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STEPS TO RESCHEDULE A DIALYSIS APPOINTMENT FOR AN INPATIENT 

  

1. From the Scheduling Appointment Book, click on the 

Appointment inquiry icon to locate your patient.  

 

2. Schedule inquiry window will open.  

Navigate to the Person tab.  

Select Person Schedule Inquiry – Standard from the 

dropdown in the Inquiry box. 

 

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.  

 

 

 

4. Right click on the patient, select Actions, 

then select Reschedule. 

 

The Reschedule Recurring Appointment 

Type box will appear including the option to 

select specific appointments.  

 

Select the days that need to be rescheduled 

to the Inpatient encounter.  

 

Select OK when all desired appointments are 

selected. 
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5. The Existing Encounter window will 

appear after you have selected the 

appropriate appointments. 

The window will ask to keep your 

appointment with the current encounter 

or select a new one.  

Select No, since the encounter should 

now be associated with a new inpatient encounter. 

 

Note: this pop up will appear for each individual appointment you selected in the previous window. 

The Appointment Attributes window will appear.  

 

Navigate to the Resource List tab to ensure that you select the ICU stations if needed for rescheduling. 

Select OK. The appointment will appear in the Work in Progress window. 

Schedule the appointment into the appropriate resource/date/time.  

Note: If this information is staying the same as before, drop the appointment into the schedule to 

trigger a reschedule as appropriate. 

 

 



  

3                                        
 

RESCHEDULING A DIALYSIS APPOINTMENT (INPATIENT) 
HOSPITAL INFORMATION SYSTEM (HIS) 

 

 

 

 

Select Confirm. 

    

When the details are confirmed to be correct, select OK. 

 

This will trigger the Encounter Selection window to appear. In this window, all associated patient 

encounters will appear. Select their current Inpatient Encounter to attach the appointments to.  
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