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Reschedule an appointment by using the reschedule bucket 

1. On the navigation (“burger”)  menu, select SCHEDULE. 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
1. Right click on the appointment to bring up the shortcut menu, select Reschedule to move the appointment 

into the reschedule bucket.  
 

 

 

 

IMPORTANT:  

• The facilities, filters, and dates of the schedule book are independent from those of the 
reschedule bucket. Changing the date in the schedule book does not change the date in the 
reschedule bucket.  

• If a study is in the reschedule bucket and you change the reschedule bucket date, the study will 
“disappear” (be filtered out), but you can simply restore the original date to show the study again.  

2. Right-click an appointment and select Reschedule. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

Minimize/Maximize 

Date filter for the 
reschedule bucket 

Update the reschedule bucket to the 
same date as the schedule book 

Facility and other filters for 
the reschedule bucket 

Reschedule bucket 
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Result: The appointment moves into the reschedule bucket. 
 

3. On the Schedule Book, use the options in the figure below to move to the new time slot where you want 

to reschedule the appointment.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Drag the appointment block from the reschedule bucket to the new time slot.  

5. In the Warning message box, select YES. 

 

 
 

Select the facility for the 
rescheduled 
appointment... 

...OR... 
Select a schedule filter. Filter s 
can show multiple days and 
multiple modality rooms from 
different facilities. 

Select the date to 
display the calendar, 
and then select a date 
for the rescheduled 
appointment.  

Select Today to 
move to today’s 
date. Select 
Prev or Next to 
move to the 
previous or next 
date. 


