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Role: Provider or Front-End User 

Ordering Virtual Care Clinic-to-Clinic Appointment Request  

 
Clinic-to-clinic is synonymous with facility-based virtual care 
 
During provider charting workflow within a patient encounter 
Note: Front-end users can complete provider orders that are given verbally or on paper via the 
Transcribe Orders activity, which follow the same workflow below. 
 

1. Click the   Button 
2. Provider will select the appointment request order that aligns with their 

specialty or why they need to see the patient.  
3. During order entry, select the Visit Mode of Clinic-to-Clinic 
4. Two additional questions will appear that will help scheduling staff know if 

additional resources are needed 

 
 

• This hardware question refers to the provider hardware.  Yes would be a request to use 
a shared telehealth unit to make the call. 
 

5. Once the required questions are filled out, the provider will sign and close the 
encounter, routing this appointment request to a Waiting List Workqueue for 
the Front end user to coordinate the scheduling.  
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Role: Front End User 
Managing Waiting Lists for Appointment Requests 

 

1. On the top left corner, click the Workqueues Tab  or search 
“Workqueue List” in the Search bar to open the Workqueue.  
2. Click Waiting List on the top Menu   
3. Double click on the Waiting List you want to view to open it.  
4. There are various actions that can be taken from the WQ action toolbar, such as 

assigning to users and removing the waiting list entry if no longer needed.  
   

5. In addition, within each selected row, there will be a more detailed display 
related to the order placed by the order, Workqueue history, and other 
information related to the waiting list 

 

 
• Note: In the example above, the patient was re-added to the waiting list 

since the previous visit was cancelled.  
 

6. Select the Patient you are wanting to Schedule for the Clinic to Clinic Visit. 
 

7. Find Visit Information and Click the Pencil to Edit. 
1. Confirm the Date/Time and all the specifics of the request 
2. Under Comments, Add any additional notes, including instructions for 

onsite nursing resources if required (Vital Signs, Nurse required to stay 
during appointment etc.) 

3. When ready to book, Erase the current Department, Provider and 
Specialty 
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4. Replace with: 
1.  Department: NLHS NT V Central Virtual Scheduling Team 
2. Specialty: Admitting/Central Scheduling 
3. Leave Provider Blank 

5. Press Close 
 

 
 
 
Once you Click Close, this will move from your workqueue to the virtual care central 
scheduler’s workqueue for booking. 
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Role: Virtual Care Central Schedulers 
Managing Central Scheduling Waiting Lists  

 

1. On the top left corner, click the Workqueues Tab  or search 
“Workqueue List” in the Search bar to open the Workqueue.  

2. Click Waiting List on the top Menu   
3. Open the Clinic to Clinic Waiting List. If you don’t see it in your List:  

a. Click New Filter   
b. In the Name Contains field enter “clinic-to-clinic" and click Apply at the 
bottom.   
c. There should be 2 Waiting Lists displayed, one for New and one for 
Follow Up  

i.ID: 2047 – Clinic-to-Clinic New Centralized Outpatient Waiting List  
ii.ID: 2048 - Clinic-to-Clinic Follow Up Centralized Outpatient Waiting 

List  
e. Double click on the Waiting List you want to view to open it.  

8. When patients first arrive in the Waiting List WQ, they will not be assigned to a 
user yet. There are various WQ columns that can be used to filter and sort to 
review different pieces of information related to the appointment request 

9. There are various actions that can be taken from the WQ action toolbar, such as 
assigning to users, booking, and removing the waiting list entry if no longer 
needed.  

   
10. In addition, within each selected row, there will be a more detailed display 

related to the order placed by the order, Workqueue history, and other 
information related to the waiting list 
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• Note: In the example above, the patient was re-added to the waiting list 

since the previous visit was cancelled.  

 
 
Scheduling a Clinic-to-Clinic virtual care visit 

1. Once you are ready to book a patient for a clinic-to-clinic visit, highlight the 
patient’s appointment request in the WQ 

Note: Prior to booking, confirm that nursing resources (if required) are available at 
the site, through inbasket message communication. 
2. Click the Book button  at the top, to go into the scheduling 

workflow using Book It.  
3. Depending on what the provider ordered in appointment request, there could 

be 2-4 schedulable resources will need to be identified 
• Patient Telehealth Room/iPad 
• Provider (Remote) in home DEP  
• Nurse Resource (Generic) in Patient’s DEP - Optional 
• Provider (Remote) Room Request – Optional 

4. You will need to filter down to provider from each of the requested resources 
above from within book it 
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  S 
5. From within each pool of resources, you will need to narrow down the selection 

of all resources available by clicking the X on each line to remove or by right 
clicking and choosing Use only selected 

 
 

6. Once a provider from each pool is selected, the system will provide solutions 
that work for all required resources, adjusting based on any other scheduling 
restrictions (Provider, patient, nursing, etc.) 
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7. Schedule the visit and accept the appointment review screen. 
8. You will be returned to your WQ and the waiting list will fall off the WQ since the 

visit is now scheduled. 
 


