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Highlights

I/Request is a web app, used to book and monitor a patient’s 

Inter-Facility Transfer (IFT), which is managed by AHS EMS.



1. ETA = estimated-time-of-arrival

2. Level-of-Service
• NAT = Non-Ambulance Transport
• BLS = Basic Life Support
• ALS = Advanced Life Support

3. Wing-Fixed = Air Ambulance, fixed-wing aircraft 
(airplane)

4. Wing-Rotary = Air Ambulance, rotary-wing aircraft 
(helicopter)
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Definitions



Booking TIPS
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• To avoid having to change appointment times, it is highly 

recommended that the appointment and the online I/request form are 

booked at the same time.  

• Book the I/request transfer before 2359 hrs the day prior to the event 

or appointment



Overview
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1.Log-on

2.Create a booking

3.Self-service follow-up

- review, update, monitor (check ETA)

1

2

3



Log-on
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RED - If the patient has a critical clinical condition, requiring an 

unscheduled emergent EMS response, immediately call RAAPID:

• RAAPID North (for patients north of Red Deer, Alberta) 

     1-800-282-9911 

• RAAPID South (for patients in and south of Red Deer, Alberta) 

     1-800-661-1700

**Excludes Red events to support DI, Cath Lab, CT Scans

Log-on with your 

regular AHS 

username and 

password
Full link: 

https://emsiftirequest.albertahealthservices.ca/Logis

Web/

copy-paste ahs.ca/emsirequest

YELLOW- If the patient has a potentially life-threatening clinical condition 

AND requiring an unscheduled urgent EMS response for higher or 

specialized care at another facility, call:

• IFT EMS line 1-877-661-8710

https://emsiftirequest.albertahealthservices.ca/LogisWeb/


Top Section
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1 3

Three main pages:

1. Transfer Request - book/create a transfer

2. Transfer List - search and review transfers

3. Drafts - incomplete bookings



Top Section Details
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• I/Request disclaimer

• I/Request is not suitable for 

high-acuity/ emergency 

patient transfers; for these, 

immediately call 1-877-661-

6710

• Action Center has 3 sections: 

o Help, Announcements, Global 

Announcements

• Help has links – click to visit page

• Announcements can be dismissed 

with “x” button

• Click away (click anywhere else on 

page) to hide Action Center

Click 

this 

button to 

log-off

• User Profile

• Optional to set your default phone number for EMS 

callback

• Other fields are set automatically due to linkage with IAM

• E.g., default department is configured in IAM, if set it 

here it will be saved only for current session and lost 

upon log-off

• Action Center

• Access help and announcements

• The number indicates count of 

announcements, if zero then no 

number

• Click the AHS logo to refresh 

the page

• Use this to refresh the 

“Action Centre”

• Also, this can sometimes 

help to escape from an error



Transfer Request
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•The Transfer Request page is used to book a transfer

•It is a form with 4 sections; all 4 sections must be completed to book the transfer



Transfer Request
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• Validation indicators:

• Red = not valid; Green = valid

• All 4 sections must be entered 

completely and valid to enable 

#1 Pre-Transport Checklist, and 

#2 Transfer Request submit

Clear the form and 

start a new booking Save 

Draft
View the pre-

transport checklist

Submit the 

booking

Section 

summary

Section 

heading

Click anywhere within a 

section to expand/collapse



Transfer Request - 4 Sections
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• Mandatory fields are indicated with asterisk (*) and red color text/border



Transfer Request - Section 1: Requestor
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Transfer Request - Section 1: Requestor Details
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• Requestor Name: the name of the 

person who is creating the booking

• Usually this is entered automatically due 

to linkage with IAM

• Requestor Phone: the EMS 

callback phone number

• You can set a default phone 

number in your User Profile

• Requestor Organization: AHS

• This is entered automatically and cannot be 

changed

• Requestor Facility/Department: the site that is creating the booking

• This can be entered automatically due to linkage with IAM --- only if a ‘Default Location’ was selected in IAM

