
Cancelling Schedules 

 

1. Log in to EVV  Navigates you to the Home Screen 

 

2. Click on scheduling  

 
 

3. Search for the Client that you want to cancel the schedule. Select the blue arrow by client field: 

 
 

4. Enter first initial/name and last initial/name: 

 
 

5. Select Refresh 

 
 

6. Double click on the name that returns in the search result that you want to cancel the schedules 

on and this action navigates you back to the Scheduling Overview Screen 

Select the date range for the schedules that need to be cancelled 

 

 

 

7. Select Refresh 

 
 



8. Select the schedules you want to cancel by either pressing and holding the shift key to multi 

select or right click and select all. The color once selected with be dark gray 

 
 

9. Right click and chose mass edit - status 

 
 

10. Pop up comes up -- Select status of Cancelled and then Save  

 
 

11. Reason code window opens  Select Reason  Select Save 

 
 

12. Returns you to the Scheduling Overview Screen and the Schedules no longer display 

 


