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Work Standard Summary:  
View and update patient demographics in Q-Flow via Patient Search or the Calendar. 

 

Essential Tasks: 

Patient Search 

1.  Log into Q-Flow. 

2.  Hover over the main panel in Q-Flow to select Tools, then click Patient Search. 
 

 
 

3.  Search Criteria search options: 
 

• Personal ID - Enter the Personal ID (usually HSN), select an ID Type (defaults to SK Health 
Service Number), click Search. 
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Essential Tasks: 

o  
o For other ID types, click the dropdown arrow and change it to the appropriate ID type: 

▪  
 

• Name - Enter Last Name and/or First Name, or a partial of either name. Click Search.  

o  
o Note: Due to a large volume of records, enter enough characters to ensure adequate 

search results. If the search was too vague, enter more characters and search again. 
 

• Date of Birth - Enter the Date of Birth in the MM/DD/YYYY format in the Date of Birth field. Click 
Search.  
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Essential Tasks: 

o  
 

4.  Select the correct record and click on the blue Personal ID number in Search Results to navigate to the 
patient record. 

 

• View or update demographic details as needed. 
o E.g. Fix a typo in the Personal ID or name, add or remove an Email or Tel Number, 

change the Notifications Consent, etc. 
o  Click on Save on the top far-right side of the page. 

•   
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Essential Tasks: 

Calendar 

1.  Log into Q-Flow. 

2.  Hover over the main panel in Q-Flow to select Tools, then click Calendar. 
 

 
 

3.  Below the calendar widget, navigate to the search field and type in the name of the town or clinic and 
click the magnifying glass icon. 

 
• Click on the name of the appropriate calendar. 

o  
• Click on the date of the patient appointment in the calendar widget. 
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Essential Tasks: 

o  
 

4.  View calendar options: 
 

• List View – Click on the patient’s name. 

o  
• Day View -  Click on the patient name to select, then click the pop-up to View patient record. 

o  
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Essential Tasks: 

5.  View or update demographic details as needed. 

• E.g. Fix a typo in the Personal ID or name, add or remove an Email or Tel Number, change the 
Notifications Consent, etc. 

• Click on Save on the top far-right side of the page. 

•  
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