• Search by facility/department long-form or short-form name

• For a department long-form name: its always after the facility long-form name and ‘comma and space’

• Examples:

• UNIVERSITY OF ALBERTA HOSPITAL (EDMONTON), STROKE OBSERVATION - 4G5

• UAH-4G5

• Refer to the Facility List for support to retrieve and input a site (Action Center > Help > Facility List)



Transfer Request - Section 2: Patient
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Transfer Request - Section 2: Patient Details
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• Most-responsible practitioner at Sending and Receiving 

sites

• Free-text, no health staff lookup

• If unknown, enter an alternative like department name

• Patient Search --- search by PHN/ULI (numbers, no hyphen, e.g., 123456789) --- not by name

• This will automatically enter info to fields: PHN/ULI, First Name, Last Name, Date of Birth, Gender

• If can’t retrieve patient by PHN/ULI, then enter info manually to all required fields

• Clear this section and 

restart patient data entry

• Weight and Height must be 

a whole number (no 

decimals)



Transfer Request - Section 3: Questionnaire
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Transfer Request - Section 3: Questionnaire Details
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• Helpful info
• Tooltip or job 

aid document

• Disclaimer

• Transfer Type is selected automatically by your input in “The Service”

• Transfer Reason is mandatory to select

• If required, add more patient detail here

• Questionnaire section 1: The Service
• Mandatory, select only one item here



Transfer Request - Section 4: Transfer
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Transfer Request - Section 4: Transfer Details
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• Click here to copy location 

from Requestor or Patient

• Location --- free-text search with auto-complete, select-list, and mandatory validation --- for 

facility/department (long-form or short-form name) or address --- if cannot find intended location, use best 

alternative and add ‘extra info’

• 2-stage location lookup for facility and then department (although department can be entered in the first 

field)

• Schedule (Requested): choose Date and Time

• Whether schedule is based on Pickup or Dropoff, selected automatically with 

Questionnaire

• “Now” is often not feasible, so it generally means ‘as-soon-as-possible’

• If you selected “Appointment” in Questionnaire, here you will have option ‘Wait For 

Patient’ (enter wait DURATION hours and minutes); use this to create a Wait-And-

Return transfer

Duration

(not time)



Transfer Request - Pre-Transport Checklist
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The Pre-Transport Checklist is a checklist for 

the sending site to help prepare before EMS 

arrival to pickup the patient

**Pre-Transport Checklist is available in I/Request within 3. Questionnaire under B. Preparatory Items 

AND at the bottom of the transfer form**



Transfer Request - Submit
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Transfer Request – Submit Details
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• Accept the 

suggested alternative 

schedule date/time

• Reject the suggestion to return to the booking 

form

• Both buttons “Edit” and “Close” do same thing 

to reject the suggestion and return to the form

• If the system canNOT accommodate your transfer, it 

may suggest an alternative date/time

• You may reject or accept it

• If you reject (i.e., click button “Close” or “Edit”): you can 

edit, abandon, save draft, or call EMS for support (note 

that I/Request is connected to the EMS Dispatch 

system, so EMS will have same consistent schedule 

information)

• If the system can accommodate your transfer, 

it will provide a transfer id (booking id / ref #)

• Retain the transfer id for your records

• At this point, you may create a return transfer

• Afterwards, use the Transfer List to check the 

status of your transfer, and/or to create return 

(if not done upon submit)

• For your records, 

retain this transfer id 

(booking id)

• Create a return 

transfer (Same-Day-

Return)

• Click OK to 

confirm and close



Transfer Request - Submit; booking confirmation and create return
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• Upon submit, you have the opportunity to create a return 

transfer (Same-Day-Return), although this option to create a 

return is also available afterwards (with Transfer List)

• To create a return transfer:

• Click “Create Return”

