
 

 

Acuity Scheduling booking guide 

 

 

We run a different topic in each teaching week, but there are three options available to give you the 

greatest chance of being able to attend. 

If a session is fully booked, we advise consulting with your fellow trainees to see if anyone is in a 

position to switch sessions.  

 

Click ‘Sign up’ on your preferred timeslot. 

 

 

This will take you to the next step, where you enter your details: 

 



 

 

Click ‘Complete Appointment’ and your booking will show as confirmed.  

 

An automated confirmation email will be sent to the address provided – please take extra care to 

ensure this is correct. The email should look like this: 

 

We advise that you create a folder in your inbox to store your confirmation emails – this will help you 

to keep track of your bookings, plus you can use it if you end up having to amend your booking. 

 

Once you have made your first booking, please click on ‘Register for an 

Account’. 

By creating an account, you won’t have to enter your information every time you book. 

 



 

 

It should also prevent you from making duplicate appointments – as there are limited spaces it is vital 

that you only book a place that you need. 

 

Should you need to change or cancel your booking, for whatever reason, you have two options. 

The easiest is to log in to your account – as long as you have logged in before booking each 

appointment, they will all be displayed at the top of the page like this: 

 

Simply click on the appropriate booking and it will take you to this screen: 

 

Choose ‘Cancel’ or ‘Reschedule’ as appropriate. If you cancel, it will be confirmed on the main page 

and will continue to show up as having been cancelled each time you log in. 

 

 

If you choose to reschedule, you will see a screen like this, 

which shows you the other appointment times for that 

particular week and how many spaces there are left. 

 

Once you have chosen your new timing it will confirm the 

booking in the usual way. 

 

 

 



 

 

Otherwise, you just need to find the appropriate confirmation email 

and click the ‘Change/Cancel Appointment’ button. 

 

 

Be sure that you are logged in before you do anything – if you aren’t, you can find 

the link in the top right-hand corner. 

 

If you can still attend one of the sessions, but need to change to a different session, click on 

‘Reschedule’ and you will see the following: 

 

Choose the session you now need and complete the booking in the same way – you will again receive 

an automated email to confirm this booking. As long as you have logged in, this won’t create a 

duplicate booking. 

If you can no longer attend any of the sessions in that week, click on ‘Cancel’, and you will see the 

following options: 

 

 

 

Once you have clicked ‘Yes, cancel appointment’ you will be returned to the main booking page, and 

an automated email will be sent to confirm your cancellation. 



 

 

 

Alternatively, it is now possible to book your appointments using the Acuity Scheduling app – it is 

available to download from the App Store and Google Play, and will allow you to make, view & amend 

your bookings all in one place without having to remember to log in each time. It is strongly 

recommended that you use this method. 

When you open the app, you have the option to add a business – simply input the booking link and tap 

‘Add Business’. This should then display ‘Imperial College – Core Surgical Anatomy’. 

   

Tap on the CSA block to display the booking page – all currently available sessions will be available to 

book from this section. 

 

 

https://apps.apple.com/us/app/acuity-scheduling/id1179146771?ls=1
https://play.google.com/store/apps/details?id=com.acuityscheduling.app.android


 

 

Select the session you wish to book by tapping on the ‘Sign up’ button. All you have to do then is add 

your name and email address (phone number optional) – this should autofill once you have made one 

booking, so you won’t have to fill these out every time. 

    

To view your bookings, select the ‘Appointments’ tab at the bottom. To view, cancel or amend a 

booking, all you need to do is tap on the block and it will display the following screen: 

    



 

 

If you wish to change to a different time slot, tap on ‘Reschedule’ and it will display available 

alternatives. 

 

If you can no longer make the session, tap on ‘Cancel’ – it will ask you if you’re sure you want to 

cancel, just in case you accidentally tap the wrong block. 

 

Cancelled appointments will still show up in your appointments, but will be marked as cancelled. 

 

 



 

 

We need to keep track of reasons for absence, so please email d.gilpin@imperial.ac.uk with apologies 

if you can’t attend a session. Ideally this should be done beforehand, to help us get an accurate idea of 

numbers, but within a couple of days of the session is also helpful in terms of our records. 

 

The booking system will close one hour before each session is due to start, which should give you 

enough time to make a late change to your booking. If you are unable to sign up for a session in time, 

you will need to email d.gilpin@imperial.ac.uk or ring Charing Cross to see if there is space for you to 

attend. 

Human Anatomy Unit contact numbers: 

 02033117331 – Pathology Museum 

 02088467039 – Human Anatomy Unit (14th floor) 

 02088467027 – Human Anatomy Unit (14th floor) 
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