
Using Navigate360:
How to Report on an Appointment



Report on an Appointment

1. Return to the 

Home screen 

(if not already 

there).

2. Click the 

Appointments 

tab.



Report on an Appointment

3. Click the checkbox 

next to the appointment 

you want to report on.

4. Under Recent 

Appointments, click 

Actions and then Add 

Appointment 

Summary.

Note: To indicate a 

missed appointment, 

select Mark No-Show 

instead.



Report on an Appointment

5. Include whatever notes 

you will find helpful for 

future use. Many areas 

will fill in automatically 

from the original 

appointment, and other 

areas are all optional. 

Appointment Summary 

will likely be the most 

helpful for yourself.

6. Click Save this Report 

at the bottom (not 

pictured).
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