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The Link Function in AW allows users to schedule more than one appointment for the 
same patient, while going through the schedule process once. 

Linked Appointments 
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The Link Function allows users to schedule one appointment for multiple patients, 
while going through the schedule process once.  

 
How to Schedule Linked Appointments:  

 
Enter Patient #1’s Information: 

 

 
 

1. Identify the patient using PatientSecure or Standard Patient Lookup and press 
Tab 
 

2. Select the Provider and Appt Type 
 

 
 

3. Generate the copay by clicking on the Magnifying glass 
 

4. Click OK 
 

 
5. Click on Links and select Add Link 

 
6. Verify the first patient’s appointment under the Links tab 
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Enter Patient #2’s information: 

 
7. DO NOT CLEAR PATIENT #1 

 
8. Identify the next patient by using PatientSecure or Standard Patient Lookup and 

press Tab 
 

9. Select the Provider and Appt Type 
 

 
 

10. Generate the copay by clicking on the Magnifying glass 
 

11. Click OK 
 

 
 

12. Change the Search field to First Available or Schedule  
 

13. Click Next 
 

Linked Appointments 
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14. Select an available appointment in each column  
 

15. Use the Show Appointments button to view appointments selected 
 
 
 

 
 

16. Select both appointment times (Cannot be at the same time) 
 

17. Click Next 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

18. Complete the ADF for the first patient 

Linked Appointments 
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19. Click Save 
 

20. Complete the ADF for the second patient 
 

 
 

21. Click Save 
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Confirm both patient appointments were scheduled 
 

Click Ok 

Linked Appointments 
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The Recurring Appointment function saves time when you are scheduling a 

series of appointments with the same provider, department, and appointment 

type. You enter the same information as when you are scheduling a single 

appointment, but the system searches for & schedules the entire series of 

appointments all at once. 

Appointments filed as recurring appointments are a group of single appointments 

and may be cancelled or rescheduled independently. 

 

How to Schedule Recurring Appointments: 
 

 
 

1. Complete the first steps of the scheduling process (Provider, Appt 
Type, Copay, From Date) 

 

 
 

2. Change the Search field to Recurring 
 

3. Click Next 
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4. Enter the Frequency, Dates, Preferences, and click Next 

 
5. Select the desired appointment time and Click Add+ 
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Schedule Detail Button 
 
This can be used if the preferred day for a patient is unavailable.  

 

• Click Schedule Detail 
 

 
 

6. Click Specific Schedule 
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7. Click the Calendar Icon and Select a new day 
 

8. Click OK 
 
 
 
 

9. Select the new time 
 

10. Click Select 
 

11. Continue adding each appointment until you reach the ADF 
 

12. Complete the ADF and click Save 
 

13. View Confirmation Screen 
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How to Print Confirmation Screen: 
 

 

 
 

1. Click on Tools located in the upper right corner 
 

2. Select Tear-off-Screen 
 

3. Be sure to include the provider, dept, type, day, date, time, and location of 
the appointment 

 

 
 
 

 
 
 
 

Note: Use the scrolls bars 
and resize the window to 
show ONLY the appointment 
information necessary.  
 
Provider, Dept, Type, Date 
and Time 

Recurring Appointments 
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Patients that call after receiving their reminder letter can be 
scheduled from the reminder appointment in the appointment list. 
 

• Highlight the reminder appointment 
 

• Click Appt Actions 
 

• Click Cancel/Reschedule 
 

 
 

• Select Reminder Letter for Cancellation Reason 
 

• Check mark the Reschedule box 
 

 
 

• Complete the ADF and save the appointment 
 

• Verify the appointment in the appointment list 

Reminder Appointments 
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Provider Schedules helps you manage the schedules for a provider, 
a department, a group of providers, or a group of departments. Using 
Provider Schedules you can get a quick overview of booked and 
available appointment slots in a provider’s schedule. 
 

How to Create a Provider Schedule: 
 

 
 

1. Click Scheduler (VTB). 
 

2. Click Provider Schedules (HTB). 
 

 
. 

3. Click New. 
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6. Under the Selection 
Criteria section, Type the 
department you wish to add 
and press TAB 
 
7. Click Include 
 
8. Click the Location radio 
button 
 
9. Type the Location 
 
10. Click Include 
 
11. Click OK 

 
4. Type the name of the view you are setting at the Name field (ex. MM 

Family) 
 

5. Modify the Show: __ Schedule(s) to view 5 (providers) 
 

 
 

 

 

 
 

 

 

Provider Schedules 

Note: To view the Provider Schedule you created, click OK  
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Provider Schedules allows you to view a single provider’s daily, 
weekly, or monthly schedule. You can also view schedules for 
multiple providers or an entire department.  
 
