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The Client List provides a screen where clerks and clinicians can check in clients and see who is checked 
in and ready for immunization. 

1. Client List 

On the Home page, in the navigation bar, click Client List. The Client List screen will display. On this 
screen you can view the Wait queue and Today’s appointments. Today’s appointments displays all 
clients that have booked an appointment for the date and clinic location set in User Defaults. Wait 
queue displays clients who have been checked in from the Today’s appointments page or from their 
Client record. 
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2.1 Today’s appointments 

To view the Today’s appointments list, you must have a default clinic location and date set. If you click 
Today’s appointments and those are not set, the User defaults screen will display so you can enter 
them.  

 

The Today’s appointments search field (in the red box in the screenshot above) can only search the 
Today’s appointments list by client name or PHN.  

Click Check-in (in the red box in the screenshot above) to check in the client for their appointment. 
The Wait queue screen will open. 

2.2 Wait Queue  

The Wait queue lists the checked in clients that have physically arrived and are waiting for their 
immunization.  

A client on the Wait queue will stay on it until a clinician selects the Vaccine admin tab on their 
record. 

If the client checking in has only one appointment, click Check-in from the client banner on the client 
account or from the Today's appointments screen. The Wait queue screen will display. You can’t click 
Check-in client without a default clinic location set. 

If you click Check-in for a client with two appointments at the default clinic location, a pop-up window 
will ask you to identify which appointment the client is waiting for.  
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2. Walk-ins 

A walk-in is a client without an appointment. These clients won’t display on the Today’s appointments 
screen. Search for the client in the global search bar. Once identified using a 4-point match, review 
the client’s information and select Check-in in the top right corner.  

 

3. Frequently asked questions 

More to come.  
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