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You may find your care center’s schedule becomes full, causing you to have to turn away patients from scheduling 
their appointments. While sometimes unavoidable, a patient is most likely to return if they know they can be seen 
in a timely manner. One way to ensure you capture all patients and don’t lose them due to scheduling conflicts is 
by utilizing athena’s waitlist function. The waitlist is a tool that tracks all patients awaiting an appointment when the 
schedule is full for the requested date and time. It allows you to keep track of patients who are requesting  
appointments that you can then refer to when there are cancellations/additional appointments. 

 
Benefits:

	● Can fill slots that open last minute

	● Increase patient satisfaction by getting patients seen faster

	● Decrease gaps in provider’s schedule

Key Features:

	● Maximizes schedule efficiency by filling cancelled/rescheduled slots

	● Increases patient satisfaction with additional accessibility to providers

	● Improves patient retention by ensuring patients they will be seen as soon as possible

	● Reduces revenue loss for cancelled/rescheduled appointments

	● Provider schedules will flow more seamlessly, without unnecessary downtime  
due to cancellations
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First, navigate to the patient’s account. From there, go to Scheduling, Add to Appointment 
Waitlist as shown below:

In the Add Patient to Appointment Wait List section, choose from the drop-down menu for the 
following categories; Department, Appointment Type, Desired Provider, Desired Start Time, 
Desired Day. In the Notes text box, put all appropriate notes, including reason for visit and 
scheduling conflict cause. Press the Save button when complete.
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You can also add a patient to the waitlist after scheduling their appointment, if the  
scheduled date is further out than the patient had hoped. After scheduling the appointment, 
navigate to the Appointment Info screen. At the bottom of this page, you will see a blue  
hyperlink that states “add patient to appointment waitlist”. Click on this hyperlink, and then 
follow the instructions.

In order to make the most of this tool, designate someone in your office to manage the  
waitlist on a daily basis. This may be front desk staff, or even an MA with downtime. This can 
be done at the end of the day for the following day’s appointment slots. 

How to get started:

Reach out to your Practice Performance Partner (PPP) for support. 


