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SCEHD: Rescheduling an appointment: Use this to guide you through the process of rescheduling 

appointments.  

1. Click on the Appointment inquiry icon to locate your patient.  

 

 

 

2. Schedule inquiry icon will appear. Navigate to the Person tab. Select Person Schedule Inquiry – 

Standard from the dropdown in the Inquiry box. 
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3. Search for Patient in the person box, or click on the ellipses to open person search box. Select 

the correct patient and click OK. Adjust Start Date appropriately. Click ‘Find’ at the bottom on 

the Schedule Inquiry box. Appointments will appear. 

 

Click on the appointment that you are trying to reschedule. The appointment will be highlighted. Right 

click appointment and a dropdown will appear. Click onto Reschedule to reschedule the appointment.  

 

 

 



  

3                                        
 

RESCHEDULING AN 
APPOINTMENT 

HOSPITAL INFORMATION SYSTEM (HIS) 
 

 

 

 

 

An Existing Encounter window will appear in the Scheduling Appointment book. Click Yes to retain 

encounter.  

 

 

 

 

 

 

In the Appointments tab, the appointment details will fill in the accept format from the original 

appointment and in the Work in Progress box. Scheduling appointment using one of the scheduling 

methods (Suggest, Schedule, Drag and Drop). In this example we will use the drag and drop method. 

 

 

 

 

 

 

 

 

Resource was dragged and dropped into the slot we are trying to schedule into. Books will close in the 

Work in Progress window.  
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Click Confirm button to confirm appointment. Confirm window will pop up. Press OK located at the 

bottom right of the confirm window.  
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A reschedule window will appear. Click the dropdown to search for a Reschedule reason. Choose the 

most appropriate reschedule reason. Press OK when a reason has been chosen. Appointment will be 

rescheduled.  
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