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CAREFLOW PAS - ADD A WALK-IN PATIENT REFERRAL AND APPOINTMENT 

Please note: To be able to use Walk-in functionality, you must have first set up a suitable View in 
View Patient Reception.  See the Set up a Personalised Session List View guide for further details. 

From the Outpatients 
module of the Navigation 
bar, select View Patient 
Reception 
 

The following screen displays: 

 
 

Click on the Session List 
tab 
 

The screen displays a blank Session List, if you haven’t set a personal 
default View, in the Filter field above the tabs: 

 
 
Select your View from the Filter field, if necessary. 
 

A Clinic (or Schedule) consists of a Session or Sessions.  Therefore, you may have more than one 
session on the day of the clinic e.g. AM or PM session as opposed to an All-Day session. 

Click on the required 
Session your patient will 
be attending 

The selected session highlights with a dark grey background: 

 
 
Tip: Hover over the Clinic name and a tool-tip displays the session 
name and clinic location.  This is the Session your patient will be 
booked into. 
 
Note: Booked – walk-ins, Expected – prior booked appointments 
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To walk-in your patient, 
right-click within the 
Reception List block  

The actions menu displays: 

 
 

Click Walkin Patient The Referral Details screen displays, for the selected Session: 

 
 

Search for your patient 
 
See the MPI > Search for a 
Patient guide for details 

The Patient Details window displays: 

 
 
These details must be checked and updated to ensure the Trust 
maintains accurate patient records.  You learnt this during your MPI 
training/eLearning before moving on to Outpatients. 
 
Only proceed with Save if this is the correct patient, otherwise Cancel 
and try further searches. 
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Click Save – if you have 
changed details, click Yes 
to save those changes 

If the patient already has one or more active Referrals matching the 
Specialty of the Session, this window displays: 

 
 

It is difficult to know whether you should link to an existing Referral or create a new One. 
 
Follow departmental policy on what to do next.  Note: you can select the Create Referral button, to 
proceed to the next screen, defaulting all the Session details into the Referral window. 
 
This then enables you to access the Patient Homepage, to then look at existing Outpatient Referrals 
(via View All against Patient Activity), without leaving the Referral Details screen: 
 

 
 
Once you have checked the relevant Outpatient Referral Details tabs and Appointments in the 
Activity block below, close the Homepage to return to CareFlow PAS underneath. 
 

 
 
Please note: if you are doing this, you must Cancel this Referral Details screen and start the Walk-in 
process again 
 

 
  



 
Last updated:  01/06/2026  Page 4
  

Selecting the Existing Referral 

If you double-click the 
correct existing Referral 
from the pop-up window… 

The Diary View displays, to book the appointment against that 
referral: 

 
 
Skip to the Booking a Walk-in Appointment sections below. 
 

Selecting Create Referral 

If you click the Create 
Referral button… 

Session details pre-populate the Referral Details window: 

 
 

Complete the appropriate 
fields 

Please note: Follow departmental policies regarding what values go 
into the Referral’s fields for this walk-in.  Values may well change per 
patient. 
 
At the end of this data entry, ensure you have selected the appropriate 
RTT initiator. 
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Click the Save button Three possible pop-ups may display: 

 

If you selected Create 
Referral from the 
window that showed 
an existing referral in 
the same specialty 

 

 
Where an existing RTT Pathway exists for this patient but you chose 
non-RTT for your RTT Initiator selection. 

 
In both the above examples, follow departmental processes as to 
whether you select Yes to proceed. 
 
The third pop-up only appears if you didn’t already change the Referral 
Status from Received to Accepted, using the relevant Ellipses (…) 
 

 
 
Click Yes if you get this message because otherwise you can’t book the 
Walk-in appointment. 
 
The Diary View displays: 
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Booking a Walk-in Appointment – Available Slots 

If the clinic doesn’t have any available slots and you have to force them into a full clinic, skip to the 
section below, called Booking a Walk-in Appointment – Already Full Session, No Available Slots. 

Right-click on an available 
slot 

The action menu displays: 

 
 

Click Book Appointment 
with Comment 

The following pop-up displays: 

 

Click Yes for a Follow 
Up, Face-to-Face 
 
Click No for a New, Face-
to-Face 

 

 
 

Type in the relevant 
comments, as usual then 
click Save 

The Booking Confirmation pop-up displays: 

 
 

Click OK Your patient has now been booked, as a Walk-in: 
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Click the Close button, to 
close the Diary View 

Your walk-in patient displays in the Reception List as booked and 
arrived: 

 
 

 

Booking a Walk-in Appointment – Already Full Session, No Available Slots 

Right-click on an already 
booked slot, around the 
time you want the patient 
to be seen 

The action menu displays: 

 
 

Click on the Force Book 
Appointment option 

The Force Booking Details window displays: 

 
 
The appointment’s Start Time and Type will always be taken from the 
one you right-clicked on but all of these fields can be changed to the 
details you require for this appointment. 
 
Amend, if required.  The Comment text box is the appointment 
comment box so it is very important to complete this, as usual, 
including the name of the person who authorised this. 
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Click Save The Booking Confirmation pop-up displays: 

 
 

Click OK As expected, a new Stream displays in the Diary View: 

 
 
Your patient has now been booked, as a force-booked Walk-in. 
 

Click the Close button, to 
close the Diary View 

Your walk-in patient displays in the Reception List as booked and 
arrived: 

 
 

 