You can determine how you view provider or department schedules using the 
selection criteria. 
 

 
 
 
 
 
 
 
View control  
 
 
 
Forward and back navigation buttons 
 
 
 
 
 
 

A 

B B 

C 

Provider Schedules 

A 

B 
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Task Buttons - buttons at the bottom can be used to schedule appointments or 
perform other tasks 

 

 
Show Detail: 
Allows you to toggle back and forth between the Schedule Detail and Provider 
Schedules. 
 
New Appointment: 
Allows you to book an appointment directly into the timeslot selected. The system 
brings you to the New Appointment screen.  
 
Insert Schedules: 
Allows you to change the selected schedule to a particular date, provider, or 
department. Other schedule displays remain the same.  
 
 
Actions: 

 
 
 

Temporary Appointment Settings: 
Allows you to temporarily add or remove department or provider schedule(s) to 
the current schedule view 
 

6. Select the appointment date. 
7. To add schedule select to search either by Dept/Prov or Location. Click 

the radio button next to the appropriate option 
8. Click Include 

 
 
To remove a schedule, click on the department or provider to remove 

9. Click Remove 
10. Click OK 

 

C 
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Note: A Stand-Alone entry will not have a time in the entry.  
A linked appointment will have the time of the future appointment.  

 

Stand-alone entry—The patient does not have a scheduled appointment, 
but is waiting for the first available appointment.  

 
Stand-alone entries are assigned a date that drops the entry from the wait list 
once the date is passed.  

 
Example: Patient calls on 2/6/14 asking if there is an appointment 
available within the next month. IF no appointment becomes available 
by 3/6/14, then they would like to be removed from the Waitlist. 
 

 
 
**The patient will be automatically deleted from the Wait List on 3/06/14** 

 

 

Wait List Functions 
 
The Wait List is used to maintain a list of patients who want to be notified if a 
sooner appointment becomes available.  Appointments are available if another 
patient cancels an appointment or if a provider’s schedule is edited and more 
appointment times become available. 

 

  

 Linked entry—The patient has a scheduled appointment, but wants to be       
 notified if an earlier appointment becomes available. The existing appointment is  
 linked to an appointment on the Wait List. 
 
 Linked entries automatically delete when the appointment date has passed. 
 

Example: Patient schedules a future appointment for 3/25/14 at 11:00am, 
but would like to be notified if a sooner appointment becomes available.  
 

 
 

**The patient will be automatically deleted from the Wait List on 3/25/14** 
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Linked  

Stand Alone 

 
Recap of the difference between entries: 
 
With a stand-alone entry, the deletion date is one that you agree upon with the 
patient.  

 
Ex. If the patient cannot be seen within the week, the patient will go to UC. 
The date you agree upon is the date that the entry will drop off the wait 
list.   

 
With a linked entry, the deletion date is the future appointment date.  

 
Ex. The patient has an appointment in 3 months on March 25th. If the 
patient cannot be seen before March 25th, the appointment will remain and 
the Linked entry on the wait list will drop off automatically on March 25th.  
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How to View a Wait List: 
 

1. Click Scheduler (VTB) / Click Wait List (HTB). 
 

 
 

2. Select the corresponding Radio button (Dept/Provider or Location) to 
match the filtering dictionary fields. 
 

3. To view a provider’s waitlist, type in the Provider field the provider’s last 
name or click the magnifying glass for a list of providers 

a. To view a department waitlist, type in the Department field the 
department name or click the magnifying glass to view a list of 
departments.  
 

4. Click Include 
 

5. Click OK 
 
 

If there are patients on the 
provider’s Wait List, the system will 

display a list of patients. 
 

 
 
If no patients are on the provider’s Wait 

List, the system will display: 

Wait List  

Note: There must be at 
least one patient on the 
Wait List in order for the 
Wait List view to exist 
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Schedule Function 
 
If there is an opening and the provider informs you to contact a 
patient from the Wait List, you can schedule the patient directly from 
the Wait List View. 

 
How to Schedule an Appointment from the Wait List: 

 
1. Select the patient from the wait list to schedule 

 
2. Click Schedule 

 
3. Continue scheduling the appointment (same as regular scheduling 

process) 
 
o If the patient is a Linked Entry, the appointment information will auto-

populate while scheduling 
 
 

 

• Some patients have preferences for schedule that may be time-sensitive 
 

• Verify Wait List Comments before scheduling 
 

 

Wait List  
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Linked Entry 
 
This option is used when a patient already has an appointment 
scheduled, but wants to be added to the waitlist for a sooner 
appointment. 
 

