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If these changes are not appearing in your GuildCare NG 
environment, try performing the following:

● Logging out and logging back in

● Clearing out your browser’s cache, then proceed 
to log out and log back in.

If after performing these steps you do not see these 
changes, please call our Support team on 1300 647 492 
or by emailing them at support@guildcare.com.au.

mailto:support@guildcare.com.au


Patient Matching

What’s new?
1. A new look and feel for all appointment 

windows

2. Easily view, match and replace patient 
information in GuildCare NG.

3. Create new patient profiles from appointments 
that come from your Pharmacy Booking portal.

Please Note
With the release of this feature, new patient profiles will not 
be automatically created from appointments made on your 
pharmacy bookings portal website.



New 
appointment 
layout



New Appointment layout

All appointments have been given a redesign, adopting a 
wizard layout and format.

No changes have been made in the way appointments 
are created in GuildCare NG.



Basic Appointment

The following Appointment layout is used when an 
appointment is created through the Calendar in 
GuildCare NG, by clicking on ‘Add appointment’.

(A) Close appointment window.

(B) Appointment title

(C) Appointment Details area.
This is where you can make edits to the appointment.

(D) Cancel Appointment.
This is where you can cancel the appointment.

(E) Update Appointment.
Click to save any changes you have made to the appointment.
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The following Appointment layout is used when:

● A new appointment has been booked from your 
booking website, but the patient is yet to be 
matched with a patient profile.

(A) Close appointment window

(B) Patient name

(C) Patient information
From the appointment information provided

(D) Appointment title
Contains the patient name and the service they have
requested at the time of booking.

(E) Appointment date and time

(F) Patient Matching Steps
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Appointment with unmatched attendees

Please Note
To ensure accuracy is maintained at every step of this 
process, the title of an appointment can only be changed 
AFTER a patient has been matched to a patient profile.

Please click here for more information 



The following Appointment layout is used when:

● An appointment is created through a patient 
profile in GuildCare NG.

● If an appointment is created by a patient 
through their myPharmacyLink application.

● Has been matched using the patient matching 
system (Click here to read more).

(A) Close appointment window

(B) Patient name
Click on the patient name to open their profile

(C) Patient information
Age, Contact Number and Address are displayed

(D) Appointment title

(E) Appointment date and time

(F) Start Service Button
Click to start the service the patient has booked for
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Missing information

If a patient has their Date Of Birth, Contact Number, or 
Address missing in their patient profile, then it will be 
displayed as ‘not listed’ on the appointment screen.

To update the patient profile:

1. Click on the patient name to navigate to the 
patient profile.

2. Open up the edit patient window.

3. Update the relevant information.

4. Click ‘Save’

When you open up the appointment again on the 
calendar screen, the updated information will be 
displayed underneath the patient’s name.
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The Patient matching system

When a new service appointment has been booked from 
your Pharmacy Booking Portal, GuildCare NG will notify 
you if there are any patient profiles that match the 
details of the patient that booked the appointment.

Potential patient matches are based on:
● First and Last Name
● Date of Birth
● Gender
● Street Address

If the patient matching system has detected any 
matches with the appointment information, then this will 
be displayed on the ‘Appointment Details’ window, as a 
counter.

To view the potential matches, click on ‘Next’ on the 
‘Appointment Details’ screen.

Please Note
Due to Australian Privacy Laws, we are unable to use a 
Patient’s Medicare Number to determine potential matches.



Viewing potential matches

Potential matches are displayed on the ‘Link to Patient 
Profile’ Page.

Each potential match displays the following information:

1. Name of the patient
2. Date of Last Dispensed

Only patient profiles that have been used for dispensing 
medications will have this date displayed. 

3. Date of birth
4. Contact number
5. Address

To compare and analyse a potential match, select a 
patient profile from the list of results and click ‘Next’.

Please Note
If matches have been detected by the patient matching 
system, new patient profiles CANNOT be created out of the 
information from the appointment.



Comparing patient information 

In the ‘Confirm Patient Details’ screen, you can compare 
the information provided in the appointment with the 
patient profile you selected.

This ensures that the most up to date information about 
the patient is captured in the patient profile.

If there is a difference between the two data sets, then a 
checkbox will appear under the ‘Appointment Details’ 
column for every difference that has been detected.

If no difference has been detected, then no checkbox will 
appear.

You can always select a new patient profile by clicking 
on the ‘Back’ button and choosing a different patient 
profile on the previous page.



Merging patient information Part 1

To ‘merge’ this information with the patient profile, select 
the corresponding checkbox.

To commit these changes, simply click on Save’ or ‘Save 
& Start Service’.

This will merge and replace the selected information 
from the Appointment booking to the selected patient 
profile.

If the wrong information has been merged to the patient 
profile, you can change it by going to the patient profile 
and editing the information manually under the ‘Edit 
Patient’ window.

Please Note
You do not have to select all of the checkboxes under 
‘Appointment Details’, just the information that needs to be 
replaced.

Any new information that gets saved in the patient profile 
must also get updated in the patient dispense profile.



Merging patient information Part 2

If no changes are required, and the selected patient 
profile already has the most up to date information 
about the patient, then do not select any of the 
checkboxes under ‘Appointment Details’ and proceed by 
clicking on ‘Save’ or ‘Save & Start Service’.

This will connect the appointment to the selected patient 
profile with none of the information from the 
Appointment booking.

Please Note
You do not have to select all of the checkboxes under 
‘Appointment Details’, just the information that needs to be 
replaced.



Saving and Starting a Service

Saving the information to the patient profile can be 
achieved in two ways:

1. ‘Save’
By clicking on ‘Save’, the changes made to the 
patient profile are saved.
This action will navigate you back to the 
Calendar screen.

2. ‘Save & Start Service’
By clicking on ‘Save and Start Service’, the 
changes made to the patient profile are saved. 
This action will automatically open up the 
service the patient booked for.

For example
If the patient booked a COVID-19 vaccination service, then 
upon clicking ‘Save & Start Service’, the COVID-19 
Vaccination service will automatically open, along with 
saving any changes.



After matching a patient...

After a patient has been matched to a patient profile, you 
can continue to make edits to the appointment details, 
including changing the title of the appointment.

This ensures that a high level of accuracy is maintained 
before and after the patient has been matched with a 
patient profile, and the most up to date information is 
being displayed on the appointment window.
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Performing a manual search

If no matches have been detected by the patient 
matching system, you can perform the following actions:

1. Perform a manual search
You can double check to ensure that a patient 
profile does not already exist in your GuildCare 
NG environment.

To perform a manual search:

1. Navigate to the ‘Link to Patient Profile’ 
page.

2. On the ‘Link to Patient Profile’ page, 
start typing in the search bar at the top 
of the page.

3. Select any of the patient profiles that 
appear.

Proceed by clicking ‘Next’ to compare the information 
from the appointment booking with the selected patient 
profile.



Create a new patient profile

2. Create a new patient profile
To create a new patient profile, perform the following:

1. Select ‘Create a new patient profile’ under 
the ‘Link to Patient Profile’ page.

2. Click ‘Next’.

3. This will take you to the ‘Confirm Patient 
details’ page. The information from the 
appointment will be preloaded into the create 
patient form.

4. Review the information and make any 
necessary changes.

5. To finalise changes, click on ‘Save’ or ‘Save & 
Start Service’.

Please Note
You can also add in more information about the patient on 
this screen before Saving.



Need help?

If you need any further assistance using the platform, please 
reach out to our support team via phone on 1300 647 492 or 
by emailing support@guildcare.com.au.
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