Edit Basic Office Information - Beta

Last modified on 11/05/2026 3:35 pm EST

Edit an office's basic information | Change an office's visit type | Reorder offices

You can update office details, including the office name, address, phone number, and exam room information, and
change the primary provider assigned to an office, in the Basic section of the Offices page.

For practice groups with multiple office locations, search by office name to narrow your list.

Edit an office's basic information
1. Select Account > Practice Management > General Management > Offices.

2. Select View for a specific office to open the Basic section for that office.
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3. Select Edit to open the Edit Office side panel.
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4. Make your changes and select Save Changes.

Edit Office X

Office Information

/\  Changing the address of an office affects all previous appointment in that office.

Office Name * Primary Provider *
‘ Primary Office ‘ | Hannah Provider -
Country *
‘ United States X -
Address *

123 Anywhere 5t
City * State * ZIP Code *
‘ Anywhere ‘ | California X - | 00000 |
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Used in HCFA box 32 and UB04 box 2. Leave it blank if the same as the office name.

Cancel Save Changes

Change an office's visit type

The visit type controls which appointments can be scheduled at an office in DrChrono, the online scheduling
widget, OnPatient, and the API.
e InPerson: Only in-person appointments
e Hybrid: In-person appointments and video visits
e Telehealth: Only video visits. The office time zone field is hidden because video visits use the provider's time
zone.

1. Select Account > Practice Management > General Management > Offices.

2. Under Visit Type, select whether the office's visit type is in-person, hybrid, or telehealth.
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If you selected Telehealth, a confirmation window opens, which shows the number of upcoming in-person
appointments at the office. Select Save Changes.

Switch to Telehealth Only? X

You have 8 upcoming in-person appointments at this office.

A These existing appointments will not be cancelled. However, no new in-person appointments
can be scheduled at this office after this change.

You can change back to In-Person or Hybrid at any time.

Cancel Save Changes

Changing the visit type to Telehealth doesn't cancel or change upcoming in-person
appointments. Reschedule them as video visits or move them to another office.

If a staff member edits an existing appointment to a type the office does not allow, an error message appears,
and the change is not saved.

Error saving appointment. Please review the following errors and then
try again:
Item errors’ -» This office only supports Video Visits. Please select

'Video Visit' or choose a different office.

Reorder offices

Hover over the drag dots icon :: (the cursor changes to a grab cursor) and then drag and drop to reorder the office
list.
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