• Enter the date/time for the return

• If the return date/time is unknown use a best-estimate, and 

then update it later

• If a return transfer is not needed, simply click “OK” to confirm



Transfer Request - Wait-And-Return vs Same-Day-Return
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• I/Request allows a transfer to comprise 2 transports for a delivery [for 

appointment] and return

• There are two forms: Wait-And-Return and Same-Day-Return

• Wait-And-Return: use this if intend for EMS to remain at site during 

appointment (and same EMS unit will return patient) --- because

• appointment duration is small (less-than 45 minutes) or

• require EMS to continue patient care at receiving/appointment site

• Same-Day-Return: use this if not need EMS to remain at site during 

appointment (and any EMS unit will return patient) --- because

• appointment duration is big (more-than 45 minutes) or

• patient care will be provided by receiving/appointment site

Wait-And-Return Same-Day-Return



Transfer List
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• The TRANSFER LIST page is used to access transfers -- to FILTER, 

REVIEW, and CHANGE (create return, cancel, edit)

• It has 2 sections: Filters and Transfers

• This page is static (it does not refresh automatically), use the “Refresh” 

button to refresh manually

• The KIOSK displays transfers with REAL-TIME INFO; its dynamic (it 

refreshes automatically), but does not have Filters

Transfer List Details
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Filters Transfers• You can use the Transfer List to review bookings for 

your site for next day (or for other periods, use the 

filters)

Kiosk



Transfer List - Filters

27



• Date and Time range filter

• Click the date field to adjust 

date

• Click the time field to adjust 

time; either enter numbers (for 

hours and minutes, not 

seconds) or click the clock 

symbol to open widget to select 

H/M/S (mouse scroll in here)

• Click the “X” button to reset to 

today (with time 00:00-23:59)

Transfer List – Filters Details
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• Free-text search #2

• Search: location (pickup or dropoff), 

facility name, department name, 

address (building, street, city)

• Free-text search #1

• Search: transfer id, patient 

PHN/ULI, patient name

• Transfer Type

• Single-select list

• Reset
• Kiosk

• Level-of-Service

• Multi-select list

• Select maximum 

count of transfers to 

display: All, 10, 20, 50

• Pickup or Dropoff

• Status

• Single-select list

• 4 buttons [left-to-right]: 

#1 sort by datetime 

ascending/descending; 

#2 “my” transfers; #3 

Will Call (not used); #4 

need authorization (not 

used)

• Facility or 

Department

• Multi-select list

• Refresh



Transfer List - Transfers
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Transfer List – Transfers Details
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• Day / Date

• EMS Unit Id

• The resource which is assigned to the 

transfer

• If blank or N/A, the transfer is not yet 

planned; EMS will manage it

• Transfer Id

• Count of transfers for 

the day, restricted to 

the selected count 

(see Filters)

• This example indicates 

10 transfers for Wed 

Oct 06, but its 

truncated so only 2 are 

displayed
• Level-of-

Service

• Schedule: Anchor

• 2 types

• Pickup; up-arrow

• Dropoff; down-arrow; aka Appointment

• Patient name • Patient date-of-birth
• Location for dropoff

• Time of arrival [left-to-right]: ‘Time at pickup’ and 

‘Time at dropoff’; and estimated or actual

• The bold item indicates the Schedule Anchor

• If arrival not yet occurred, the time is the estimate 

(ETA)

• If arrival already occurred, the time is the actual

• If blank or N/A, the transfer is not yet planned; EMS 

will manage it

• Location for pickup
• Status

• Schedule: Requested 

Time • Change [left-to-right]: #1 create 

return transfer (Same-Day-Return); 

#2 cancel transfer, #3 edit transfer

• Some options may be disallowed; 

e.g., can’t edit if transfer is in-

progress (EMS unit was 

dispatched)

• Click anywhere within any 

transfer to open its Transfer 

Detail page

• Transfer Type



Transfer Change/Edits
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Transfer Change/Edit Details
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Cancel 

transfer

Create return 

transfer (Same-Day-

Return)

Edit transfer

• There are 3 types of transfer change: create return, cancel, and edit

• If the transfer is in-progress (EMS unit was dispatched); then cancel and edit are not allowed

