
Documenting a New Outgoing Call 
 

Select the patient in the WQ that you’re going to call. Make a note of the patient’s preferred phone 

number.  

You can also select the New call option from the Active Request Tba. This is a new functionality that was 

updated on 10/14/2021 

 

Choose whether this is an Incoming or Outgoing (1) call (if you’re calling out of a workqueue usually this 

will be outgoing). Click the Self button (2) if you are calling the patient. This will prepopulate the contact 

info for the patient. Select the patient’s preferred phone number (3).  

 

As you have called the patient several different outcomes may result. For instance, if there is No 

Answer, or you left a voicemail, then you may be able to mark the call with that outcome and click 

Accept. A comment field is also useful to note anything that would be helpful to another person looking 

at the communication history.  

 

 

 



 

   

The list of choices is as follows:  

 

Keep this window opened until you can determine whether the patient wants to schedule with you. 

Sometimes as you discuss, the patient may decline, say they are not available to talk now, or otherwise 

don’t want to schedule with you. Document as much as possible in the comments.  

 

Note that it helps to pull up New Call before you dial. This is because the system will warn you if the 

patient was called recently: 

 

 

 



 

 

 

 

In the lower pane of the WQ you can see some helpful information, including the history of calls, 

deferrals and other activity on the patient, as well as which workqueue the order lives on. 

 

 


