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Transition in office appointments to telehealth visits with the scheduled visit workflow. Simply set the date and time 

for your visit, invite patients to enroll, launch a video visit and export patient records to your EMR.  

1. Click ‘Log In’ in the top right corner of the page, click ‘Provider Login’.  

2. Enter your username and password, click ‘Log In’.  

 

3. If your account is enrolled in more 

than one practice you will be 

directed to the ‘Practice 

Availability’ page. You can set your 

availability from the ‘Change 

availability in all practices to’ 

section or you can set availability 

for specific practices listed under 

‘Change individual practice 

availability’ section. Click 

‘Continue’.  

Scheduled Visit Workflow 
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4. You will be directed to your practice home. From this page you will manage your waiting room, availability, 

incoming patients and calendar.  

 

5. When you enter your account always run ‘Test My Computer’. Click ‘Start Test’. Follow the ‘Test My 

Computer’ prompts. Click ‘Yes’ to proceed to the next step. Test your camera, microphone, speaker and 

internet speed. When you have completed the required steps click ‘Done’. Run ‘Test My Computer’ each 

time you sign on to ensure your video software is up to date. Close the ‘Test My Computer’ page and return 

to your waiting room.  
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6. Click the blue icon next to ‘Today’s Appts.’ to schedule an appointment from your waiting room.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7. Enter the patient’s details. Click ‘Next’. Complete the patient registration, click ‘Next’.  
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8. Select who the visit is for, you can schedule for yourself, by date, other provider’s names or the first available. 

Click ‘Next’. Select the date and time. Edit visit length and reminders from the drop down. If you would like to 

schedule the visit for right now click, ‘Schedule for right now’. Click ‘Next’.  

 

9. Entering the patient’s health insurance information is optional. Add a note to the patient and click ‘Complete 

Visit Setup’.  
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10. An email invitation will be sent to the patient. Click ‘Ok’. 

 

11. At the time of the visit the patient will enter your waiting room a drape will appear and an alert will play. You 

will also be able to see your other upcoming appointments in the ‘Today’s Appts’ section. Click ‘Review 

Details’ from the drape or ‘Review’ from the Waiting Room. 
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12. Review patient details. The length of time the patient has waited, patient’s modality, current location and 

reason for visit are listed. Confirm you are available on the phone number listed next to ‘Provider’s Callback 

#’. Click ‘Connect Now’. 

 

 

 

13. Click ‘Launch’. Click ‘Allow’ to provide access to your microphone and camera. 
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14. Video Window: In the top left of the video window is the ‘Reload Video’ button which momentarily interrupts 
the video and creates a stronger connection, to the right is the practice the patient has entered the visit 
through. The visit timer is set to a standard visit length automatically and is never visible to the patient, the 
timer will extend your visit length, you will never be cut off in the middle of a visit with a patient. The icon of a 
person alerts you if there are patients waiting to see you, ‘Set Up Transfer’ and ‘Send to Post Visit’ are discussed 
below. Click the red ‘End’ button to end the visit. Click the ‘Show’ button to expand the documentation panel.  

 

 
15. Patient Details: The patient’s name, gender and state are always listed in the top left of the video. If the 

patient’s video connection is not strong enough use the ‘Switch to Phone’ button, you will receive a call on to 
the number listed as ‘Provider Callback #’. On the bottom of the window the gear icon will open the video 
settings. The camera icon adjusts your video view, the mic button mutes your microphone and the full screen 
icon expands the patient video. 
 
 
 
 
 
 
 
 
 

Amelia Tate 
Age 43 | Female | MA 
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16. When the ‘Send to Post Visit’ button is clicked the visit will end and the patient will be directed to a follow up 

visit with practice staff. Practice staff can schedule follow up visits on your behalf, add in sick slips and chat with 
the patient. Check with your administrator to see if you will use this workflow. ‘Set Up Transfer’ allows you to 
send the patient to a follow up visit with another available provider.    

 

17. Follow Up: In the ‘Follow Up’ tab you can create a sick slip due to illness or injury. Enter a description in the 
remarks section and click ‘Add’. Patients receive sick slips as a pdf via secure messages when the Wrap-Up 
is submitted. A basic referral can be created by selecting referral from the dropdown. You will not be able 
to select a specific provider but the patient will receive the referral as a pdf file and will be able to follow up 
on your suggestion. 

 

 

 

 

 

Patient View 
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18. Use ‘Chat’ to connect with the patient if for 

example they have a poor video connection 
and you are going to switch the visit to phone. 
If the chat is grayed out the patient has 
launched the visit through the app and chat is 
not available. 
 
 
 
 
 
 
 
 
 
 
 
 

19. Invite: ‘Invite’ allows both patients and providers to invite a guest into the visit.  
 

20. To end the visit prompt the patient to click the red ‘End Visit’ button. A pop up will appear, select ‘End Visit and 
Proceed to Wrap-Up’ and click ‘Ok’. Note: clicking ‘Cancel Visit’ will delete the record of the visit, this should 
only be used if there was a technical issue and no clinical care was provided. 
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If you have documented in the Amwell platform you can export the patient’s record to update your EMR.  

1. Hover over the ‘Practice’ tab, click ‘Patients’. Click ‘Export Patient Records’.  

2. Select either ‘Export Visit Summaries’ or ‘Export Health Summaries’. Select which visits you would like to 
export and the format you would like to receive the file in. A zip file will be sent to you by secure message. 
Open the zip file and use the visit information to create a new EMR encounter to submit a claim with the 
patient’s health plan. 

Export Patient Records 
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When you invite a patient to join a scheduled telehealth visit they will be prompted to complete the following steps.  

1. The patient will receive an email invitation prompting them to enroll in the platform and prepare their device.  
 

 
2. The patient will set their account password and agree to terms of use.  

 

Patient Experience Entering Scheduled Visit 
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3. The patient will be prompted to add a phone number, complete triage questions and agree to privacy 
practices.  

4. They will then and add in medical history and select their pharmacy.   

 

5. The patient will add their insurance and payment details.  
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6. The patient will be prompted to complete a tech check and will enter your waiting room for the scheduled 
visit.  
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