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How To Reschedule an Appointment

Quick Reference Guide

Overview

This guide will show you how to reschedule an appointment that has already been created but you need
to move to a different time.

Learning Outcomes

This quick reference guide will enable you to:
1. Reschedule an existing appointment
2. Understand when you should cancel an appointment and re-create it rather than reschedule

Rescheduling an Existing Appointment

Note: If you need to re-schedule an appointment that is happening today, you MUST cancel the
appointment and create a new one. This is so the learner receives the proper notification in time. If you
are re-scheduling at least one day in advance, follow the directions below.

Log into Pirate360 and follow the instructions below:
1. Navigate to the Record for the Appointment you want to re-schedule.
2. From the quick action menu, select “Modify Appointment”
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Next, you will need to select the new time. Scroll down in the “Modify Appointment” pop-up window to
see your availability.

3. Navigate through the list of available times using the arrows or the calendar icon.

4. Once you have found the new time you want to use, click on it.

5. Click “Next.”
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Modify Appointment

Availability Calendar @

September 13, 2025 - September 18, 2Q.

Time Zone: 3
[
v

{(GMT—OIL:GG) Eastern Daylight Time (America/New_York)

SAT 13 SUN 14 MON 15 TUE 16 WED 17 THU 18

8:00 - 8:30 am] 8:00 - 8:30 am] 8:00 - 8:30am

8:30 - 9:00 am]| 8:30-9:00 am | | 8:30 - 9:00 am |

9:00 - 9:30 am 9:00 - 9:30 am] 9:00 - 9:30 am |

9:30-1( 4 9:30 - 10:00 am | |

10:00 - 10:30 am| Eo:oo -10:30 anﬂ‘ 10:00 - 10:30 am|

10:30 - 11:00 am]| 0:30 - 11:00 am]\ 0:30 - 11:00 am|

11:00 - 11:30 am]| 1:40 - 11:30 amj\ 11:00 - 11:30 am |

11:30 - 12:00 pnﬂ| 11:30 - 12:00 pnﬂ‘ 11:30 - 12:00 pm|

6. Scroll through and verify the details for this appointment are correct. Note that the details will be
taken from the previous appointment. Once you have verified and/or updated all fields, click “Next.”
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Modify Appointment

Review Appointment

Resource

Primary Resource Required Resources
Paul Thompson

Optional Resources

General Information

Work Type Description
Changing My Major

Account Parent Record
PeeDee Rirate 00012008

Address Subject
1000 E. 5th 5t

Greenville, Morth Carolina 27858 [
usa

Additional Information Comment
Hi Paul! 2025-08-26 COMMENT ADDED: Goodbye Paul!

Engagement Channel Type Appointmaent Category
In Parson

[Se-arch Appointment Categories... QJ

Checked In Time Appointment Location

Date

[

Scheduled Times

Scheduled Start (America/New_York) Scheduled End [America/New_York)
Tue, Sep 16, 2025, 09:30 AM Tue, Sep 16, 2025, 10:00 AM

Contact Information

Phone Email

[ [ paul thompson@salesforce.com

Pravious

7. You will see a pop-up notifying you the Appointment has been re-scheduled. The Learner will
automatically receive an email notifying them of the new day and time. Click “Finish.”
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Modify Appointment

Your appointment's all set

8. The new day and time of the Appointment will be updated on the Appointment record.
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