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Book the Consult Appointment 
Community Wide Scheduling (CWS), the scheduling team/person, or private oƯice staƯ will inform 
the Central Intake oƯice when a patient has been booked for their consult with the specialist. The 
Central Intake team will update the Central Intake solution with the details related to the 
appointment. 

1. Within the Central Intake solution, access Referral Management. Click W1- Ready to book 
with specialist link. 

 

 

2. Locate the patient from the list displayed that is ready to be scheduled for their 
appointment date with the specialist (i.e., orthopaedic specialist). Click the link for the 
selected patient. 
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3. Go to the Consult Appointment section of the referral. 

 
 

4. Select the following information to complete this section: 
a. [Required] Specialist (#1) 
b. [Required] Consult Appointment Date (#1) 
c. [Required] Location (this dropdown appears once a Consult Appointment Date is 

selected) (#1) 
d. Click Save (#2) 

 

5. Click the Schedule Consult Appt (#3) button to update the workflow status for the referral. 
Enter any additional comments for the referral and click Update Status. Note that the 
status is changed and updated in the Workflow History section from Ready to Schedule 
Consult Appt to Scheduled Consult Appt. 

 


