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PM Scheduling – Orthopaedic Request List 
 
Request Lists are used to receive requests for appointments. They are a place to hold an appointment, until it can 

be scheduled. Requests for appointments may be placed on the Request List by two methods:  

 An electronic Order for a future appointment placed from within PowerChart. 

 
Be Aware! If a request is placed incorrectly for a particular appointment type, the appointment type 

cannot be changed within that request. The request (and Order, if applicable) must be 

cancelled and a new request placed.  

View an appointment on the Request List 

 Click on the Request List Inquiry button on the toolbar. The Schedule Inquiry window appears. 

 For Inquiry Type, select ‘Queue – All Fields – CHW’ 

 For Request List Queues, select ‘Orthopaedic Request List’ 

 Click on the Find button. A list of the appointments appear on the Request List. 

 

 

 
Tip: The order of columns displayed can be customised. Right click on the column headings 

and choose ‘Preferences’. Visible columns are displayed in the right pane. Highlight a 

column name and click Move to get rid of it to the left pane, or the up/down arrows to 

shift the order. Columns near the top are visible without scrolling when the Inquiry runs. 

Relevant columns for the Orthopaedic Request list are: 

 Patient demographics (name, MRN, DOB, Sex, Phone Numbers) 

 Earliest Date (the date for which the appointment has been requested – this is 

fed through from PowerChart) 

 Appointment Type (this is set when chosen in PowerChart, and cannot be 

changed without creating a new appointment). 

 Special Instructions (the name of the doctor the appointment should be 

booked with) 
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 Orders (the order type sent from PowerChart) 

 

 
Tip: Left click column headings to sort by that column. 

 

Schedule a Patient from the Request List 

 Right click the patient on the Request List, and select Complete Request. 

 You will be taken to the Appointment Book, with the patient appointment 

details in the Work in Progress.  

 The calendar on the book should jump through to the Earliest Date, but 

can be altered (you may need to override the system warning). 

 Skip this step if the patient will not be bulk billed under Medicare. If billing 

information needs to be entered, complete the appropriate fields in the 

Appointment section, and then click Move to update this new information 

into Work in Progress.  

 Schedule the patient as usual using your preferred method (Schedule 

button, Suggest button, or drag & drop). 

 Confirm the appointment as usual. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Cancel the Scheduling Request 

 To cancel the request, right-click on the request in the Request List and select Cancel Request  

 The Cancel Dialog box appears. 

 On the General tab, Click in the Cancel 

Reason field and select a reason from the 

drop-down list. 

 If your appointment type has associated 

PowerChart Orders, you will have to 

cancel the Order as well as the Request. 

Click on the Orders tab and in the Cancel 

Reason field select a reason from the 

drop-down list. 

 Click on OK. The Scheduling Request will 

be removed from the queue and any 

associated orders will be cancelled with 

the status updated in PowerChart.  


