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Click the Request List Inquiry Icon to find appointment type requests located on the toolbar.  

 

 

Request List Inquiry window will appear. In the Inquiry box select Request By Queue (1) from the 
dropdown menu. In the Request List Queues box, select the request list that the order you are 
trying to schedule will fall on. In this example, we will be using CT Future Book (2). Once the proper 
request list queue has been selected, click Find (3) at the bottom of the window to find all 
appointment types that need to be scheduled.  

  

                                                                                              

                                                                                       

Since all appointment types in the request list are tied to an order, an Appointment Attributes 
window will appear after selecting Complete Request. The Appointment Attributes window will be 
defaulted to the Orders Tab (1). The order (2) tied to this appointment type will be populated in the 
top box. There may be additional required accept formats to complete depending on the order tied 

Find the Appointment type that needs 
to be scheduled. The request list 
inquiry can be filtered by Request 
Made Date and Time, Person Name, 
Appointment Type, Earliest Date, and 
Orders. Once the request has been 
found, right click and select 
‘Complete Request’.   
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to the appointment type. Fill out the required accept format (3,4) if necessary. Select OK (5) when 
finished.  

 

 

Appointment Attributes window will close, and the information will pull from the order to the 
accept formats in the Scheduling Appointment Book. The appointment will be populated in the 
Work in Progress box. The appointment can be scheduled using Suggest, Schedule or Drag and 
Drop. 
 

 

 

 


