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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” 

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