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Privacy Policy
The appropriate collection, use and disclosure of an Albertan’s personal health information is the requirement of Alberta’s Health 
Information Act and FOIP Act.

Whenever you see this icon, please ensure that you 

collect verbal consent from the Albertan for disclosure of 
their personal health information.

Whenever you see this icon, please ensure that you are 
correctly entering the information provided by the 

Albertan (e.g., legal first name, legal last name, Alberta 
PHN). The search may result in many records containing 
sensitive information like PI/PHI.

It is your responsibility to access only those records that 
are necessary to perform your duties. All access is 

monitored and recorded for compliance and audit 
purposes.

Whenever you see this icon, please pay attention to the 
action that is being performed. It is important you follow 

these instructions.

Please note that following practices are prohibited and 

against the code of conduct related to the handling of 
sensitive information (PI/PHI) unless your role authorizes 
you to do so:

• Saving lists locally on computer

• Saving lists on other storage media

• Printing lists

• Taking pictures 

• Taking screenshots 



Rescheduling/Cancelling a Vaccination 

Appointment: Overview
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Objectives: To reschedule/cancel a confirmed vaccination appointment for an Albertan using AVBS

AVBS Role: Health Care Providers and Provincial Operations

Pre-Requisite: Albertans should have confirmed vaccination appointment status

Note: The term vaccination site used throughout this user guide refers to pharmacies, AHS clinics and physician offices.
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Types of Appointment Status

Status Description When/who should update?

Confirmed This status refers to a confirmed appointment 

booking.

• This status updates automatically upon successful appointment booking.

Cancelled This status refers to an appointment that has been 

cancelled.

• Used by vaccination site staff to cancel an appointment and free up the time slot for 

someone else to book. Vaccination site staff should always cancel an appointment by 

updating the status to cancelled via the Pharmacy console application

Attended This status refers to an appointment where the 

Albertan has attended.

• Used by vaccination site staff only to check patient in prior to vaccine administration.

No Show This status refers to a missed appointment. • Used by vaccination site staff and 811 staff when an Albertan has not showed up to their 

appointment.

If the status is changed to Cancelled, the Albertan will receive a notification via their preferred communication channel that will contain a 
booking link to schedule another appointment. 

There are different types of status that can be associated to an Albertan’s appointment booking:



Cancelling a Future Vaccination Appointment
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There are two ways that you can cancel a future 

confirmed appointment booking and free up the time 
slot for someone else to book:

• Cancel using the Cancel Appointment button via 

the appointment record in the Clinic-in-a-Box 
application

or,

• Cancel by updating the status in the In-Clinic 

Experience. 

To cancel an appointment and free up the time slot 
via the appointment record, follow the steps below.

Enter the Albertan’s Booking Confirmation Number in 
the Global Search Bar and press Enter.

Tip: If the Albertan does not have the booking confirmation 

number, you can also search their profile by either Legal First 

Name & Legal Last Name, Alberta PHN or Registration 

Confirmation Number. In these cases, the Person Account will 

display, and the appointment record can be accessed through the 

Related tab. For more information regarding Search, refer to the 

Basic Navigation User Guide.

Click the Appointment Code.

The Appointment Record will display.
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Cancelling a Future Vaccination Appointment 

(Continued)
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On the Appointment Record, you will note that the Status

of the appointment is Confirmed.

Update the status to Cancelled by selecting from 

one of the options in the drop-down menu.

The Change Status button will become enabled.

Click Change Status.

A pop-up box will display confirming that you want to cancel 

the appointment.

If the appointment is in the past, the Cancelled status will 

not appear. In this case, you will update the status as 

appropriate to Attended or No Show. 

Click Yes to confirm the cancellation.

Another pop-up box will display with a cancellation 

message.

Click Close Window. 

The Status of the appointment will now be updated to 

Cancelled. The Albertan will receive a cancellation 

confirmation notification via their preferred communication 

channel that will contain a link to reschedule their 
appointment. 
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Cancelling a Future Vaccination Appointment 

(Continued)
To cancel an appointment and free up the time slot 

by updating the status in the In-Clinic Experience, 
follow the steps below.

Click on the Register Tab .

Search for the Albertan’s confirmed appointment 
booking using any one of the search functions.

Click Search.

The search results will display at the bottom of the screen.

Click View to open the Albertan’s appointment record.

The Albertan’s appointment record will display.
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Cancelling a Future Vaccination Appointment 

(Continued)
Select the Cancelled status from the options in the drop-

down menu.

Click Confirm Appointment. 

The Status of the appointment will now be updated to Cancelled. 

The Albertan will receive a cancellation confirmation notification 

via their preferred communication channel that will contain a link 

to reschedule their appointment. 
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Changing Status of a Missed Vaccination 

Appointment
Although an Albertan can have multiple 

appointments in the confirmed status, if the Albertan 
misses their appointment and their appointment 
status remains Confirmed, you must change the 

status of their appointment to reflect the missed 
appointment. 

To change the status of a missed appointment, 
follow the steps below:

Navigate to the appointment record by following steps 1 

and 2 on page 5 of this User Guide.

On the Appointment Record page, you will note that the 

Status of the appointment is Confirmed.

Update the status to No Show by selecting from 
one of the options in the drop-down menu.

The Change Status button will become enabled.

Click Change Status.

The page will refresh and the status will be updated 

automatically.
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Rescheduling a Vaccination Appointment
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To reschedule a booked appointment, you will first 

cancel the confirmed appointment and then book a 
new appointment. To reschedule a booked 
appointment, follow the steps below:

Search the Albertan’s Profile using the Global Search 
Bar. 

For Search tips, please refer to Basic Navigation User Guide. 

Click on the Albertan’s Profile Name.

The Albertan’s Person Account page will display.  

Navigate to the Appointment Scheduling tab of the 
Person Account Page to book a new appointment.

Refer to the How To Book a Vaccination Appointment User 

Guide to book an appointment. 

Once the new appointment is booked, the Albertan will receive a 

confirmation via their preferred communication channel with the 

details of the new appointment, including the new appointment 

confirmation number.
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