• Note that the edit dialog is a reduced form of the Transfer Request --- edit only the locations, schedule, or comment

• For any changes that I/Request disallows: call EMS for support as needed



Transfer List 
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Transfer List – Details 
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Click anywhere within any transfer to 

open its Transfer Detail page

• Use the filters to search for a transfer

• Transfers booked by you, should automatically show up in the transfer list

• This transfer list has patient identifying info., whereas if you click on the 

‘Kiosk’ button, there is no patient identifying info

Kiosk to view list of transfers that has no 

patient identifying info for confidentiality; 

however, can see full info once clicked on



Transfer List - Kiosk
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Transfer List – Kiosk Details (Monitoring)
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• Open the Kiosk with the “Kiosk” button in the Transfer List page

• The Kiosk displays mostly the same information as the Transfer List 

page Transfers section (refer to earlier slides in this document for that 

information); the differences are that the Kiosk does NOT display; 

Level-of-Service, patient information (name and date-of-birth)

• The Kiosk is for monitoring; it displays real-time info; it refreshes 

automatically (click the AHS logo at top-left to force refresh manually 

now)

• Use the Kiosk to get real-time ETA for EMS and patient to your site

• The Kiosk does not provide access to filters nor to edit - for these, 

return to the Transfer List

• The Kiosk uses the same filter applied in the Transfer List; to have a 

filter in the Kiosk, simply use the Transfer List to apply the filter and 

then open Kiosk

Click anywhere within any 

transfer to open its Transfer 

Detail page

• The Kiosk uses a separate browser tab/window --- to exit Kiosk, close it

• Multiple Kiosk windows can be opened at one time; however, they will not 

have different labels

• Click anywhere within any transfer to open the Transfer Detail slide for the 

transfer --- this opens a new tab/window; to exit it, close it

Click on AHS logo to refresh screen



Transfer Request Details
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Transfer Request Details
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• EMS Unit Id

• The resource which is assigned to the transfer

• If blank, the transfer is not yet assigned, EMS will 

manage it

• Transfer Id

• Buttons: back and multiple 

items for transfer edit if 

applicable

• Requestor

• Patient
• Attachments 

(documents)

• Transfer details #2

• Transfer details #1

• Transfer type, schedule, locations, status 

datetime

• Transfer details #3

• Requirements, attachments, 

questionnaire entries, clinical 

details



Troubleshooting

1. Log-on failed

• Reload the page and try again --- NOTE: reload the page using the link 
address, not merely ‘refresh’ the page

2. Log-on failed persistently

• Contact AHS IT HelpDesk

3. Upon log-on, page is mostly blank and with message “User has no rights to access 
any pages.”

• Log-on worked, but your account lacks access to I/Request (no I/Request Role)

• Use IAM to request access --- iam.ahs.ca

4. Why is “Will Call” option not available?

• EMS requires specific or best-estimate info

5. What if the patient return transfer time is unknown?

• Provide an estimate. And when better information becomes available or the 
situation changes, please update the booking with the new time.

39

AHS IT HelpDesk  - 1-877-311-

4300
https://www.albertahealthservices.ca/ab

out/Page12928.aspx

https://iam.albertahealthservices.ca/uaa/login
https://www.albertahealthservices.ca/about/Page12928.aspx
https://www.albertahealthservices.ca/about/Page12928.aspx


Troubleshooting continued

6. Why is the ‘Submit Transfer Request’ button not working? (greyed-out)

• The booking form is in-complete (check for a red-color indicator for any section) --- all 4 
sections must be entered completely (refer to page 9)

7. Why is the ‘Pre-Transport Checklist’ button not working? (greyed-out)

• Same as previous

8. Why can’t I click on any of the Questionnaire questions? (greyed-out)

• If your patient is NOT emergent/unstable/critical patient, you may have accidently selected 
the box in the A. If the Patient is emergent/unstable/critical section

