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We have designed this User Guide to help you understand how to use the Pippo Practice Portal. We
recommend you read this guide in detail before using Pippo in your practice. We also recommend creating
a new test patient in your practice and then register the patient on Pippo to ensure you are familiar with
how it works from the patient perspective. If you have any queries regarding Pippo, please contact your
PMS customer support.

Regards
Pippo Team

Lanas
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Configuration

Terms & Conditions

The first time you open the Pippo Portal you need to read the Terms & Conditions and click ‘Accept &
Continue’ to proceed.

Settings
Click Settings tab to configure Pippo for your practice. Click ‘Save’ after configuring your changes.

1. Patient Type
New Patient — This feature allows patients register even if they are not a patient in your PMS. Click New
Patient and add Custom New Patient Type to flag these patients in the PMS.

Custom New Patient Type
New Patient
Visitor

Once enabled patients can sign up and book any appointment type flagged as ‘New Patient’ (NP).

Confirm Practice

Please confirm below to continue. *
O I'want to create an account with a practice I've attended before.

I'want to create an account with a practice | haven't attended before.

Note: You can change the patient to a Core Patient by changing their patient type in the PMS to e.g.
Private, GMS etc.

2. Sync Options
Allow Patient Demographic Updates: When this feature is enabled:

= Patients can update their demographics on Pippo, and these changes will sync to your PMS.
= Changes made to patient’s demographics in the PMS will be updated on Pippo.

2 Allow Patient Demographic Updates

All changes are displayed in the ‘Patient Update’ tab on your Portal.

'p;pp-ﬂ = Patlent Update

B = L

..........
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Allow Payments and Appointment Sync: This feature will sync each patient’s last 2 years of payments &
appointments, and future appointments from the PMS to Pippo. [Note: Appointments made from the
PMS cannot be modified from Pippo.]

Q Allow Payments and Appointments Syne

3. Appointment
Appointment

Enable or disable appointment bookings using the toggle button.

Cancellation & Reschedule Policy: Enable or disable the patient's ability to cancel and reschedule their
appointment from the portal using the toggle button.

Enablde Concallation & Reschedule Polcy @‘Qld-

If enabled, you must specify the number of hours (1 to 720 hours) from the patient’s appointment
date/time where the appointment cannot be cancelled / rescheduled from the portal. Default is 24 hrs.

Appointment Message: Enter the message to be displayed when the patient books an appointment.

e @ E
8 maoew arenidable on S P Pt & Ao et 4 s, Cer ya
i eyt fom T .ty e e

tice Dotoily

Repeat Prescriptions (Additional Module)

Please contact Support to enable Repeat Prescriptions. When enabled Patients can request a refill of
their repeat medications and they can see printed prescriptions for the last 12 months. A pre-authorised
payment will be taken via Billink at time of the request. The payment will be processed and recorded in
your PMS if the refill is completed within 7 days. If the refill is declined the pre-auth is cancelled.

= Select the Charge Type to use for the Private Patients refill requests.

Default Charge Type Refill Palicy
& OnlinsRefill - a4 Days before dus
€20
=  Check ‘Assign Default HCP’ if you want the refill requests assigned to the patient’s default HCP in
the PMS, otherwise they will be unassigned in the Refill Requests section.

HCP
[C] Assign Defoult HCP

= Refill policy: Enter the number of days before a Prescription is due that a patient can request
their refill.
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Default Chamge Type Refill Policy
& OnlineRefill - @ 14| < Days befors dus
€20

Leowve blank to allow regquests ot any time

= Add any comment to display to the patient when booking the refill in Standard Operating
Procedure.
Standard Operating Procedurs

Refill Requests will taks up to 24hrs to process.

= Toggle the status from ~ to to charge a different fee (Charge Type) per Script type.
Private Patient Charges

10 Different charges by issues count

Select the Charge Type required for each script in the dropdown list.
Private Patient Charges

Differant charges by issus count

Duration Private Charge Type Amount
1-monthchargetype Amount
1Manth OnlinaRefill v €20

1repeat issue

J-monthchargetype Amount
3 Months OnlineRefill hd €20
3 repedt izsues

&-month charge type Amount
6 Months OnlineRefill v €20

& repedt issues

Click Save Changes to record your practices Repeat Prescription settings. B3 Save Changes

Availability

Patients can book an appointment up to 6 weeks in the future. (from tomorrow). A pre-authorised
payment will be taken via Billink at time of booking. Once the booking is confirmed the payment will be
taken and added to the PMS. If declined the pre-auth is cancelled. Appointment types, durations, and
charges from your PMS sync to Pippo on installation and every night.

