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SCHEDULING	MANUAL	

 

In Soliton, select the Worklists button on the top-left to open the Worklists page. 

The main body of the screen will display all outstanding bookings, separated by row, with the 
remaining total represented in the yellow box along the top. 

 
In the filter boxes along the top of the screen, select Category, then NHS. 
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Select Room, then click the room you have been assigned to process. 

 

 

 

 

 

 

 

 

 

 

 

The Worklists page will now contain only those entries you are required to process. 

If you’ve been assigned the Hub, skip this step and instead process requests marked Not assigned. 

 

 

 

Double-click a row to open that patient’s booking and begin the scheduling process. 

 

 

 

 

 

Review the booking details under Notes on 
the right-hand side. Use this information to 

guide the processing. 
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If you’ve been assigned a multi-room location such as the Hub, you’ll need to open SystmOne and 
identify the correct room for the appointment. If not, you may skip this step. 

Ensure the correct date and rooms are selected along the left side. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Also take note of the assigned scanner, indicated at the top 
of each column. 

MSK scans (including hernias) MUST be assigned to an MSK-
qualified scanner. 
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On Soliton, select the Attachments tab on the right, then open the patient’s referral form. 

 

 

 

 

 

 

The referral form can come in various styles but will include information on the selected scan type(s) 
and additional notes. Review this information and ensure it matches the Service in Notes. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If the scan is marked as MSK, you will need to review the form information and discern the most 
relevant body part for scanning. Abdomen scans with mention of hernia must also be treated as an 

MSK: an Anterior Abdominal Wall scan. 

If the scan type differs notably from the Notes reference, inform the administration staff. 
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If the scan type needs changing, select the Visit tab to review the appointment. 

 

 

 

Type in the amended scan type and select Edit to update the appointment, then resume scheduling. 

 

 

 

 

 

 

 

Ensure the correct date is selected along the top. 
Interact with the calendar icon to change the date if necessary. 

 
The location/room can be changed by entering data into the box to the right and pressing Enter. 

 
 

 

 

 

 

 

 

 

 

 

The outstanding booking will be 
present on the left of the 

screen. Click, hold down the 
mouse key and drag the booking 

to the correct time slot. 
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The booking time can be adjusted 
if needed, through click-dragging 
up/down from the small square 

icons on the box. 

 

 

 

 

Select Save on the bottom-left of the window. 
If prompted with ‘CHOOSE WHAT YOU WANT TO PRINT’, select Cancel. 

 

Saving will turn the booking from blue to orange. 

 

 

 

 

 

 

 

 

 

 

 

 

 

With the booking saved within Soliton, the next client can be processed. 

 


