
 

Quick Reference Guide 

For ED, Procedural and Inpatient Areas 

 

 



Patient Flow Login  

APF Login is on the WAVE or at https://apf.hoag.org/apf/ 

 

Logout/Check Out  

 Logout should be used for lunches and breaks. When using logout, 

your inbox will continue to receive messages. 

 

 Checkout should be used when leaving for the day. When using 

checkout, your inbox will no longer receive messages. 

 

   

https://apf.hoag.org/apf/


 

Finding a Patient in the Unit View 

Select Unit View (2) from Bed Management Module (1). This will 

display a Unit (3) based on your default nursing unit automatically. 

 

To see other nursing units, click the down arrow in the 

Organization Selector which opens to show you 

available units for view.  

Select the box next to the unit you want to see. 

 

 

 

 

 

 

 

Note: An asterisk (*) means this unit has been defaulted as your 

primary area and you will receive messages for this area. 

 

 

 



Searching for a Patient 

1. Click on the Patient Locator button (top right). 

2. Enter the search options in the Search area and click 

SEARCH. 
 

 

 

 

3. Highlight the 

patient you 

want to view. 

The patient 

information 

will appear at 

the bottom. 

Click on 

Patient 

Details 

Button 

(bottom right). 

The patient 

details screen 

will display.  

 

4. Click the Cancel icon 

 to go back to the 

Patient Locator screen. 

 



Messages 

Messages are sent to advise when patient activity (i.e. patient 

assignment) occurs on your unit/location.  

1. Messages are delivered to your Inbox based on your Login 

role and location information. If you have a location in your 

Organization Selector with an 

asterisk (*), you will automatically 

get messages pertaining to 

patients being referred to your 

unit or currently on your unit. 

 

2. The system automatically checks for new messages every two 

minutes without your needing to refresh the page. For Clerical 

Coordinators and Inpatient Staff, messages include 

information about a Bed Reservation. 

 

3. Click the Inbox button to see the full content of the message. 

Click any menu item in the left navigation pane to exit 

messages. 
 

 

 

 

 

 

 

 

4. Click “Delete All” or the minus sign (-) to delete messages no 

longer needed.  

 

Note: Messages will automatically delete after five days  



 

Bed Ahead 

The ‘Bed Ahead’ feature allows CCs and RNs to 
indicate a bed preference for an incoming patient. 
This is a visual indicator for the Bed Managers 
assigning patients to the unit. 
 

1. From the Bed Management Module 
select Unit View. 
 

2. Find the desired unoccupied bed. 
 

3. Click on the small circle in the top left 
corner to place a Red Star on the bed 
tile. A single click places the Bed Ahead 
symbol . To remove the Red Star, 
click it again. 
 

 
 

 

Note: When you mouse over the circle, you will temporarily 

see the Red Star. This does not designate ‘Bed Ahead’. 

4. The Bed Manager will see the BED AHEAD red star when 

reviewing placement options. 

 

Note: It is recommended to  
indicate only one ‘Bed Ahead’  

on a unit at a time 
 

 



Bed Cleaning Requests 

Beds will automatically turn dirty when any of the following actions 

occur: 

1. Transport – ‘discharge’, ‘transfer or ‘morgue’ Transport Job 

is placed “in progress” by the transporter. 

 

2. Affinity - Discharge or Transfer is completed. 

NOTE: It is preferred that the above automatic 

process is used to generate bed cleaning requests. 

Manually Requesting a Bed Cleaning 

1. From the “Unit View”, click on 

the bed number. A “Bed Details” 

box will open.  

 

2. Select “Clean Type” and “Clean Priority” from the drop 

down menus and click “Submit”. 

 

3. The bed color will turn 

brown and a Bed Cleaning 

request will be sent to EVS.  

 

Note: To cancel a cleaning job, please call EVS directly 



Icon Legend 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Need more help? 

 

 Click on the word “Help” in the upper right corner 

for a complete listing 

of online user guides.  

 

 Email training@hoag.org. 

 

 Call the Service Desk at x48600 option #2. 

mailto:training@hoag.org

