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This tip sheet provides a step-by-step guide for Scheduling Clerks using the Work Queue Monitor 

application. It outlines the essential procedures for navigating the work queue, selecting and 

reviewing work items, searching for patient information, handling requests or appointments, and 

managing document types and statuses. Follow these steps to ensure efficient and accurate workflow 

management. 

1. Accessing Your 

Department’s Queue: Select 

the tab corresponding to your 

department’s queue (e.g., 

Ambulatory Clinic) 

Navigating the Work Queue 

WQM at a glance 
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Single click 

for quick view 

Or double 

click to select 

work item. 

Double click 

to preview a 

page 

Blue arrows 

to preview 

pages 

2. Navigating the Work Queue:  

Single Click on each work item for a 

quick view. 

Double Click on the thumbnail to 

the right of the preview pane to 

preview a page, or use the blue 

arrows at the bottom of the 

preview pane. 

To select a work item, click the 

work item you want to work on. 

Double click the highlighted work 

item. 
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3.  Access Calendar: Click the 

Calendar Button (top left corner 

of the window). 

 

Searching for a Patient 

4.  Patient Search: Enter patient 

information (HHCN; Last Name; DOB) 

from the document for an accurate 

search. 

Select the correct patient in the top 

half of the search results window. 

Click the “All Encounters” button or 

select the correct encounter and click 

“OK”. 

 

Select the correct encounter 

Or, click “All Encounters” 
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Handling Requests or Appointments 

5.  Requests or Appointments: If 

requests or appointments exist: 

The Requests/Appointments 

window populates, click 

“Associate” if applicable. If not 

applicable, click “Cancel”. 

 

 

Splitting Documents 

6.  Select pages to split (if 

applicable): Click the first page 

you wish to split. Hold the shift 

key and click the last page you 

want to split. 

 

 

7. Split the Document: 

Click the “Split” icon, 

located below the 

thumbnail images on the 

right-hand side. 



  

5                                        
 

WQM - SCHEDULING 
HOSPITAL INFORMATION SYSTEM (HIS) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

                                                                                            

Assign Document Type 

8. Selecting Document 

Type: Click “Document 

Type” drop down arrow. 

Scroll the list, find the 

Document Type, and click 

on it to populate the field. 

(Will mostly use Physician 

Order in these cases) 

Scroll to find 

document 

type 

9. Selecting Document 

Status: Click “Status” drop 

down arrow. Scroll the list, 

and select “Available”. Click 

on it to populate the field. 

10. Maintain Information 

(Only use this if splitting the 

documents): Check the 

appropriate box for this 

document: “Maintain patient 

context” or “Maintain 

document type and subject”. 

Click “OK”. 

Maintaining Information 
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Physician Order and Scheduling 

11. Set Physician Order: Click 

the “Document Type” drop 

down arrow. Scroll the list and 

select “Physician Order” to 

populate the field. 

12. Set Modality: Click the 

“Modality” drop down arrow. 

Type the modality name into 

the blank field or scroll the list 

to find and click the desired 

modality. 
Scroll to find modality 

13. Select Scheduling Request 

List: Click the Scheduling 

Request List drop down arrow 

(above “Modality” and below 

“Priority” on the left side of 

the screen. 

Type the scheduling request 

list name into the blank field 

or scroll the list to find and 

click the desired request list. 
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14. Set Referring Physician: 

Click in the “Referring 

Physician” field and type the 

name of the Referring 

Physician. 

Verify that the selected 

provider is correct. 

Select “OK”. 

By following these steps, you will efficiently manage scheduling tasks within the Work Queue Monitor. 


