
 

How to Edit an Appointment 
 

1. From the Visitor List tab, select the appointment you want to edit and click on 
the Visit Details tab. 

 

 
 



2. Click on the Edit button near the bottom of the screen and then click on the 
field you want to edit (usually Visitor Name or Visitor Company). 

 

 
 

3. The Visitor Name edit box appears. Click on the Edit button. 
  

 
 



4. Two confirmation boxes appear. Read through the messages and be sure that 
you understand you are only changing that appointment and not the visitor’s 
record. To continue click yes on both dialog boxes. 

 

 
 

 
 

5. The Visitor Name edit box is now in edit mode. Make the necessary changes 
and then click Ok. 

 

 
 



6. Click on the Save icon or the Save button near the bottom of the screen. This 
forces the save on the server but will not refresh the client cache. Next, click on 
the Print Preview icon.  

 

 
 



7. The preview will probably show the old information, however the Print 
Preview action will refresh the client cache. Exit out of the Print Preview 
window and click Print to print the badge with the updated information. 

 

 
 



 
 

 
 


