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HOW TO RESCHEDULE AN 
APPOINTMENT: 

HOME PAGE (landing page) 

From the Home Page, select the appointment from the Appointments list  

NOTE: You can only reschedule or cancel an appointment up to 72 business hours 

prior to the appointment. After that, please contact Bridging. 

BRIDGING CLIENT APPOINTMENT 
SCHEDULER 

RESCHEDULE OR CANCEL AN 

APPOINTMENT 
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APPOINTMENT DETAILS PAGE 

To reschedule, click on “Select Date/Time” 

The Scheduling Calendar page will appear: 
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You can scroll through the calendar by clicking on “Previous” or “Next” to look for an available 

date/time.  Available times are indicated by the white/open dates on the calendar. Select a 

date by clicking on the white/open date field.  (e.g. March 31) 

SCHEDULING CALENDAR 
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SCHEDULING CALENDAR 

The date selected will turn orange and one or two available times will appear in the list box on 

the right. Select an available time. 

The Referral Form will appear for you to review.  Be sure to click on SAVE before you exit this 

screen. You will receive an email confirming that it has successfully been rescheduled. 

APPOINTMENT DETAILS PAGE 
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HOW TO CANCEL AN 

APPOINTMENT: 

HOME PAGE (landing page) 

From the Home Page, select the appointment from the Appointments list  

NOTE: You can only reschedule or cancel an appointment up to 72 business hours 

prior to the appointment. After that, please contact Bridging. 
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APPOINTMENT DETAILS PAGE 

Click on the “Cancel Appointment” button 
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The appointment will still show up on your appointments list, but with 

“(Cancelled)” indicating its status.  

NOTE: You will need to contact Bridging if you cancel an appointment in error.  

HOME PAGE (landing page) 


