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HOW TO RESCHEDULE APPOINTMENTS IN MEDINFORMATIX 
 
A. HOW TO RESCHEDULE APPOINTMENTS FROM THE SEARCH WIZARD: 
 

Step 1:  To reschedule a patient go to “Search Wizard”  

 “Books View” is only used if the procedure is a “STAT” and there are no available 
appointments. 

 

 
 
 
Step 2:  Click on “Patient List” and look up patient by entering DOB 
Step 3:  Highlight patient, then click on “View Appts” 
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Step 4:  Highlight the exam/appointment to be rescheduled and click Flag 

 
 
 

Step 5: Select corresponding reason (for example rescheduled by Office or Patient)  
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Step 6: Click “OK” (top left) wait for the font to turn color red 
Step 7: “Appointment for patient screen” will appear - font should turn color red then click “Exit” 
(top left) 
Step 8: “Patient List” window will appear – highlight the correct patient and click “Select” 
Step 9: “Search for Appointment” window  will open – under “Multi-Facility Filer” highlight 
preferred location 

 

 
 
Step 10: Click “Last Flagged” (located under patient name) 
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Step 11: Search for desired date (calendar on upper left  corner) 
Step 12: Click Search for available date and time 
Step 13: Highlight date/time patient agrees to and click “Set Appt” 
Step 14: Then “Confirm Appointment” screen will open up. It will have all the appointment notes 
from the previous date and the referral source.  Enter additional notes if needed on this screen. 
Step 15: Click “OK” (top left) to schedule the appointment. 
 

 
 
 
Step 15: Click “Exit” on “Edit Chart Document” screen, Screening Questionnaire, and Scheduling 
screen.  
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B. HOW TO RESCHEDULE AN APPOINTMENTS FROM THE BOOKS VIEW: 
 
1. To reschedule a patient go to “Search Wizard”  
 

 
 
 

2. Click on “Patient List” and look up patient by entering DOB 
3. Highlight patient, then click on “View Appts” 
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4. Highlight the exam/appointment to be rescheduled and click Flag 

 
 
 
5. Select corresponding reason (for example rescheduled by Office or Patient)  
 

 
 
6. Click “OK” (top left) wait for the font to turn color red 
7. “Appointment for patient screen” will appear - font should turn color red then click “Exit” (top left) 
8. “Patient List” window will appear – highlight the correct patient and click “Select” 
9. “Search for Appointment” window  will open – under “Multi-Facility Filer” highlight preferred location 
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10.  Click “Last Flagged” (located under patient name) 
11.  Search for desired date (calendar on upper left  corner) 
12.  Click Search for available date and time 
13.   Highlight date/time patient agrees to and click “Set Appt” 
14.   Enter additional notes if needed on this screen (Confirm Appointment) and Click “OK” (top left) 
15.   Click “Exit” on “Edit Chart Document” screen, Screening Questionnaire, and Scheduling screen.  
 

a) Find the new date/time in the Books View 
b) Make sure you are in the correct book, and right click on the new time slot  
c) Click ‘Set Appointment from Clipboard’ 
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d) Find the patient that you just flagged in the clipboard and highlight them 
e) Click ‘Select  Patient’ 

 

 
 

f)   The Confirm Appointment screen will open up. It will have all the appointment notes from the 
previous appointment date and the referral source.  
g)   Click ‘OK’ to schedule it. 

 
 


