
GUIDE - RESCHEDULING ORDERS

1. Open Calendar

Navigate to Schedule tab and go to the date of the assignment you
want to reschedule.
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2. Select Reschedule

Hover over the assignment you want to reschedule. The Order
Ribbon with shortcuts will then be visible. Select the Reschedule
function. This will open the Order Control Center.

3. Go to Reschedule Tab in Control Center



 

 

 

Click the Reschedule tab.

4. Enter Reschedule Details

Enter the new date and time information before clicking Reschedule.

5. Click "Reschedule"

6. Verify via Details & Journal
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Check the Details tab and Journal to confirm the change was entered
properly and that the client and vendor received reschedule
notifications.
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