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Online Appointments – 
Patients Guide 

Introduction 
Having visited your GP Practice, you will have registered for Vision Onlin e 
Appointments. The Practice will have started the Registration process which all ows 
you access to Vision Online Appointments. You will have received a letter confi rming 
your Registration and supplying the necessary details to enable you to comple te the 
Registration and Activation process that is required for Vision Online Appoin tments. 

 

Creating an Online Account and Password 

Online Registration  
1.  Go to website www.myvisiononline.co.uk , the address is included in the letter 

from your GP Practice. Click the Register  tab . 

 
Registration Screen 



30 Vision Online Services - Appointments 

2.  Type the practice ID (this is a 6 digit alphanumerical code) in the Practice ID  
box, you will find Your GP Practices ID in your Registration Letter . 

3.  Type your NHS number as detailed in your Registration letter into the NHS 
Number box, adding the 10 digit code with no spaces. 

4.  Type the Registration Code (a 10 digit code alphanumerical code, used to 
activate your account) in the Registration Token box. This code is case 
sensitive so be careful to type it exactly as it appears in the Registration 
Letter. 

5.  Create a Username; if the username you enter is already in use you will get 
the Registration Failed message User nam e is not available  at the top of 
the screen. Create a new username to continue. 

 
Registration Failed – User name not available 

6.  Create a Password; this must be at least 8 characters long and contain 
letter/s and number/s, passwords are case sensitive. Symbols cannot be us ed 
in your password. 

HINT:  Check your CAPS Lock setting when adding a password, as 
passwords are case sensitive. 

7.  Read the Terms & Conditions  and Privacy Statement , and tick the box to 
confirm acceptance of these conditions 

8.  Click Register  to create your Online Account. 

9.  You have successfully registered with your GP Practices to use Online 
Appointments. You will need to keep your username and password safe. 
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Activating the Account 
Following successful Registration, you will receive a confirmation email, wh ich 
contains a Confirmation Code; this is required to activate your Account. Yo ur Account 
is not active until this is done. 

 
Confirmation Email 

1.  On receipt on the email, follow the activation instructions to ente r the 
confirmation token; this can be done by clicking on the Link in the email, 
which will take you to the Registration Confirmation screen. The Account 
Active Confirmation screen will then be displayed. 

 
Account Active - Confirmation 

2.  Alternatively, enter the Confirmation Code from the email on the Registr ation 
Confirmation screen of the website if you remained logged in. Type th e 
Confirmation Code in the Confirmation Code box and click the Activate 
button. 
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Registration Confirmation Screen 

3.  Your status is now displayed on the Confirmation screen. Your Account is now  
active. You can now sign in and use Vision Online Appointments. 

 
Account Active - Confirmation 

 

Troubleshooting 

Registration Failed 

If registration fails, the error reason should be displayed at the top of t he Login 
Screen. Registration may fail for a number of reasons e.g.: 

 Username already in use for selected practice  – Type in a new 
username and click Register, if unique the username will be 
accepted.  

 Password not of correct length or format  – Type in a new 
password, ensuring it is alphanumerical and at least 8 characters 
long.  
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Failed Password Creation 

 Registration details not found  – Contact your GP Practice, they 
will re-register you and print a new Confirmation Letter containing 
a new Registration Token 

  

Account registered, but not activated 

If you have registered your details and created a username and password, but not 
activated your account, you will be unable to Login. You need to complete the 
Activation process to use your Online Account, see “Activating the Account ”  on page 
31 . 

 

If you lose your Registration Confirmation Letter before Registering your 
Online Account 

Contact your GP Practice and request that they re-create your Online Accoun t. This 
will generate a new Registration Confirmation Letter with a new Registration  Token. 
Use this letter to complete the Registration and Activation processes. See “Online 
Registration ”  on page 29  and “Activating the Account ”  on page 31  

 

GP System Unavailable 

On occasion, you may find that the Vision Online Appointments website is not 
available. You will see the following message when trying to access the website : 
Practice server busy. Please try again later . 

If this problem continues, please contact your GP Practice. 

 

If you change your email address 

If you change your email address, you need to notify your GP Practice  who will re-
register you for online services. You will then need to register and activate your 
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Online Account using the new details. You can reuse your previous username and  
password. See Creating an Online Account and Password  on page 29  

 

Sign In – Accessing the Website 
Once you have activated your account and have a user name and password you can 
visit the website to use the Online Appointments service. 

 

1.  Go to www.myvisiononline.co.uk . 

2.  Enter your Practice ID  this can be found on your letter from the Practice, or 
use the search facility (see Practice ID – Search facility on page  36  for further 
details). 

