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Standard #:  

Title: Booking Reoccurring Appointments in Q-flow 

Role performing 
Activity: 

Outpatient Services End Users 

WORK 
STANDARD 

Location:  

 
Department/Unit:  

 

Document Owner:  

Digital Health – Patient Booking 
System 

Date Prepared: 

01-Oct-2025 

Last Revision: 
Enter a date 

Date Approved: 
Enter a date 

Related Policies/Documentation: 

 
 

Work Standard Summary:  This work standard provides step by step guidance on how to book a securing 
series, such as weekly therapy sessions, follow-ups, or on-going clinical appointments. Please note, not all the 
reoccurring appointments in a series are needed to be booked. If a patient only requires a few appointments, 
the booking process can be stopped once the necessary appointments have been scheduled. 
 

Essential Tasks: 

1.  Point the mouse cursor to the Tools icon on the Navigation panel. Click on the Appointment Wizard. 

 
 

2.  Enter the patient ID number into the Personal ID textbox and select the appropriate ID Type. Click the 
Select button, or press Enter on the keyboard.  
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Essential Tasks: 

Note: if the patient does not exist in Q-Flow, click on the New link.  

3.  Confirm it is the correct patient, and review if they want to receive confirmation messages.  
If yes, click the down arrow next to the Notification Consent and select Allow. Confirm the 
patient’s contact information.  
If no, click the down arrow next to Notification Consent and select Block. Click the Next 
button.  

 

Note: Patients must legally give express consent to receive notifications.  

4.  If needed, click the down arrow next to the Look In field. Navigate to and select the correct clinic by 
navigating through the branches. This should auto populate with the location of your clinic, as set 
under the My Properties in your user settings.  
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Essential Tasks: 
 
 
 

5.  Click the down arrow next to Treatment Plan and click on the correct option. Input the correct start 
date and click the Find button.  

 

6.  The Date and Time panel displays. There are several components. You may need to scroll in your 
browser window to see all sections.  

1. Matching service calendar names. 
2. Date selector 
3. Summary 
4. Calendar & Date selected 
5. Calendar Availability 
6. Reoccurring appointment steps 

The below image will label the above sections.  
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Essential Tasks: 

 
7.  Use the date selector and the calendar availability sections to select a date and time that works best 

for the patient for the first appointment. Click the Next button.  
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Essential Tasks: 
8.  On the Details tab If it is your department/clinic policy enter the appropriate information into the 

Subject textbox. Click the Finish button.  

 

9.  The Summary tab will indicate if the appointment was successfully booked. The now booked 
appointment will display in the Reoccurring Appointment steps panel in the bottom right. Click the 
Next Step button to book the next reoccurring appointment.  
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Essential Tasks: 
10.  Repeat the process by clicking Next Step at the end of each appointment booking as many times as 

required for the patient. Once complete, click on the Open Calendar button to return to the Calendar. 
Note: Not all appointments are required to be filled. For example: If the patient only requires three 
appointments the Open Calendar link can be clicked after the third appointment booking.   

 

 