• Uncheck in the box for a regular transfer booking

9. I booked a Wait-And-Return: why is the Return transfer time much different than expected?

• It was rescheduled --- alternatively: in the booking form, section ‘4. Transfer’, option “Wait 
For Patient” (HH:MM) represents duration not time (refer to page 19)

10. How to set my default [requestor] facility/department? Or, why is it not saved? Or, why was it    
reset?

• Use IAM to set it (its based on your IAM profile, NOT your I/Request profile) --- if set it in 
I/Request, then it will be reset upon next log-on (refer to page 8 “User Profile”) 40

AHS IT HelpDesk  -  1-877-311-4300
https://www.albertahealthservices.ca/about/Page12928.aspx

https://www.albertahealthservices.ca/about/Page12928.aspx


Frequently Asked Questions (FAQ)
1. What is I/Request? 

I/Request is the web-based application used to book non-urgent patient transport between AHS or contract health care facilities 

using Emergency Medical Services (EMS). I/Request will allow users to monitor, review, and edit transfers coming from or to 

their facilities or departments. This will help reduce call volume in the dispatch centres and facilities because facilities will be able 

to get the most needed information for themselves directly in I/Request. 

   2. Where can I find I/Request? 

• Link: www.ahs.ca/emsirequest 

• To sign-in, use your regular AHS username and password, this is your Active Director (AD) account. 

   3. Why can’t I log on to I/Request? 

If your sign-in attempt fails, then contact AHS IT HelpDesk at 1-877-311-4300 or 

https://insite.albertahealthservices.ca/it/Page974.aspx 

4. Why is the main I/Request page mostly blank and displays the message, “User has no rights to access any pages”? 

• After you sign-in, if you see this message, “User has no rights to access any pages”, then your account lacks a required role 

because your Identity and Access Management (IAM) request for access to I/Request is incomplete. 

• Please ensure your IAM request for I/Request was submitted or if it was submitted, you may need to await approval by your 

selected approver. 
41

http://www.ahs.ca/emsirequest
https://insite.albertahealthservices.ca/it/Page974.aspx


Frequently Asked Questions (FAQ) continued

5. How do I book a transfer? 

• For information about how to fill out the booking form, please review the I/Request training module on My Learning Link 

(MLL) for AHS sites and for non-AHS sites go to ahs.ca/IFT. In MLL, type in the search bar, irequest and this will bring up 

the learning module. 

• Note: If the patient’s condition is EMGERGENT / UNSTABLE / CRITICAL – IMMEDIATELY CALL- North Zone RAAPID- 

(for patients north of Red Deer, Alberta) 1-800-282-9911 or South Zone RAAPID- (for patients in and south of Red 

Deer, Alberta) 1-800-661-1700. This will allow RAAPID to triage RED and Urgent (Unstable) YELLOW patients for more 

appropriate clinical questions to provide the best response for these patients. 

• I/Request bookings are ONLY for non-urgent transfers. 

   6. How far in advance can a transfer be booked? 

Transfers can be booked up to a year in advance; however, currently only transfers booked up to 48 hours in the future can 

be planned. This means any transfers booked for more than 48 hours in the future will be accepted but not planned until they 

are within the 48-hour window.  

   7. What if I can’t find the location (facility/department/address) for either the sending or receiving site? 

• If you can’t find the pickup or drop off location among the search results, then use the best/ closest match [or the 

community] and then also enter free text for the true address/location in the “Extra Info” box. 

42



Frequently Asked Questions (FAQ)

8. Where can I find a current list of attachments and what if the attachment I am trying to find is not listed? 

• In the Questionnaire panel of the booking tool, “The Patient’s care needs during transport”, there are four options for 

patient attachments. Airway, Infusions/IV, Cardiac Monitoring/Care, and Other Care Requirements/Attachments. Check the 

box for any of them and a drop-down list is provided for each .  

• If the attachment you are trying to find is not included in the list, it can be entered into the comment box on the Transfer 

panel.  

