
Staff users can fill out an Appointment Summary following an interaction with a student. Your 
institution can customize Appointment Summary questions to fit your needs for each Care Unit. 
Customizing Appointment Summary questions requires Administrator-level permissions. 

 
 



To access the templates for your institution, go to Administration > Appointment Summary 
Templates.

 
 
Click Add a New Template to create a new template or click a template name to edit. 
  
Creating Appointment Summary Templates 
 
Click Add a New Template to get started if you are creating a new Appointment Summary 
Template. 



 
 



The fields you can customize are four open text boxes and six yes or no questions. You do not 
need to use all of the text boxes or yes/no checkboxes. To make a question active, check 
the Textbox [#] Active or Yes/No [#] Visible checkboxes and enter your custom text. 
 
Once you have finished creating the questions, click Save. 
 
Using Appointment Summary Templates 
 
To use an Appointment Summary template, open a Care Unit and scroll to 
the Templates section of the Overview tab. 
 

 
 
Choose the Appointment Summary Template from the dropdown for the Care Unit. Click Save 
Settings to save the changed Appointment Summary Template.  


