
Virtual Care – Scheduling External Webex 
Scope: Scheduling an External Webex video visit within CorCare 

Audience: Providers offering Virtual Care where advanced features (e.g., recording, breakout 
rooms, large group meetings, etc.) are required 

** Note: If you are scheduling these appointments yourself without clerical support, please 
skip to the section titled “Book It” ** 

Order an External Webex Appointment for Clerical Scheduling 

• Begin by finding your patient in CorCare 

 

• Create an encounter and click Accept 

 

 

• From this screen you can click Add Order 

 



 

Order Details 

• Specify the details of your order.  
• For External Webex, you will need to select Video as the Preferred Visit Mode. 

*Reminder* If the patient is coming into an NLHS facility to attend the appointment, you would 
select Clinic to Clinic instead and refer to that workflow rather than using External Webex 

 

• In the Scheduler Comments field, you can enter a note for the scheduling staff such as 
“PLEASE BOOK THIS AS EXTERNAL WEBEX APPOINTMENT” 

Scheduling External Webex from an Order (Clerical) 

• Navigate to your Site Scheduling Worklist 

 

• When you inspect the appointment request for scheduling notes, you will see: 



 

• Double-click the appointment request. This brings you right to Book It activity. 

IMPORTANT NOTE: When Book It opens from an order, a default visit type is automatically 
selected. You must change the visit type to External Webex. 

**If this step is missed, the appointment will not be scheduled correctly!** 

 

• To change the visit type, click the X and select Add a visit type 

   

Book It 

• Choose EXTERNAL WEBEX (FULL) VISIT as the visit type 
• Select your Provider, Date/Time, ensure the Mode of the appointment is Video 
• This is how your screen should look when entered correctly: 



 

• Click “Schedule” 

Schedule the Meeting in Webex 

Scheduling the appointment in CorCare creates the visit record. 
A meeting must also be scheduled in Webex to generate the patient link. 

Scheduling an Appointment in Webex: https://virtualcarenl.ca/wp-
content/uploads/2026/02/Webex-Scheduling-an-Appointment-on-a-Laptop-or-PC.pdf 

Assigning Scheduling Privileges for Clerical Staff: https://virtualcarenl.ca/wp-
content/uploads/2026/02/Assigning-Scheduling-Privileges.pdf 

Quick Tips to Ensure Success 

• Always change the visit type to: EXTERNAL WEBEX (FULL) VISIT 
• Ensure Mode is set to Video 
• Do not use External Webex for Clinic to Clinic appointments 
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