Click Availability to configure the appointment types you want available on Pippo.
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-pippo = Availability 5 el

5% Daoshboard

3 n
Report 9 Bloods 10 €40 Both

. 10 Bloods & Vit D 10 €60 Private
Your Team
7 Flu & Covid Vaceine 10 £0 Both Availability
Open Clinic
4 Cervical Smeor 10
B Availability & Childhood Vaccine 10

A) Appointment Type: Double-click on the appointment type to configure each field.

Edit Availability #Bloods X Cancel @
Appointment Type Availobility

Booking Type Duration Stotus RecionFeld New Patient

& Both - Opt out for Dependants 10 {mins.)

1. Private Charge Type: Charge the private patient will be asked to pay for the Appointment Type.
2. Booking Type: This dictates which patients can book the appointment type and who is charged.

Booking Type Who can book this appointment? | Who will be asked for a payment?
Both Private & GMS/DVC Patients Private Patient Only

Both (GMS Charge) | Private & GMS/DVC Patients Private & GMS/DVC Patient

GMS GMS/DVC Patients N/A

Private Private Patients Private Patient

If you select Both (GMS Charge) you must select the GMS Charge Type from the dropdown list.

GMS Charge Type *

& Blood Test

€20

When a GMS patient is booking an appointment their GMS/DVC number will be validated. Patient
will be advised to update their card details if it has expired or to book a private patient appointment.

‘Opt out for Dependents’: Appointment type will not be available for dependents.

Status: Toggle the status from to to enable this appointment type on Pippo.
Reason field: If disabled there will be no ‘Reason’ field for patient to enter free text.

New Patient (Setting): Appointment type will be available for ‘New Patients’.

Note: If you add a note the patient must check a box to confirm they have read this note to
proceed with the booking.

Edit Availability #Bloods (Pmcﬁce Detalls

Appeintment Type Availakbility

Noukr w

= Demo Practice

& Bloads

GMS Charge Type” Appointment Type *

] 2 (GM
- Bloods (GMS) =8 Bloo

for 12 hours before your appointment

[ Please acknowledge the above to procesd

B) HCP’s Availability: Click the Advance dropdown arrow to show all HCP’s.
Advance
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1. Healthcare Professionals: Toggle the status from to to enable the HCP.

Healthcare Professional Private Charge Type Amount GMS Charge GMS Amount

JoeBloggs Blocds €40

2. To restrict the availability of the HCP to certain days / times click Availability and click ‘Add’.

Edit Availability # General X Comcal 1D Sove

Sessien | + had |/(a= 0 Clome

3. Select the HCP from the dropdown list, choose days of the week and the time range. Click Save.

Add Session X Concel | @ Sove

Weekrdauys* Healthcore Professional *

Select All A& Joe Bloggs -

<]

Monday
Start*

[m]

Tuesday

a

Wednesday

[m]

Thursday Bt ool @
Friday

<]

Status
Saturday

(m]
(m]

The HCP’s availability is saved for this appointment type. Repeat for each HCP.

Edit Availability #Bloods

Sunday

Appointment Type Availability

Session + add A Eait [ Clone

Addad Data

Joe Bloggs Mon, Wed, Fri wod 15:00 09/03/2026

Click ‘Edit’ to modify the availability. Click ‘Clone’ to duplicate it for another HCP.

C) Click Save. Click Cancel to return to Availability. Repeat for each appointment type.

Edit Availability #Bloods X Concel i@ Save

Appointment Type Availability

Click Bookings tab to view the availability that you have created to confirm it is correct.

Availability Category (Optional)
You can create categories to group appointment types under to make it easier for patients to find
appointment types e.g. Vaccinations.
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Appointment Type Category *

A
me Vaccinations & Immunisations

Appointment Type *

EER APppointme ype

Childhood Vaccine
Covid Vaccine

Flu & Covid Vaccine

B & Avoilobility Cotegor .
1. Click s (bl o nd click ‘Add’ to create a category.

+ Add 4 Edit @ Delete

'pippo = Availability Category

2. Enter the Category Name, select the required active appointment types, and click Save.
X Cancel B Sove

Edit Availability Category

Categery Name * Appointment Descriptions *
Flu& Covid Vaccine €3 Search

VYaccinations & Immunisations Childhood vaccine (3 Covid Vaccine £

The Appointment Category is created. To modify a category select it, then click Edit or Delete.

