
 

Order-Based Scheduling:  

How to link an appointment to an order after it has been scheduled 
1. Right click on the appointment (future or past) 

2. Select Link Requests 

3. Check “Show all available requests” checkbox in the bottom left corner

 
4. Check the box in the “Linked” column for the order you would like to link the appointment to

 
5. Click Yes and Accept. 

a. For a past appointment, once the order is linked, in the “Past” tab within the 

appointment desk, you will see a clipboard icon in the “ORD” column. If you hover your 

cursor over the clipboard, the name of the follow up order will appear. 

 
b. For a future appointment, once the order is linked, in the “Future” tab within the 

appointment desk, you will see a purple square attached to the future scheduled 

appointment.  If you hover your cursor over the purple square, it will say “Future Order”. 

 
6. To unlink an order:  

a. Right click on the appointment (future or past) 

b. Select Link Requests 

      
c. Deselect the “Linked” column checkbox 

d. Click Accept 

i. The order will unlink from the appointment and re-populate to the “Active 

Requests” tab 

 


