm this appointment or click the 
‘Back to Step 2’ button to select a different appointment.



Booking an appointment

Once confirmed, the booking confirmation screen will appear with a red booking confirmation 
message.  From here you can:

• Print the appointment details
• View all your referrals
• Log Out of Choose and Book

(from the log out option at the bottom or top right of the screen)

• Change your password
• Increase the font size on the screen
• View the Help functionality



Changing an appointment

Once you have logged into Choose and Book you are able to change your booked 
appointment date/time by clicking the ‘Change Appointment’ button.



Changing an appointment

Select a different appointment by clicking the circle next to the time and date, then click the 
‘Continue to Step 2’ button.



Changing an appointment

A summary of the new requested appointment is shown. 

It is important to click the ‘Book Appointment’ button to confirm this appointment or click the 
‘Back to Step 1’ button to select a different appointment.



Changing an appointment

Once confirmed, the booking confirmation screen will appear. From here you can:

• Print the appointment details
• View all your referrals
• Log Out of Choose and Book

(from the log out option at the bottom or top right of the screen)

• Change your password
• Increase the font size on the screen
• View the Help functionality



Cancelling an appointment

Once you have logged into Choose and Book, you can cancel your appointment(s) by 
clicking the ‘Cancel Appointment’ button. 



Cancelling an appointment

Select a cancellation reason by clicking the circle next to the appropriate reason and then 
click the ‘Continue’ button.



Cancelling an appointment

You will be asked to confirm the appointment cancellation.  

Clicking ‘No’ will return you to the Appointment Details screen.  

Clicking ‘Yes’ will cancel the appointment.



Cancelling an appointment

When you confirm that the appointment is to be cancelled, the Cancel Appointment 
Summary screen appears with a red cancellation message.  From this screen you can:

• Cancel additional requirements 
• Print the cancelled appointment details
• View all your referrals

• Change your password
• Increase the font size on the screen
• View the Help functionality
• Log Out of Choose and Book

(from the log out option at the bottom or top right of the screen)



If there are no appointments available

If there are no appointments available, you can either:

Go ‘Back to Step 1’ to return to the shortlist and select another clinic (if available) or 

‘Continue to Step 3’ which will send your details to your chosen clinic.



Selecting a preferred clinic

Select your preferred clinic by clicking the circle next to your choice.
You can add any comments that may be helpful to the clinic (as per the example below).
Click  ‘Forward to Clinic’.



Selecting a preferred clinic

A message will appear informing you that your request is being processed.



This confirmation screen will appear, showing the date by which the clinic should have 
contacted you.  If you have not heard from the clinic by this date, please contact your 
referring practice.  

From this page you can:
• Print this confirmation for your records
• View all referrals
• Log out of Choose and Book

Confirmation of clinic details



Further attempt to book appointment

If you log in again and try to book the same clinic, you will see the screen below. This explains 
that your details have already been sent to the clinic, and they will contact you to arrange an 
appointment by the date shown.

You can check to see if any new appointments have been released by clicking “Book 
Appointment”. If there are still no appointments a message will appear stating that no 
appointments are available.
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