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Viewing your Bookings

e Go to the My Account Dropdown menu and
select the [BOOKINGS] option.

Bookings list

e You can use the filters at the top of the list to
make it easier to find specific bookings.

e You can filter by booking ref/PO number, room,
property, service, start and end date, payment
status, booking status and booker.

e If youdo not set any filters, the bookings list will
display all your upcoming bookings.

e Each booking line will include information
regarding which property and room are booked,
the date and time as well as the cost for that
booking.
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YOUR BOOKINGS
Showing 1-10 of 37 bookings 4

VIEW REPORT DOWNLOAD REPORT

Booking ref. / PO num. Room v Property v

25th May 2028 Enddate Vv Payment Sta v Status ~ Booker ~

REF: 443234 | BOOKER: NIGELNYATSANZA | SERVICE: ADULT THERAPIES

2 Low Grange Health Village
I | vost s raeuvoe (0D

15/09/21  Examinatien Reem3  08:00 - 12:00 Baoking Total

e If youwish to make changes to your booking,
you can do so if your booking is not fully paid by
clicking on [EDIT BOOKING].

e Onthe next screen, you will have the option to
changes the date and time, the host and the
service of the booking. (Subject to availability).

e Once the booking has been paid for, you will
only be able to make changes to the host and
the internal refernce.

e To edit the host, click on [EDIT] nextto the
name of your host.

£144.00
REF: 443230 | BOOKER: NIGEL NYATSANZA | SERVICE: ALCOHOL SERVICES
2 Low Grange Health Village
Rooms in your booking

08:00 - 12:00 Total £40.00

amea
Examination Room 3
2 Low Grange Health Village

Adult therapies
Your booking

08:00-16:00

¥ 15th September 2021 ~

unavassie | [T PR N | 200- 1600

Laura Thrumble (laura@g.. v @

Add new host

UNAVAILABLE

e To edit or add an internal reference,

Set booking &s recurring

ol [ 03 04 05

5th September 2021
Examination Reom 3
Change Room | Remove

- l

oeLeTe

click on [ADD INTERNAL REFERENCE]

FMO000

EDIT BOOKING

HOST JOHN PEAS

ADD INTERMAL REFERENCE
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CANCEL BOOKING

Canceling asingle Booking

e On the bookings list, find the booking you wish to
cancel and then click on [CANCEL BOOKING].

e On the next screen, select your reason for
cancelation from the drop down menu.

Cancel Bookings

You are about to cancel the following 3 bookings, please
check and approve to continue.

REF: 443234 | Booker: nigel nyatsanza | Service: Adult therapies

e Add additional information in the box below, if it is 2 Low Grange Health Village
required, butit is not mandatory. Host: Laura Thrumble (laura@gmall.com)
e Next clickon [APPROVE CANCELATION]. #4517399 15 Sep 21 Examination Room 3 08:00 - 12:00
° Your booking has now been canceIIed. #4517398 15 Sep 21 Examination Room 3 08:00 - 12:00
#4517397 15 Sep 21 Examination Room 3 08:00 - 12:00

Reason for cancellation?

Select reason v

Please give more details for the cancellation

APPROVE CANCELLATION

Go Back
Cancelling arecurring Booking
e Onthe bookings list, find the recurring SHOW BOOKINGS {5} v
booking(s) you wishto cancel and then -
click on [SHOW BOOKINGS].
e Select the specific Booking(s) you wish
TO CanCE| by tICkIng the relevant boxes REF: 443201 | BOOKER: NIGEL NYATSANZA | SERVICE: ALCOHOL SERVICES (m:
. Failsworth Primary Care Centre
e Click on[CANCEL SELECTED]. i
e Input your cancellation reason (as shown Coaesr tamiationoom1 e 1230 R———
Above) and click [APPROVE CANCELLATION]. L
e Your booking(s) have now been cancelled.
#4517326  26/05/21  Examination reom 1 08:30 - 12:30 PAID 5520
#851737  02/06/21  Examination room 1 08:30 - 12:30 P £55.20 G
#4517328  09/06/21  Examination raom1 08:30 - 12:30 PAID £520 Y
#4517329 16/06/21 Examination room 1 08:30 - 12:30 FAD £95.20 |
#4517330  23/06/1  Examination reom 1 08:30 - 12:30 PRID £520 Sy
HIDE BOOKINGS (5) faY ‘CANCEL SELECTED

FMO000 openspace.nhs.uk February 2019
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View your reports

You can view and download your invoices and
credits report by clicking on [VIEW REPORT] or
[DOWNLOAD REPORT]. (This report will be
based on the transactions you have filtered)
You can also select which other reports you wish
to view by clicking onthe Reports drop down menu
on the right hand side of the screen.

You will have the option to view your full Bookings
report.

View your cancellations report

FMO000

To view your cancellation report, use the
filters and select the cancellation option on
the status drop down.

This will give youallist of all your past
Cancellations.
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VIEW REPORT DOWNLOAD REPORT

REPORTS

Please choose a report to view from the list.

