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1. Accessing Your 

Department’s Queue: Select 

the tab corresponding to 

your department’s queue 

(e.g., Ambulatory Clinic) 

The Work Queue Monitor (WQM) workflow for Ambulatory Staff streamlines the process of managing and 

processing documents. This guide provides detailed steps on logging in, navigating the work queue, selecting 

and viewing work items, and performing patient searches. It also covers essential tasks such as splitting 

documents, assigning document types, updating work item statuses, and annotating images. By following 

these instructions, staff can efficiently handle their tasks, ensuring accurate and timely processing of 

documents within the Work Queue Monitor system. 

WQM at a glance 

Navigating the Work Queue 
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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. 

 

 

Single click 

for quick view 

Or double 

click to select 

work item. 

Double click 

to preview a 

page 

Blue arrows 

to preview 

pages 



  

3                                        
 

WQM FOR AMBULATORY 
HOSPITAL INFORMATION SYSTEM (HIS) 

 

  

3.  Click the patient search button: 

Click the “Select Patient” button 

(Identified as a person with a 

magnifying glass). A “Patient 

Search” dialogue box will appear. 

 

4.  Patient Search: Search for 

the patient by entering the 

patients details (last name, first 

name). Click search. 

Note: The more information 

you enter, the more accurate 

your results. 

 

 

5.  Select the Correct Patient: 

Click on the correct patient in 

the top half of the search 

results window. If there is an 

encounter listed in the bottom 

half an it is the correct one, click 

on it and then click “OK”.  

Note: Ensure a patient and 

MRN/Encounter are attached to 

the document. If there is no 

correct encounter there, you 

will need to create the 

encounter. 

 

 

Searching for a Patient 
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Splitting Documents 

6.  If needing to Split the 

Documents - Select pages to 

split: 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. 

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. 

Note: Only clinical 

documentation can be reviewed 

or signed by a provider (e.g., 

provider order, consent). If the 

document type does not hold a 

clinical value, you will not be 

able to access the provider field 

or actions. 

Scroll to find 

document 

type 
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Update Work Item Status 

9. Click Status Drop-down 

Arrow: Scroll down further 

to the “Status” drop-down 

and select “Complete” for 

the status.  

Edit the “Date of Service” if 

desired. 

Uncheck the “Post as 

Authenticated Box” if it not 

unchecked by default. 

Note: This field is only 

available if you have 

selected the document type 

as clinical (e.g., consent 

forms; legal documents). 

 

Uncheck 

Assign Provider 

10. Search for Provider: 

Use the magnifying glass 

icon, type in the provider’s 

name, find the correct 

provider, and double click 

on the name. 
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11. Provider Action: Ensure 

radio button for 

“Requested Sign” is 

selected, then click the 

“Add” button directly 

below. 

 

Annotation  

12. Annotate Image: Move 

the mouse over to the 

document and click where 

you wish to display the 

annotation. Click “OK” will 

send document to Patients 

chart. Or click “Next” if in 

the middle of a split.  

 

Move mouse over and 

click where annotation 

should be displayed 

13. Maintain Information: 

Check the appropriate box for 

this document: “Maintain 

patient context” or “Maintain 

document type and subject”. 

Click “OK” (this only displays if 

you have split the documents). 

Repeat Steps 8 and 9 for the 

split item to complete this 

workflow. 

Maintaining Information (If Document Split) 


