
PATIENTS EPIC FUNCTIONS PRACTICE

Patients call practice to 
reschedule appointment

In Basket Message is 
generated to alert practice of 

message via Gateway

Practice verifies with patient if 
appointment is a reschedule 

or new appointment.  Practice 
must check the Past 

Appointment Tab in Epic

RESCHEDULE WORKFLOW

Patients request appointment 
via Gateway  

Patients request appointment  
via practice website 

Practice works the Patient 
Schedule In Basket folder and 
calls the patient to reschedule 

appointment

Appointment is manually 
cancelled and then 

rescheduled using the 
reschedule function

Once information is correct, 
practice can reschedule the 

patient

Ongoing: Practice actively 
works Waitlist/ Recall list to fill 

slots

Practice must verify with patient -  
demographic information, 

appointment notes, referring 
provider, etc. 

Practice works the website 
information to reschedule the 

patient