   9. How do I know that a section in I/Request has been completed? 

The green indicator shows the section is complete.  If there is a red indicator, more information is required for that section. 
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Frequently Asked Questions (FAQ)
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10. What if I need to add a return trip? 

There are two types of returns that can be created.  

i. Wait & Return: 

If the appointment will be short (less than 45 minutes) or if EMS will be required to stay with the patient for the duration 

of the appointment/procedure (hospital will not be taking over patient care or an escort cannot accompany the 

patient), this will require a Wait and Return transfer. 

Wait and Return transfers ensures that an EMS resource is dispatched that can remain with the patient for the duration 

of their transfer.   

To create a Wait and Return, the appointment option must be selected in Section 1 of the Questionnaire, then select the 

“Wait for Patient” option on the Transfer panel under the requested time and enter the duration EMS will be expected to 

wait for the patient (or the duration of the appointment/procedure).  



Frequently Asked Questions (FAQ)
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10.  Cont’d- 

ii.  Same Day Return 

The other type of return is a Same Day Return, for situations where the hospital has assumed patient care and released 

the EMS resource to complete other work.  The return booking should be scheduled for when the patient will be ready to 

return (e.g. when their appointment or procedure is completed). 

A Same Day Return trip can be built from the pop-up window that appears after submitting a transfer, or a return can be 

built later from the saved transfer found in the Transfer List. It will be important to know when booking transfers in 

I/Request if the patient will be returning and if so, how long will the appointment/procedure take or what time they will be 

ready to return. 

   11.  What if the patient’s return time is unknown? 

Provide an estimate. When better information becomes available or the situation changes, please update the booking with the 

new time. 

 



Frequently Asked Questions (FAQ)
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12.  Why is “Will Call” no longer an option? 

“Will Call” is no longer an option because it is important to plan for when patients are transferred and to ensure resources are 

deployed so that the system can maintain on-time performance. “Will Call” transfers have not been planned properly in the 

past and routinely disrupt the region’s IFT schedule. “Will Call” transfers can also be significantly delayed and cause 

disruptions in facilities as the system may not be able to accommodate a pickup once the patient is ready to be returned. By 

entering an estimated return time, the planner is better able to ensure all patients are accommodated, even if they are 

inaccurate or need to be adjusted. Without planning for the return, we could over commit EMS capacities and not have a 

resource to return a patient from an appointment.  

 13. Should anything be documented from the transfer booking? 

When bookings are accepted and saved, a reference number is provided on the accepting popup window. This number can 

be used to search for the transfer in the Transfer List tab in I/Request. These numbers should be noted on the patient’s 

file/chart to be easily referenced if needed. 

 

14. What is the transfer list? 

The Transfer List is a tool to search for transfers, check a transfer’s status, add a return transfer, cancel a transfer, or edit a 

transfer. Regarding edits, only a subset of attributes can be changed in I/Request (only those displayed in the edit page). This 

tool is also used to access the Kiosk. 

The Kiosk tool is a page which automatically updates to consistently display current/real-time information about transfers. 

Note that the Kiosk will only display the same transfers in the Transfer List (it uses the same filters). Also, it does not display 

sensitive patient information. 



Frequently Asked Questions (FAQ)
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15. Will I be able to see the status of transfers in I/Request? 

Yes. Use the Transfer List, it displays the current status. If a resource is assigned, it will also display the pickup and drop-off 

time (these times are either an estimate/ETA or actual, depending on the status). Note that the Transfer List does not update 

automatically, use the “Refresh” button or alternatively, use the “Kiosk” button, which automatically refreshes to display real-

time info. 

16. Where can I find a booked transfer in I/Request? 

Search/Filter transfers in the Transfer List in a variety of ways: 

• Date/Time 

• Facility/Department 

• Search by ID number for a booking/transfer 

• Search by patient name/ULI 

17. Can changes be made to a transfer that is already in progress? 

Some changes are disallowed if a transfer is already in progress by an EMS crew. If you are unable to make the required 

changes in I/Request facilities will need to call EMS dispatch through the IFT line in order to make these changes. 
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