SMS Config

Click SMS Config to turn on / off all SMS messages or individual sms messages as required.

W Tun oefodf oll 5MS Messoges

= Eegiatration Texl Hedsogs

B Patent AcCepted I Patiest Decined

m Appoirsmens: Text Messoge

Contirmsd Appoantment B Cipchingd Apposstrant

B R Sadubind Appoantrent Cancallet Appoi e

Open Clinic (Optional)
This feature allows the patient to book an appointment without selecting a HCP. You set up the clinic
once and modify the availability to reuse it for different dates and HCP’s e.g. Flu Campaign.
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© : :

Practice Details Date/Time Confirmatior

Practice Details
Practice *

B Demo Practice

Add Dependant

Appointment Type *
28 Flu & Covid Vaccine -
Charge Amount: €0

Reason for Appointment

“

The Open Clinic shows the combined availability based on the Availability set for the Appointment Type

for each HCP added to the Open Clinic.

=  HCP must be available in the PMS on those days / times (Online Diary Availability - Socrates)

=  Appointment Type must have availability for those HCP’s and those days / times.

=  Patients book the Open Clinic appointment type and are automatically assigned to an available
HCP at the time of booking based on the HCPs available in the Open Clinic at that time.

=  Practice cannot move open clinic Pippo appointments on the diary to an HCP not in the Open

Clinic to free up time slots.

Step 1: Create Appointment Type for the Open Clinic

Create a separate Appointment type for the Open Clinic in your PMS. There is a nightly sync from the
PMS to update appointment types and charged on Pippo. Contact Support if you need a manual sync

performed.

Availability #Flu & Covid Vaccine

Appointment Type Avcilability
Private Charge Tvpe * Booking Type Duration Status
& NoCharge - & Both - [ Cpt out for Dependants 10 (mins_
=0
Notes
Advance
Emeil Templote Sms Template
2 - u 2 - =

X Cancel D save

New Patient

Healtheare Professional Private Charge Type Amount GMS Charge GMS Amount
JoeBloggs Ne Charge €0
Jenny Bleggs Ne Charge €0

Set Availability for the same days / times as the Open Clinic.
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Appointment Type Availability

+ Add 2 Edit I Clane

Session
Healthcare Professionals Week Dery Start Added Date Startus
Jenny Bloggs Thu, Fri 10:00 14:00 10/03/2026
JoeBloggs Thu, Fri 10:00 14:00 10/03/2026

Step 2: Create Open Clinic

1. Click Open Clinic and click ‘Add’.
Pippﬂ = Open CEnlg + agp ' # Eor

Enter all details and click Save.

a. Clinic & Appointment Description: Choose the appointment type, e.g. Flu & Covid vaccine.
b. Healthcare Professionals: Select each HCP available for the clinic.
Edit Open Clinic X Cancel B Save
Open Clinic Availability
Clinic* Hedlthcare Professionals *

Flu & Covid Clinic Joe Bloggs Jenny Bloggs l

Appointment Description®

Flu & Covid Vaccine M

Status *

2. Select the Open Clinic and click ‘Edit’.

= Open Clinic + Add | »* Edit

Clinic App. Description Consultants Enable

Flu & Cowvid Clinic Flu & Covid Vaccine Joe Bloggs Jenny Bloggs

3. Click Availability tab and click ‘Add’.

Edit Opan Clinle M Corcsl B sove

Awoilobility
Session # Ean ) Clore

4. Select the days of the week, dates and time range for this clinic and click Save. E.g. Flu & Covid
vaccine clinic every Thursday and Friday in October from 10am until 2pm.
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Add Session X Cancel B sove

Weekdays * From*
Select Al o/10/2026 (5]
[ M™enday
1, 00,0
O Tuesday
[0 Wednesday To*
—— 31/10/2026 [0
Frid
reey m: -o0:®
[ Soturday
Status
O sunday

The Open Clinic availability is displayed. Click Save. When the patient selects this appointment type on
Pippo the available slots will be displayed.