How to Add Existing Appointments to Wait List: 
 

 

 
 

1. Click Add, Existing Appointment 
 

 
 

2. Search for the patient 
 
3. Find the appointment that the patient would like to be wait listed for. 

 
4. Click OK 

 

Wait List  
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5. Add a wait list comment (ex. patient's preferred appointment/ Symptoms) 

 

 

Wait List  

Note: You can add a patient to the Wait List during the 
scheduling process if the appointment is on or after 30 days.  
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Stand Alone Entry 
 
This option is used when the patient does not have an appointment 
scheduled, but wants to be added to the waitlist in case an 
appointment becomes available.   

 

How to Add Stand Alone Appointments to Wait list: 
 
 

 
 
1. Click Add, New Entry 

 

 
 

 
2. Complete all fields 

 
3. Click OK

Wait List  
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Note Function 
 
You can add a note to a Wait List entry by selecting an appointment 
and clicking the Notes button.  The system automatically adds a date 
and time stamp with your username. 

 
How to Add a Note to a Wait List Entry: 

 
 

 
 

1. Select appointment from the Wait List 
 

2. Click Notes 
 

3. Type your comments  
 

4. Click OK 
 
 
 
 
 
 
 
 
 
 

 

 

Wait List  
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Delete Function 
 

The system automatically deletes appointments from the Wait List 
when the displayed dates have passed. You can also delete an 
appointment from the Wait List manually (i.e. if your patient wants to 
see another provider rather than wait for an appointment). 
 

How to Delete an Entry from the Wait List: 
 

1. Select appointment from the Wait List. 
 

2. Click Delete. 
 

3. Click YES, in the confirmation pop-up box 
 

 
 

When deleting an existing entry from the Wait List, the system prompts you for 
an optional delete comment.   
 

4. Enter Delete Comment. 
 

5. Click OK. 
 

 
 
 

Wait List  

Note: Deleting a stand alone 
entry will not prompt you to 
add a delete comment. 
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“Bumped” appointments are 
appointments that are cancelled by the 
provider.  

“Cancelled” appointments are appointments that are cancelled by 
the patient.   

The Bump List allows the schedulers to keep track of the bumped 
appointments that have not yet been addressed. Once a patient is 
contacted and the appointment is deleted from the Bump List, either 
manually or by rescheduling the appointment, it no longer appears on 
the Bump List. 
 

How to Schedule from the Bump List: 
Also known as the “Rescheduling List” 

 
1. Click Scheduler (VTB) / Click Bump List (HTB). 

 
 

 
 

Bump List  

Note: Patients are notified via 
FollowMyHealth once 
appointments are bumped.  

Bump List Settings Screen 

Filter!  
Filter!  
Filter! 
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2. Use this screen to filter the Bump List by date, department, provider, 
location, or providers within a department.   
 

3. Click OK 
 

 

 
 
From the Bump List you can perform the following actions: 
 
Reschedule an appointment.  

• You can reschedule an appointment from the Bump List by highlighting an 
entry from the grid and clicking Reschedule.  

 
Delete 

• You can delete an entry from the Bump List  
 

Notes 

• If you are unable to get a hold of the patient, use the Notes button to 

document how you attempted to contact the patient. 

 
 

Bump List  
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Actions 
• View the Appointment Detail screen for the Bump List entry.  
• Print Bump List.  
• Filter the Bump List entries 
 

 
Example of Bump List:

Note: It is important to not use the word “Bump” when speaking with patients.  
 
Example: “Due to changes in the provider’s schedule, I would like to inform 
you that your appointment has been cancelled. Would you like to reschedule 
at this time?” 

Bump List  
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This function is used to print extra forms and labels for 
patient appointments.  
 

 
 

• Highlight the correct patient’s appointment. 
 

• Click Appt Actions button. 
 

• Click Print Forms. 
 

 
 

• Check mark Encounter Form  
 

• Verify the printer device number 
 

• Type in the number of copies needed 
 

• Click OK 
 

Print Forms (Labels) 
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Encounter Form (label diagram) 
 

Encounter forms are used throughout the clinics for patient 
identification on specimens, documents, etc.  
 
 
Encounter forms are printed on labels. 

 

 
 

 

Print Forms (Labels) 


	Wait List Functions
	How to View a Wait List:
	Schedule Function
	If there is an opening and the provider informs you to contact a patient from the Wait List, you can schedule the patient directly from the Wait List View.
	How to Schedule an Appointment from the Wait List:
	How to Add Existing Appointments to Wait List:
	How to Schedule from the Bump List:
	This function is used to print extra forms and labels for patient appointments.

