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Overview 
This document outlines the steps to freeze and unfreeze appointment slots. 

Instructions 
From the Main Menu Bar navigate to the Gear Icon → Schedule (under Admin) 

 

 

 

 

 

 

 

On the right-side pane, choose Manage Appointments 

 

 

 

You can also access Manage Appointments by navigating to Calendar (Main Menu 
Bar) → Today’s Appointment and clicking the ‘Manage’ link. 
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Use the filters to narrow down your appointment search (by Department, Provider, Date 
range, Start time range, etc). Click ‘Filter appointments’. 

 

Appointments meeting the filter criteria will display. Select the 
appointment/appointments that you would like to adjust by clicking the checkboxes on 
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the left. If all appointments need to be adjusted, click the ‘Check all slots for all 
providers’ checkbox. 

 

 

Scroll to the bottom of the page to take the desired action on the selected slots.  

In addition to freezing or unfreezing a slot, you can move appointments to another 
department, to another provider, change the slot type, or delete. 

 

Click “Change Checked Appointments” to apply changes.  

 


