
How to book Dr. Arce
A one-page guide for referring offices.
Updated 2026-10-14 — rebook now uses the request-to-book flow.

1. Fill form

office + patient + preferred
date

2. Submit

we confirm you got it

3. Wait for invite

Dr. Arce sends a Google
Calendar invite

Big change this month

There is no second step on your end anymore. Dr. Arce reviews every request personally and
sends a Google Calendar invite with the confirmed time — usually within one business day.
Accepting that invite is the final confirmation. The same applies to rebooks.

STEP 1

Open the booking page
Go to book.inofficespecialist.com in any browser. No login. Bookmark it on your front-desk
computer.

• The top of the page lists Dr. Arce's next available 4-hour blocks over the next 2 months —
use it as a reference for the date you'd like to request.

• You will enter your preferred date on the intake form itself. Dr. Arce picks the exact start time
within your chosen date.

STEP 2

Choose the service
Scroll past the slot list to the three blue service buttons. Pick the one that matches the visit.

• Surgical Services — local anaesthesia only. Office info only; per-patient details handled
day-of.

• Sedation Services — patient needs oral or IV sedation. Full patient intake required.

• Surgical + Sedation Services — both at one visit. Full patient intake plus a procedure note.

Surgical blocks are a little different

Surgical-only visits still use the older “click a slot on Dr. Arce's calendar” flow (one extra click
after the intake confirmation email). Sedation and Surgical + Sedation use the request-to-book
flow described below.



STEP 3

Fill in office + patient info
Type your office name and contact email, then the patient's name, date of birth, phone, and
email.

• Office email is where Dr. Arce's calendar invite will be sent. Use a monitored inbox.

• Patient email and phone are used for pre-op (24h before) and post-op (day-of) instructions
sent automatically.

• Note the sedation fees banner at the top — share it with the patient before submitting.

STEP 4

Procedure, preferred date, allergies, pharmacy
Pick the sedation type, say who is responsible for the bill, tell us your preferred date and time
for the visit, then add allergies and preferred pharmacy.

• Visit duration — default is Half day (4 hours). Pick Full day (8 hours) if the patient needs
the whole day.

• Preferred date — the day you'd like Dr. Arce to see the patient. Dr. Arce reviews every
request personally and picks the exact start time.

• Preferred time — Morning (AM), Afternoon (PM), or Either. Used to decide the start time
within your chosen date.

• Sedation type drives the patient's pre-op instructions (oral vs IV).

• Allergies — if none, type “no known drug allergies.”

STEP 5

Upload medical history PDF, then submit
Attach the patient's medical history as a PDF (up to 5 files, 50 MB each), then click Submit
request to Dr. Arce.

• Files go directly to Dr. Arce's private Drive folder — nothing passes through any third party.

• You'll see a confirmation page and get a short “Request received” email at the office contact
address.

• Dr. Arce is notified immediately and reviews your request personally.

STEP 6

Wait for Dr. Arce's Google Calendar invite
Within one business day, Dr. Arce reviews your request and sends a Google Calendar invite
with the confirmed start time to the office contact email you entered. Accepting that invite is
what adds the appointment to your office calendar — there is no other step on your end.

• The invite is titled “Dr. Arce Booking — [Patient Name]” and comes from Dr. Arce's calendar.



• If the preferred date or time needs to change, reply to the “Request received”
acknowledgement email before the invite arrives, or propose a new time directly from the
invite.

• If you don't see the invite within one business day, check spam or reply to any prior email
from DrArce@inofficespecialist.com.

• The day before and the day of the appointment, the patient receives pre-op and post-op
instructions by email automatically.

Why Dr. Arce confirms every booking

Sedation visits need to fit around his existing patients, OR schedule, and travel. Having him
pick the exact time — instead of a self-service calendar — is why there's rarely a scheduling
conflict.



RETURNING PATIENT?

Use a rebook link
If Dr. Arce has already seen this patient, you don't need to fill the intake form again. Email
DrArce@inofficespecialist.com and we'll send a one-click rebook URL that remembers all the
clinical info.

• The rebook link opens a short confirmation page: you pick a preferred date +
Morning/Afternoon/Either and submit. Dr. Arce then reviews and sends the Google
Calendar invite — the same request-to-book flow as a first-time patient.

• Skips re-collecting allergies, pharmacy, DOB, and contact info — all carried over from the
first visit.

• Links don't expire — keep them for whenever the patient is ready to rebook.

• If anything about the patient's medical history, medications, or pharmacy has changed since
last visit, email Dr. Arce first before submitting the rebook.
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