Edit Open CEnic

Awciloblivy
Sesalon + Ao f Eon ) Cloes
T Frl QR FOTE K00 U I006 W00 Lo utar,

= Edit: Modify the dates / times / days of the week.
= Clone: Duplicates the availability so you can create another clinic.
= Deactivate: Toggle the status to disable the Open Clinic Availability

Lists

Bookings
This section shows Time slots allocated by type — Available, Unavailable and Booked. Use the arrows at

the top of the screen to change the week you are viewing.

Pippn = Bookings

O (Open Cinic 2708 /2002 /082022 29092022

Tampdary Wb iy Trarsiey

030 30

Tty

Apglobiiny

Frmcil Temglone

EME Templerie

TIME SLOT COLOUR DESCRIPTION
White Available for patient to book
Grey Not available for patient to book
Green Booked by a patient
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Patient List

Manage your registered and unregistered Pippo patients from this section.

Patient Type Description Registration Options

CP Core Patient (>16) PMS* or Pippo website/app

CD Core Dependent (<16) | Must be registered from Parent / Guardian’s Pippo account
NP New Patient Pippo website/app

*Dependents account expires on reaching age 16. Patient must register new account on Pippo
website/app.

=  Search: To search for a particular record, enter any of the patient’s demographics and click Filter.
=  Double-click a record to view the details entered by the patient’s registration details.
=  To go back to the main portal, click Cancel.

INVITE PENDING: Patient has been invited from PMS but has not clicked the link in the email. Patient
must confirm their mobile number, accept the Terms & Conditions to complete the registration.

PENDING: Patient registered on Pippo but has not clicked the link in the email.

DECLINED: Patient’s demographics are different in the PMS. [First name, Surname, DOB, Address line 1,
Mobile number]. Double-click to view the details and compare them with the details in the PMS. You
may need to contact the patient to correct the PMS. Dependents must have the same mobile number in
the PMS as the parent / guardian’s Pippo account.

= Patient List

Adams X B - Filter

First Name Surname DoB Mobile Email Status Blocked On Created On P.Type
Alex Adams 28/08/1974 353879232866 wijami3208@artgulin.com Accepted - 07/03/2024 r &

Alex Adams 28/08/1974 353879232866 wijami3208@artgulin.com Declined - 07/03/2024 P

Otherwise, you can invite the patient (Over 16’s) directly from your PMS. The patient will be sent an
email with a link to register.

If the patient has been sent a new link or has registered correctly you can remove the declined patient
record by double-clicking on the record and clicking ‘Remove from List’.

X Cancel B Remove from List

CONFIRMED: Double click to view the patients Pippo registration. Click Block to block the patient from

Your PIPPO account has been blocked by your practice. Please
logging into their Pippo account. hssaat i I SECES

Patient Details X Cancel

Personal Information

To unblock the patient, double-click on their record and click unblock. o
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Report

Click Report to see an overview of Pippo in your practice.

-Pippo = Report

2% Dashboard
B Patient (199)

M@ Report

B Prescription by Patient Type (197) IXW Today Wesk  Month  Year

Your Team
Open Clinic

Availability

Availability Category

o .-‘ g —
SMS Template 0

GMS Private
Bookings
7= Patient List
E Appointment Status Over Time (8) - al Weekly
SMS Config
Settings M Pending B Conf W Declined L fuled

Your Team

This section allows you to view the GPs, nurses and healthcare professionals who work in the practice.
These details are added from the practice management system and cannot be modified from the portal.
To add or modify healthcare professionals, please update the practice management systems.

-Pippc = Your Team

Dashboard

Date Name Email ID Mobile No
Report 13/03/2023 Mory Bloggs

a
08/12/2022 Dr. Joe Bloggs
B Your Teom

08/12/2022 Dr. Andrew Smith
08/12/2022 Jim Robinson
Patient Update (Setting)

If ‘Allow Patient Demographic Updates’ is enabled in Settings, you will see all demographics updates in
the Patient Update tab. m You can view the changes made and the source of this update.

= Patient Update

8 . Fier
Updoted Fleld Original Detols Updoted Detols Updated ot
Alex Potertus WIname ke Patie 09/06/2028 Potient v Pippo
Anget Cip address! 0ddres  Ser Srreer Syer [lomia 1 ¥ sogh Ave ro Wes: 09/06/202% Proctice: Socrates AZURE Proc
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Additional Configurations
Custom Templates (Optional)
A default template is used for all email and SMS messages however you can customise them if you wish.

= SMS Template
To create a template for SMS, click o Rl from the side menu, and click ‘Add’.

