The Appointment Book
Editing Practice Template

In this training, we will cover how to edit the Office Practice Template. This feature allows you to enter
Information for the office such as office hours, fees, insurance information and the doctor’s bio profile
that will display in various places online including on the brand’s website and your practice’s Local Page.
Keeping this information updated online will help new patients find you when they are looking for an
optometrist.
Before we leave the ‘home’ page, we’d like to point out the “email” link at the top of the screen. Replies
to the patient email sent from TAB can be accessed by clicking on this link.
In order to access the doctor practice template section, click on the little green “Edit Info” button on the
main screen, located to the right of the office name.

In this Practice Information section you will be able to update your practice and doctors’ information to
create a more personalized online experience for your patients and prospective patients when they
search for you online. In this age of information, the more robust your content is about your practice,
you will yield greater impact in your search results, and ultimately, increase patient counts as
prospective patients see relevant information online to help inform their decision to choose you as their
optometrist.
The first section under Practice Information will be the “Location” tab which is a summary of your office
information. If you have not made any changes to this area before, press the gray “save” button at the
bottom of the screen to make the other tabs available.
Here you can see office demographics and enter a secondary email address. The secondary email
address you enter will receive email replies and bounce back emails that come from your TAB Email
account. If you participate in the Ratings & Reviews program, you will also receive notifications
regarding patient reviews of your practice at your Secondary Email address.

Note: Some brands will need to click "Yes" under Single Opt-In, to publish the information you enter
here online. This permission will override the "Use of Information" opt-in on each individual page.
PLEASE NOTE: you must press the gray “save” button at the bottom of each page once you have
completed your changes, or the changes will be lost.

To the right of the “Location” tab, you will see the “Services” tab. This allows you to update the types of
services the practice offers, add a minimum age for exam patients, add any special notes concerning
services (these may be shared online), and display hours of operation. All examples above are highly
relevant information for prospective patients and search engines as they evaluate your business for
online search. PLEASE NOTE: you must press the gray “save” button at the bottom of each page once
you have completed your changes, or the changes will be lost.

The “Payment” tab, allows you to update payment types accepted at the office. This section, along with
the subsequent “Fees” section allows prospective patients to be better prepared when they arrive to
your office and minimize payment/fee confusion. To remove an option, remove the checkmark and
press save.

The “Fees” tab allows you to update or add any information regarding fees associated with
appointments. You are able to add a fee and select additional options. You can also add additional
comments for each of the fees listed (these comments may be shared online). Once your information
has been added, press save.

The “Insurance” tab allows you to add any insurance types accepted at your location. Remember, one of
the top eye exam online searches is, “who takes my XYZ insurance?” so include the top insurers you
accept to help capture those insurance patients.
If you are TRICARE certified, please check the TriCare box at the top of the page to designate your
qualifications. You may enter the name of the insurance in the left “Insurance/Discount Plan Name”
column. You may select the status of “Accepted” or “Not Accepted” for each insurance type you enter.
You may also add additional comments concerning any of the insurance names. To remove an entered
insurance, press the green “remove” button under the “Action” column. Be sure to click save.

The “Languages” tab lets you select any additional languages that the office staff
is able to speak to provide comfort for prospective patients that may not speak English as their first
language. Be sure to click save.

The “Notes” tab provides an area to add any additional notes about your office (these may be shared
online or with call centers). Be sure to click save.

The “Doctors” tab lets you create a doctor bio for each doctor listed in TAB. By pressing “View and
Edit” next to each doctor’s, the screen will expand and allow you to complete the doctor bio.

In this section, you can select a doctor as the “primary doctor”. The primary doctor for a location will be
listed on the OD Local Page for employed OD locations, and will be provided to other online listings.
There are also fields for “doctor type”, experience start date, doctor gender, NPI number, and the
phonetic spelling of the doctor’s name.
You are also able to upload an image of the doctor by pressing the green “upload image” button. This
professional picture should be a headshot style photo as it will appear on the brand’s website and your
OD Local Page. It’s a great way for prospective patients to put a face to your name/practice as they seek
a new optometrist.
In the next area, there are additional, optional fields to fill out including Education, Highest Level of
Practice Certification Achieved in Your State, License/Degree, Professional Memberships, Specialties,
and Personal info/interests. These categories may display information online. Be sure to click save.

Last is the “History” tab, which shows the audit history of any changes made to the Practice
Information.

