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:

Patient Reception

i o D

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:

Patient

Reception

Session list:

Clinic list:

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:

RSCH General Surgery

Session list: || Clinic ist:

v X

[LAMAH, Marc (Mr)] ~

Clinic: RSCH DDC Lamah( 7 X5
Session:

Booked [ Expected: 1/17 [

25-May-"n78 120000
RSCH DDC Lamah MA Mr - Dig

Show patients with > 5 appointments

Reception List:

ApptTi... RegTime Patient Name Local ID

an.an B R T Y

- Fri PM : RSCH Digestive Diseases - L9 Millenium Building

Outromes: a

[PATEL, Heena (Ms)] ~

T300 COMNOLLY, Connne— HT1000T1

13:15 FARUQUI, Malecha ... H1100011

1315 FAULKNER, Trevor (... H1100008

13:30 FOSTER, Paul (Mr) H1100007"

13:45 SAMUELS, Leonard ... H11000074

13:45 HART, Emily (Miss) ~ H1100012

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:

Reception List:

ApptTi... RegTime Patient Name Local ID Type Treatments Stream Progr... Outcome Transport  Linl

13:00 View Services ew Registrar I:I No Outcome N

13:15 Book in patient Fup Registrar l:l No Qutcome N

13:15 DNA Outcome Fup Consultant |:| Mo Qutcome M

13:30 Simple Outcome Book ew Consultant l:l No Qutcome N

13:45 Cancel & rebook appeintment ew Consultant I:I No Qutcome N

13:45 Clinical Outcome ew Registrar l:l No Qutcome N

14:00 Recerd Outcome ew Consultant l:l No Qutcome N

14.00 Generate Communications ew Registrar |:| No Outcome N
Generate Clinic Forms

1415 ew Consultant No Qutcome N
View Appointments

14:15 ew Registrar I:I No Qutcome N
Edit Patient

14:30 14:04 New Fa Consultant EI Mo Qutcome M

14:45 [alkipatiens ew Consultant l:l No Qutcome M
LTI

Click Walkin Patient

The Referral Details screen displays, for the selected Session:

= RSCH DDC Lamah MA Mr - Digests - Fri PM - Fri 20-May-2026

Ef i 0ot e 13 e g [ ——
et st emerstargery
Referral Details LY

Search for your patient

See the MPI > Search for a
Patient guide for details

The Patient Details window displays:

8 ROBNSCN, Davd (e, 22 1084, 1 KOI0327 - Patirt dais x

e Dt ikiress Detais

Forcmame:

— i oum e 1T prcombiey Aosursments s csmuncseen et
U~ N
canmtoesie
e e, T (TSR
P
et e B
Erre. Gt et
T T Lo S

These details must be checked and updated to ensure the Trust
maintains accurate patient records. You learnt this during your MPI
training/elLearning 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:

&

neferaione  mragess s seferg e,
. [ D | sermesers

Refspecsty
Corera argery

e |

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:

M|  ROBINSON, David (Mr)
L4

4 Eim Lodge, Canterbury Drive, BRIGHTON, BN 37L

Hospital Spells

Select spel types to view *

General Surgery
LAMAH, Marc (M1}

E:Open
Cansubtant Outpatient

Self Reterral

Urgent
Mo outcome:

Ear Nose & Throat
MOORE. ANDREW (Mr)
5:12-May-2026 EOpen

i {8] PATTISON, Roger (Mr}
5:19-Mar-2026 E:0pen
Vascular Surgery

- {8] YUSUF, Syed (Mr}

S 11-Feb-2026 E:Open

Ear Nose & Throat
& [8] Das, Prodip (M)

5:02-Feb-2026 E:Open

Irm.m. & Orthopaedics
!

General Surgery
GREEN, Susannah (Miss)
5:05-Mar-2026 E:05-Mar-2026

Referral Details

Administrative

Referred To

Activity

Type  |stan v
1 New F.. 29-May-2

Referral date:  29-May-2026

Referred by, patient themselves
External ref: 02600000004R
Received date: 29-May-2026

Assessment: Urgent

Personne| Specialty Schd Spe| End Date | Location | Status | CBB Sen | UBRN

LAMAH,

General... General RSCH D... Register

Outcome Stream N Template | Clinic Na | ECAD
NoOut... Consult.. RSCH D,

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.

A b oot ) e e
"

i3 4 Elm Lodige, Cantesbury Drive, BRIGHTON, BAD 3FL
= -

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

process again
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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:
& Diary x
i’" == RSCH DDC Lamah MA Mr - DigestS - Fri PM - Fri 29-May-2026
‘“:\ , Clinic Area: RSCH Digestive Diseases - L9 Millenium Building Main Clinidan: LAMAH, Marc (Mr)
Comments: Spedialty: General Surgery
Consultant Registrar E
E May [ (2021
MO TU WE TH FR SA sU
B 12 3
v 4 5 58 7 8 9 10
™ 11 12 13 14 15 186 17
2 18 19 20 21 22 23 24
2 2 25 26 27 28 29 30 31
£l
. - -
| - o
15 [ heoed ]
[
[ Onavaisble ]
[ PatalBooked
[ Reseved
- - EEndng|Canceked
»  Slot Totals 'Booked / Maximum {(Overbooked fForcebooked)'
Type Routine Two Week Wait Urgent Tatal
New 14/24 (0) 0fo (o) 1/1(0) 15/25 ()
Fup 2/11(0) 0/ (0) o/o (@ 2110
Overbooking Force Booking 0/0 (1)
17/36
4 universal slots have been allocated to the new & folow-up totals.

