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Ambulatory Rescheduling an Appointment 
 

1. Navigate to Scheduling Appointment Book (SchApptBook). From PowerChart you can access 

SchApptBook from the toolbar.  
 

2. Within SchApptBook, select the Books tab and double click the Bookshelf. 
 

 

 
3. Once you double click the Bookshelf a dialogue window will appear. Select the appropriate 

clinic bookshelf and click OK. 
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4. Select the appropriate Book and click Open. 
 

 

5. Select the date of the appointment that is being rescheduled. In the resource view, locate the 
appointment that is being rescheduled.  
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6. Right click the Appointment and select Actions > Reschedule. 
 

  

7. Ensure the appointment being rescheduled is selected  and click OK. 
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8. To retain the current encounter, click Yes.  
 

 

 

 
NOTE: If you would like to dissociate the encounter with this appointment click No. You 
will have to create a new encounter or select another encounter later. 
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9. Make any adjustments to the appointment as required and click OK. 
 

 

 
10. Complete the standard steps for Patient Scheduling. If you have dissociated the original 

encounter in step 8 you will have to either create a new encounter or select a different 
encounter during the Patient Scheduling. 

Related Positions 

• Unit Clerk 
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