3.  Enter your Username.  

4.  Enter your password, click on the Sign In  button to access the opening 
screen. 

 
Sign In Screen 

5.  If you entered the correct details, your Online Appointments Account wil l open 
and you can proceed to check or cancel existing appointments or book new 
appointments. 
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Opening Screen 

 

Sign In – Failed Attempt 

1.  If you enter the wrong password, you will be unable to open Online 
Appointments, and you will see an error message on the screen Sign in failed. 
4 attempts remaining . 

 
Sign In – Failed Attempt 
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2.  Retype your username; retype your password ensuring you have the correct 
one. Click Login  to retry. 

3.  If successful, you will see the Opening Screen. If login fails again, check  the 
error message and retry the login process again. 

4.  If your number of login attempts has reached the maximum ie 5 attempts, 
your Online Appointments account will be locked. Contact the Practice to 
request your account be unlocked. 

5.  If you have forgotten your username and/or password, contact your GP 
Practice to request your Vision Online Appointments account is re-creat ed. A 
new Registration Confirmation Letter will be given to you. You will need to 
register again.  

HINT:  If you know your username, you can re-use it when re-
registering, you then only need to create a new password. 

 

Practice ID – Search facility 

If you cannot remember the Practice ID, there is a search facility to assist yo u to find 
your Practice. 

1.  Click the Search icon 

 

2.  You will be presented with two drop down lists; one listing Location, one 
listing Practice. Click the arrow at the end of the required list, and then 
highlight your Practice. Click Select,  this will add your Practice ID to the login 
screen. 
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Help Logging In 

If you experience problems when trying to login; click on the link to op en the Help 
Signing in screen. 

 
Link to Help 

 
Sign In Help 
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Terms &Conditions and Privacy Statement. 

If you wish to access the Terms of Service or Privacy Statement, there is a prompt at 
the bottom of the opening Screen where you can access these documents. 

 
Links to Documents 

 

My Profile – Changing Password Details 

You can amend your password once logged in to Vision Online Appointments. C lick on 
the Tab My Profile  at the top of the screen or select My Profile  from the menu in 
the middle of the opening screen. 

Here you will be able to change your password. 

Type your current password in the Current Password  box, then create a new 
password in the New Password  box, retype in the Confirm Password  box, click 
Change  to finish. 

 

 
My Profile 
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Appointments 

Viewing existing Appointments 
When clicking on the Appointments Tab or Link you can view the Appointments 
screen. Here you can view any existing appointments you have booked, whether  they 
were booked at the Practice or Online. 

 
Appointments Screen – with appointments booked 

 

If you do not have any outstanding appointments, this will be displayed on the 
screen. 

 
Appointments Screen – no appointments booked 
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Booking an Appointment 
To book an appointment, click on the link on the Appointments Screen to search for  
available appointments. 

 
Link to book appointment 

1.  Use the drop down arrows to make selections ie, date period, day of the 
week, time, clinician, location then click Search . 

2.  Use the presented list of available appointments to choose the appropriate 
appointment for you. 

3.  Select an appointment by clicking the Book  link at the end of the line or 
double clicking the appointment details. 

 
Available Appointments 

4.  The Appointment details screen will open check the details. You can en ter a 
Reason for the appointment, for example medication review. Click Confirm  
Appointment  to book the appointment. 
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Selecting an appointment to book 

5.  A confirmation message is now displayed; you will also receive a confirmation  
email. 

 
Appointment Booking Confirmed 
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Maximum number of bookings  
There may be a maximum number of appointments you can make this is determine d 
by your GP Practice). The website will list all appointments you currently h ave 
booked, regardless of whether you booked at your GP Practice or using Vis ion Online 
Appointments. Once the maximum limit is reached, no further bookings can be made  
online.  

To book further appointments you can review the list of booked appointments and if 
necessary cancel one of the bookings, which will then permit you to make a new 
appointment. Alternatively, contact your GP Practice to make a further appoint ment. 

 

 

 
Maximum Bookings Reached 
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Cancelling an Appointment Booking 
If you no longer require an appointment, remember to cancel it prior to the 
appointment time so it can be used by someone else. Failure to cancel the 
appointment before the appointment time will result in a missed appointment if you  
do not attend your GP Practice. 

1.  View the appointment you wish to delete and click Cancel . 

 
Appointment Details 

2.  The Cancel Appointment window is displayed. Select a Reason for the 
cancellation?  using the drop down menu. Then click Cancel Appointment.  

 
Cancel Appointment 

3.  An Appointment Cancellation confirmation message is displayed. You will also 
receive a cancellation confirmation email. 
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Cancelled Appointment Confirmation 

 

Logout 
When you have finished using the Vision Online Appointments website click the 
Logout  link at the top right of the screen. You will be logged out of the servi ce. 

 

 
  