Bookings report v

Bouking fet. P v property v | s v
26t May 2011 v Enddate ~ | Payment status ~ | staws ~ | Booker ~
Besst fllers

aameay
<

Customer Mestings  Counseling  Coumsellngfnienden  conti)

Sansay
o

oy M ASKSIT OROSODE Mon 10 1530 Lan
Heatn

Costomer  Mestings  Counseling  CounsellngAriendew  contl
- foon s rwom
cente Sarsey
Pt

YOUR BOOKINGS
1601 6 bookings

26th May 2020 v | Enddate v

Rod Bull Customer  Administrative  Meeting  Meeting room cancesed Rd a9 M Mmoo 04 840 fly
(rodbuii@propertyrhsik) room 12 But Pad
ot6
Rod Bull Customer  Boneheaith-  Consutng  Consulting room cancesed Rod A M 6750 S0 £800  Fuly
(rodbui@property hak) Canterbury  RoomE Bul Pad
and Coastal

Baminaton  Examinationroom  cancelied [ £000 0000 £6000  Fuly
room P17 But Pad

Rod Bull Customer Counselling  Counseling/nterview  cancesed Rod  4M9 003 EEF B 250  Fuy
room P

Opentions
(Operations  room FRO?

Consuting  Consulting room canceted €750 650 66800 Fuly

Room Paid
Rod Bull Consuting  Consulting room canceted €750 €SO £6900  Fuly
(rodbui@property hsck) Room pud

< 3

openspace.nhs.uk February 2019
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Managing and adding new Users

You can view, manage and add new users to your
NHS Open Space account.

Further information on this in included in the ‘Add
and Manage Users’ guide.

Managing and adding new Services

FMO000

Select [ADD NEW] in the top right corner of the
Services box.

Using the ‘Services’ menu, select from a list of
health services.

Select the [ADD ANOTHER SERVICE] button to
add as many additional services as you require.
Select ‘Yes’ if the service is CCG Commissioned
and use the ‘CCG Region’ field to select the
location to be serviced.

Tick the box if you are licenced to perform the
service and input your licencing body and
registration number.

Select the [SUBMIT FOR APPROVAL] button.

It can take up to 48 working hours for your Service
to be made live on the system to book against.

openspace.nhs.uk
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MANAGE USERS (13) @

+ ADD NEW

m

Rachel Wilkinson Primary User

Paula Sugden Primary User

Nicola Iddon Primary User
Rod Bull Primary User
Steve Hambridge Primary User

VIEW ALL

SERVICES @ ADD NEW

II

Activity - Baby EDIT

Addiction services EDIT

Adult therapies EDIT

Request new service

1. Add service details

I
»

Service type v

Service v

Service identifier

Maximum 30 characters

Cancel

February 2019
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Editing a Service

e To edit a service, click on [EDIT].

e Update any of the information that you wish to edit.

e You can edit the name, have a unique identifier,
set whether it is a commissioned service or not,
input or update the CCG and confirm if the Service
is still active.

e Once you have made your changes, click on
[SAVE]

Payment Management

e Youcanview, manage and add new Payment Methods
to your NHS Open Space account.

e Furtherinformation on this in included in the ‘Direct Debits’
and ‘Payment Cards’ guides.

FMO000 openspace.nhs.uk
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=

CLOSE
Name
Activity - Baby
Unique identifier
Unique identifier
Commissioned?
No
Ccg name
Ccg name
Active?
Yes £
Go Back

PAYMENT MANAGEMENT @ ADD NEW
Alcohol Services - Card
5454***+*x**LAGA | EXP 12/22
nigel nyatsanza
Alcohol services
Urology - DD EDIT
nigel nyatsanza
Urology
Activity Baby - Addiction - DD EDIT
nigel nyatsanza
Addiction services -

VIEW ALL AND MANAGE
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Host Management

NHS Open Space account-
e Select [ADD NEW] to add a new host.
e Click on [EDIT] to edit an exisiting host.

You can view, manage and add new Hosts to your
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ACTIVE HOSTS (9) @

Florence Nyatsanza
florence@example.com

012345678

john peas
john.p@example.com

012345678

Laura Thrumble
laura@gmail.com

123456789

max smith

MANAGE ALL

o If you are editing or adding a new host you will be asked to input or amend the host names, phone number

and e-mail address.

e To remove a hostm change their status from active to inactive.
e Click on [ADD NEW HOST]to add your new host.
o If you are editing a host, select [UPDATE DETAILS] to update your hosts information

CLOSE

ADD NEW HOST

Please add details for the host

First Name

Last Name

Email

Phone Number

FMO000

openspace.nhs.uk

CLOSE
HOSTS
Update host details.
Florence
Nyatsanza
florence@example.com
012345678
Active v
Go Back

February 2019
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Password Management

e To change or update your password,

e Click on [EDIT PROFILE] at the top
of the Bookings screen.

e Use this screen to update your name, and phone numbers
And update your marketing preferences.

e Input your existing password.

e Typeinanew password.

e Confirm your new pasword.

e Click on [UPDATE PROFILE]

FMO000 openspace.nhs.uk
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EDIT PROFILE

aosed
EDIT PROFILE

Persanal Detalls Marketing Preferences

TraTest PrirmaryUser

omaserann oramsazsa

Your role

Update password

Cument Password

February 2019




