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Schedule a Screening Mammo or X-Ray Workflow

Request Appointment Button

To request an appointment:

1. Click Request Appointment in the top right corner to launch the Scheduling Wizard in a new

window.

2. In the Scheduling Wizard window, select Schedule a Screening Mammo or X-Ray.

Schedule a Screening Mammo or X-Ray Steps

After clicking Request an Appointment, the scheduling template will open.

1. If requesting an appointment for a new patient, enter their Date of birth, First Name, and Last

Name, and click Find Patient.

2. If no results are found, click Expand All to display additional fields and continue entering

patient details.
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3. Enter insurance details and click Next.

Step 2 - About You

Select the referring provider and add any needed documents or comments to send to the imaging

center.

1. Select the Referring Provider then click Add.

(You may only see one referring provider, or many, depending on your practice settings.)

2. If an order, clinicals, pre-auth, or other documents need to be uploaded, click Browse Files and

select the file to upload with the appointment request.
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3. Select the document type from the dropdown.

4. If a comment is needed, select the comment recipient, type the comment, and click Next.

Step 3 - Appointment Details

After entering patient details, complete the appointment details, which include: Services/Procedures,

Location, Time, and Diagnosis.

Services/Procedures

1. Select the Procedure Type and Procedure.

2. Click Add.

Location

3. Select the preferred Location and click Next.
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Schedule

4. Select the preferred day(s) of the week and time range(s). When you do, options will load for

Appointment Availability.

Appointment Availability

2. Select the time for the appointment to start; use the Prev Month, Next Month, and View More

Days options as needed.

3. Select either First Available or Preferred Time options for the appointment request.

Regardless of which option is selected, the request will go to a queue for the facility staff to call

the patient and confirm a time.
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Diagnosis

4. Scroll down to enter the diagnosis (you can search by code or keyword, then click the correct

option to select it), add an onset date, if known, and click Add.

5. Click Next to view the Summary page.