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:

A ROBINSON, David (Mr)

4 EIm Lode, Canterbury Drive, BRIGHTON, B2 3FL

Referral Details

[rm——

Refemallyse  Cormllil Cunatert = metermal reasan:

Hocprak g S ey =Mtttk Wbl

Lettertpe: oren et Soawca saeadars|

Gender: Male Bor: 22-Jun- 1964 (8ly) sy

e catngary: B

- H110000327
v Mot known  (03)

LN

P —
Betees o ] e
Recerveddate: sy 0 T nme

Weleredy: [ e el  nehmeret

Beferre Bty (st * o ot ot

e et

ol Carmitrt L.

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:

TSR T T T T

[| CareFlow, System C Healthcare Ltd [Train05]

o This is a possible duplicate referral. Do you still wish to create it?

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

Existing pathway detected

o Existing active pathways have been detected for this patient - are you sure you wish to save the referral without selecting an existing pathway?

1o

| Question

o Is this referral dinically accepted?

The Diary View displays:

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.

& Diary

i'
&4 cnicares:  RSCH
e /o

== RSCH DDC Lamah MA Mr - DigestS - Fri PM - Fri 29-May-2026

-19 Millenium Buil Cinidan:  LAMAH, Marc (Mr)

Comments:

Spedalty: General Surgery

X

Consultant

Regstrar B

b Slot Totals Booked / Maximum (Overbooked/Forcebooked)'

G Moy [ [E20s [
MO TU WE TH FR SA SU
u 123
v a45678¢mw
N 1112 1314185 15 17
1819 W 212 3 24
% 2525 27 2829 W 5L
e
Today

29 May 2026

® @

Pending Cancelled

Type

New

Fup

Overbooking/Force Booking

Routine

14/24 (0)

2/11(0)

Two Week Wait Urgent
0jo (0} 100
0nE 0/ ©)

Total
15/25 (0)
2/11(0)
o ()
17/36

4universal slots have been allocated to the new & follow-up totals.
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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:

Edit Slot Mote

View Stream Comments

Book Appointment With Comment

Click Book Appointment
with Comment

The following pop-up displays:

Walk-in Appointment | X
Click Yes for a Follow

Up, Face-to-Face

o Is this walk-in appointment a follow-up?

Click No for a New, Face-

_ to-Face

Sl ROBINSON, David (Mr), 22-Jun-1964, H110000327 - Booking co... X .

Comment: & ’—

Type in the relevant
comments, as usual then
click Save

The Booking Confirmation pop-up displays:

CareFlow, System C Healthcare Ltd [Train05] | X

o Appointment Booked with Consultant on Friday 29-May-2026 at 15:30

Click OK

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

Consultant Registrar -
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Click the Close button, to

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

close the Diary View arrived:
k= H N FILKRETT, T¥IdrE 1191 ] FMLIIUNIILFS FTIEW
15:30 WALKER, Ian (Mr)  H110000535 4 MNew
15:30  15:32  ROBINSOM, David ... H110000327 1MewFa...
1545 BIRM Shane Ml H11nnnn 744 4 Ml
Booking a Walk-in Appointment — Already Full Session, No Available Slots
Right-click on an already The action menu displays:
booked slot, around the ;
time you want the patient
L
to be seen
. ..
Find next slot .
Force Book Appointrent 2

Edit 5lot Mote

View Stream Comments

View appointment details

Click on the Force Book
Appointment option

The Force Booking Details window displays:

2 8 9 10 11 12 13 14
= 15 16 17 18 19 20 21 e
| SN 2622 23 24 25 26 27 23

1% Force Booking Details... e :-ne
Start Time: - ;'ne
Duration: 15 3 .
me

Appointment Type: 1 Mew FaceToFace - |
me

Appointment Priority: |Urgent - [
me

Comment: |
. | mg
me
me
me
me
me
me
‘E me
o E

a2dve

ked)' |

A T -

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:
CareFlow, System C Healthcare Ltd [Train05] x
o Appointment Booked with Registrar on Monday 01-Jun-2026 at 13:00
Click OK As expected, a new Stream displays in the Diary View:

Reqistrar

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

Force Booking (Registrar)

Click the Close button, to
close the Diary View

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

arrived:
13:00 4 New BEMSCON, Milana (M... H110001056
13:00 4 New BAUTISTA, Esha (.. H110000526
13:00  11:24  1MewFa.. ROBINSOM, David .. H110000327
13:15 4Flp HESTER, Geoffrey ... H110000607
1mac At WALICRIARL Tor MAs\ L144AA0AATY
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