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Referring Scheduler Guide

1. Login .
/

Logiin:

1. Go to portal.opendr.com

2. Login with the unique username and password provided to you. Each
scheduler must use their own.

2. View Appointments

| List of Appointments

o D
Column visibility
Patient DOB Appointmenton | Booked On Check-in Reason Status Insurance  Resource Scheduler Refe
0am Wed, 12/12/2018 4:57 pm Mon, 12/10/2018 T Scheduled Yes BDC HABANA (BDCH DEXA1) UGHES, Mary ellen  ALEX
8:30am Wed, 12/12/2018 12:02 pm Mon, 12/10/2018 UROGRAM-CT ABDOMEN PELVIS Scheduled Yes TRCBLOOMINGDALE (BLM CT1) HUGHES, Mary ellen  ALEX

Appointments reflected here are those booked within the EMR/RIS and
online. Online appointments reflect all the appointments booked via OpenDr

by YOUR practice. You can view appointments scheduled by the other
schedulers in your practice.



2a. Filter Appointments
| Lijt&Apmjn\tments @ Dashboard

fappointments

Type of Test Status

Date range
Appointment Date - 10of 10 items selected - T of 7 items selected - December 12, 2018 - December 12, 2018+
Appt. Source Location Referred by
Al - 140f 14 items selected -

Patient pos Appointmenton | Booked On Modified On Checkin ~ Reason Status Insurance  Resource
NO, Jim 03/12/1996  7:30am Wed, 12/12/2018  1:30 am Sat, 12/08/2018 1:30 am Sat, 12/08/2018 - DEXA BONE DENSITY STUDY Scheduled Yes BDC NORTHSIDE (MR Newtest)
OPENDR, Test  04/19/1976  8:10 am Wed, 12/12/2018 45T pm Mon, 12/10/2018  4:57 pm Mon, 12/10/2018 DEXA VERTEBRAL FRACTURE ASSESSMENT  Scheduled Yes BDC HABANA (BDCH DEXAL)
ORTIZ, Angelis  03/12/1996 8:30amWed, 12/12/2018 12:02 pm Mon, 12/10/2018  12:02 pm Mon, 12/10/2018 - CT UROGRAM-CT ABDOMEN PE Scheduled Yes TRC BLOOMINGDALE (BLM CT1)
1. You can filter appointments by selecting “table filters.”
. .
3. Click “S dul Intment:
. Click “Schedule Appointment:
Doctor = [2]Tower Radiology
List of Appointments
Y Table
& Pati
Filter By Type of Test Status Date rang
)
e Appointment Date - 10 of 10 items selected - Tof 7 items selected - Decemb
Q Schedule Appointment Appt. Source Location Referred by
All - 14 of 14 items selected - il
SETUPS
B Practi Cancel
Patient poe Appointment On T Booked On Modified On Check-in Reason Status iIn
MARINO, Jim  03/12/1996  7:30 amWed, 12/12/2018 1:30 am Sat, 12/08/2018  1:30am Sat, 12/08/2018 - DEXA BONE DENSITY STUDY Scheduled
OPENDR, Test  04/19/1976  8:10 am Wed, 12/12/2018 4:57 pm Mon, 12/10/2018  4:57 pm Mon, 12/10/2018 DEXA FRACTURE ASSESSMENT  Scheduled
ORTIZ,Angelis  03/12/1996 8:30 am Wed, 12/12/2018 12:02 pm Mon, 12/10/2018  12:02 pm Man, 12/10/2018 CT UROGRAM-CT ABDOMEN PELVIS scheduled

4. Enter patient name (last name, first name

* Patient st b &+ Add New Patient

* Type of Test c = Need more tests? Click here
* Body Part -
* Payment mode I have 1don't have

insurance insurance

If patient has been referred by this practice before, their name will populate as you
begin typing.



4a. Select “add new patient”

& Enter Patient Information tes required fel

* Name
* Date of Birth ™ Gend dle @ F o
“Phara 1234561234
* Addres
W o ! 123

Email Address

A Reminders
Please select the box
8 Remind me of my appaintment through email —
B femind meof mysppointmenc ivuztot mesog: ) <l 10 indicate how the pt would prefer
@ Remind me of my appointment through phone calls tO receiVe appointment notificaﬁons.

cancel  [ERK d Patient

If patient is new to the EMR/RIS and hasn'’t been referred before, you can enter
their information and enroll them.

5. Enter in “type of test” and “body part.”

Schedule Appointment

Select Appointment Pre-Appointment Questionnaire Choose Time & Location DONE!

* Patient PAIN, Tim &4 Add New Patient

“Typeof Test Crscan *  Meed more tests? Click here
* Body Part Abdomen - ]
+ Payment mode 1have 1don't have

You can schedule up to 3 exams at once by selecting “need more tests? Click
here.”