Pippo = SMS Template + Add # Edit ¥ Delete
Fill in the below details:

Title: Type the name of the SMS Template (E.g., New Appointment, Review Appointment etc.).

Add SMS Template X Cancel B save

Title* Placeholder

Content * Preview

Default

Template Type: Select the template type from the dropdown list e.g., Confirmed Appointment.

Content: The default template is auto populated once you select a Template Type.

Add SMS Template X Cancel | @ Sovd

Title * Tempierte Type * Plocenolder

Rescheduled Appointment

ontent Praview

<peHi [[FIRST _NAME]], your appointment has been reschadulad to [[APPOINTMEN T _TIME 1] on [APPOINTMEN T _DATE]].</p> <peHi Dhemo, your oppointment has baen rescheduled ta 10:00 on D1/G1/2022 </p>

Edit the content as required. Choose the required placeholders from the list one at a time. Use the scroll
wheel on your mouse to view all the placeholders.

Placeholder
L ]

AMOUNT

APPOINTMENT _DATE

DOB

APPOINTMENT _TYPE

APPOINTMENT _CODE
APPOINTMENT _TIME

FIRST _NAME
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Click Save. Your custom SMS template is configured. To modify a custom template select it, then click
Edit or Delete.

= SMS Template + Add  / Edit B Delete

12/03/2026 Rescheduled SMS

=  Email Template
To create a custom email template, click ‘Email Template’ from the side menu, and then click ‘Add’.

L]
-p|ppo = Emoail Template + Add  / Edit W Delete

Fill in the below details:

Title: Type the name of the email template (E.g., New Appointment).

Template Type — Choose the template type by clicking on the dropdown (E.g., Appointment)

Add Email Templote

Content: The default template is auto populated once you select a Template Type. Edit the content as
required. Choose the required placeholders from the list one at a time. Use the scroll wheel on your
mouse to view all the placeholders.

Add Emall Template X Concsl 1B Sove

P ey b [ erbrmed A -

Hi[[FIRST _HAME]]

Subject — Type a subject or a heading that is relevant to this email template. Use placeholders by
selecting them one at a time.

Click Save. Your custom Email template is configured.
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To modify a custom template select it, then click Edit or Delete.

= Email Template + Add Q Default

09/08/2022 New Appointment

Questionnaire (Additional Module)

Please contact Support if you want the Questionnaire module enabled. Click Questionnaire to add a
prebooking questionnaire to an appointment type. The questionnaire is displayed for the patient to
complete as part of the booking process and will be displayed in the patient’s documents in the PMS.

Aaditesnal lnfier & pae-baoking queshonnaine is sttached {os thic spposmtmient. Plesse open the Docaments section 1o ¢ oiss the guedtiosnare POF.

- Recened wia Online Booking

o © © i

Practice Details Date/Time Questionnaire Coenfirmatio

1. Click ‘Add’.

pippn Cuestionnaire T T

2. Enter a useful ‘Name’ for the questionnaire.

Add Cesstionnaine

3. Drag fields onto the form. [Max 20]

=T
=
a. Text field: One line text field.
b. Text Area: Multi-line text field.
c. Email: Only an email address with an @ symbol can be added.
d. Number: Only numeric values can be added.
e. Phone Number: Only Numeric values up to 10 digits can be added.

| Are your Vaccines up to date?

bl

Checkbox: e.g.
g. Select: Patient can select one answer from a list.

Select

Influenza

Covid19
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h. Radio: e.g. Yes or No answer.
To mark questions as Mandatory on the form select Validation and check Required.

Text Field Component

eOn@

Change

) Required @

To modify a field after adding it, hover over the field and the menu will be displayed.

] Are your Vaccines up to date? % | F S o

« Edit ©

= Copy
=  Delete 0
Buttons:

X Cancel ] Deactivate &2 Publish

=  Click Preview to view the questionnaire is correct.

= Click Publish to save the questionnaire.

= Toremove a questionnaire click Deactivate then click Cancel.
= To edit a questionnaire, select it from the list and click Edit.

= (Questionnaire + Add | # Edit

To assign a questionnaire to an appointment type click Availability and edit the appointment type. Click
Questionnaire and select the questionnaire from the list and click Save.

Edit Availability #Consultation X Cancel B Save

Appoint t Type Availability Questionnaire

If the questionnaire is deactivated it will be automatically removed from any appointment type it has
been added to.

Page 16 of 16 Last edited: 21102026
Classification: Public



