To manually mark an appointment as kept,

1. Go to View appointments for Date (Participant List > Activities > View Appointments for Date).
Find the appointment for your participant and click on the row so that it is highlighted.

3. Scroll to the right so that you can view the “Kept” column for the appointment. Make sure that it is not checked

off.

4. Click on the Update Kept button and the Kept column for the appointment to be checked. Scroll over to ensure
the box is checked. A One Call Now missed appointment notice will not be sent to the participant.
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