
To Edit an appointment using the Schedule Interpreter, please follow these step-by-step instructions: 

How to edit an appointment (Edit appointment details other except for the Service/Date/Time)  

Editable Fields – Estimated Length, Description, Consumer, Consumer Gender, Record ID, Address, City, 

State, Zip, Type of Service, Department, Require on-site contact, Provider, Comments, Interpreter 

Gender 

1. Navigate to the specific appointment on the calendar: Hover your mouse over the specific 

appointment you wish to Edit on the Schedule page. Based on your view (Table or Card) the 

appointment will be displayed based on the date and time its scheduled.  

2. Select Edit: Below the appointment card, Click the pencil icon with the word Edit  

3. Update fields: Make any necessary updates to the fields available 

a. Reschedule: You can reschedule the appointment by hitting the reschedule button. This 

will navigate you to the Rescheduling page 

4. Submit: Click the submit button to save edits 

 

 

5. The last step is to click FINISH on the Request Form.  The request can also be printed in 
this step. 



 