6. Select insurance plan.

Schedule Appointment

IR < toociner uesiomaie ) choose Tmestocaon ) ool

* patient PAIN, Tim & Add New Patient

*Typeaof Test crscan + Mee

* Body Part Abdomen

* Payment mode I don't have
insurance

* Selectinsurance plan @ AETNA BETTER HEALTH OF FLORIDA Out of network

Insurance not on list / Matching address not found

Pre-Authorization 1have
pre-authorization



7. Answer the pre-appointment questionnaires

Pre-Appointment Questionnaire Choose Time & Location DONE!
1 How much do you weigh? pounds
2.00 you have prior imaging related to this CT exam? Yes No
3.Does the script for this CT of Abdomen exam specify: With Contrast

Without Contrast

With and Without Contrast

The answers to these questions allows the system to determine which specific
resource the exam can be boaoked in.

8. Select a location, date and time.

) : ) e nmeatooner YD

DOE, Jane

« CT ABDOMEN W CONTRAST

TRC BLOOMINGDALE

3350 BELL SHOALS ROAD
Brandon, FL 13511 a0 @

TRC BRUCE B DOWNS

3060 GRAND PAVILION DRIVE
Tamoa, FL 33613 map @

TRC CARROLLWOOD

Ll
14479 N DALE MABRY HWY

Tamoa, FL 33618 map 9

The system displays the real-time availability that is reflected in the RIS. You can select “view all” to see
the afternoon slots available. To see more dates, you can click the arrow on the top right. Depending on
the insurance selected, the appropriate amount of buffer days will be applied in order to provide enough
time for the practice to get the prior authorization for this exam.

9. Enter your referring provider.

Schedule Appointment @ Dashboard - Schedule Appointment
[l Tuesday TRC CARROLLWOOD ¥ CT ABDOMEN W CONTRAST
Dec 16,2018 14499 N DALE MABRY HWY ,
9:30am Tampa, Florida, 33618

Patient Hame DOE, Jane

* Referring Provider
Is patientinsured?

Add anote

-
Supprangsocamens 0

When you begin typing, the providers at your practice will populate. It is
important that practice’s update the OD team if a provider is no longer working
there in order to remove them from the system immediately.



10. Select the patient’s insurance.

* Insurance Carrier

Insurance Address Please select your insurance address
* Member ID Group No.
Relationship of Guarantor Self
Guarantor's Name Jane Doe
Guarantor's Date of Birth M az/1987 Gender Male g Female

* Insured Employer's Name I Not Applicable

If an insurance was selected, you will be prompted to enter member ID, and
other insurance information.

11. Enter a note to the practice (optional) or attach a
supporting document.

ient Name

Referring Provider

The “supporting documents” tab accepts PDF, JPEG, JPG, PNG files. You can
attach a script, order, report, clinical notes, preauth documentation, etc.

12. Click “book appointment.” Appointment is booked
online and in the RIS now.

Schedule Appointment ® Dashboard - Schedule Appointment

+ CTABDOMEN W CONTRAST

aaaaaaaaaaaaa




13. You can view summary and details of your

appointment.

Appointment Details

eeeeee

Tower Radiclogy

Tampa, FL 33618

Supporting Documents.

Additional Notes

Activities

Date Status  Reason

14. Patient will receive a confirmation email once
appointment has been booked.

Doctor

Hi,
E%L:E?R&ing?ent has been confirmed for Tuesday, April 30th, 2019 at

LIBERTY
9151 NE 81ST TERR, STE 250,
KANSAS CITY, Missoliri 64158

Click here
to reschedule or cancel your appointment.

We know you're busy! Add your appointment to your calendar! (Location and
Exam Insl}"uchuns mvclluded)y pPot you (

Add to Calendar
Fill out your registration forms here:

Thank you,
Your Team at Diagnostic Imaging Centers

They will also receive a
notification if you cancel or
reschedule their appointment.
The patient could also enroll
on the patient scheduling view
and their appointment will be
reflected there. They can view
their appointment preparation
or reschedule/cancel their
appointment.

15. Cancel or reschedule your appointment here

@ Cancel Appointment




16. Edit your appointment

Patient Name DOE, Jane
* Referring Provider ALEXANDER, MARK Not on list
Is patient insured? No

# Edit

Add a note Test

Supporting documents @ Browse

If you “edit”, you can change the name of the referring provider, the insurance
carrier, or add a new supporting document.

17. Check on status of appointment

1. Go to patients tab and search by patient name

2. You will be able to see the appointment of the patient and the status associated (scheduled,
rescheduled, canceled, arrived, etc) . You should also check under “past appointments” if the
appointment date has passed for the patient.

3. When click on appointment, you will even be able to see notes entered by schedulers in RIS. (Note:
There is a pending conversation with Fugi to know where this information shows in RIS)

/A w olep humana 11358857501 778514 LEFT SHOULDER PAIN DIW'T 219 r priars DW 75 19 confirmed appt

Activities

Date Status Reason

o136 1021

0TAS/20193 1204 pm

MBI SHULOER LEF WITH CONTRAST by LIBMRL LIBEATY
MR SHOULOEA LEFTW1TH CONTIRAST by LBMEL LIBERTY
ETEI > MR SHOULDER LEFT AITH CONTRAST by LBMEL, LIBERTY
enwanuIs O 0zTm MBI SHOULDER LEFTWITH CONTRAST by LIBMAL, LIBERTY
s Ot Homime . MR SHOULOER LEFT ITH CONTRAST

A Notifications



