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SHUFFLING APPOINTMENTS 

Note: To use the Shuffle Action, the Scheduling Appointment Book must be in a Proportional, Single-day 

view   

Change to Single day view 

1. Right Click  

2. Navigate to Book Settings -> View -> Proportional, Single-Day View 
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1. Use the Books tab to find the schedule that needs to be Shuffled 

 

2. Click the day on the Calendar that needs to be shuffled  

 

3. There are 2 ways to use Shuffle Action (both ways result to Shuffle action)  

a. Click the Shuffle Icon 
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b. Right Click, Actions -> Shuffle  

 

 

4. Appointment Shuffle Criteria window will appear 

Press OK  

 

 

 

5. Appointment Shuffle Window will appear  
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6. Single click on the appointment that needs to be shuffled and drag and drop it into the time and 

resource that you need to move it to. Shuffled appointment will appear grey in a Pending state. 
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7. Click Check to see if there are any Scheduling Conflicts. If there are scheduling conflicts, click 

Override to override into new slot.  

 
 

8. Press OK to complete Appointment Shuffle.  

9. Shuffle Reason window will pop up. Click on dropdown to view shuffle reason. Click on the most 

appropriate reason for shuffling.  

 

Press OK.  
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Appointments will now be shuffled and appear on the grid.  

 


