
 
  
 
 

PROVIDER PORTAL 
USER GUIDE

Logging In         

• URL: https://www.royalsolutionsgroup.com/router/raot/md 

• Enter Email Address 

• Enter Password 

o Passwords are case-sensitive  

o At least 12 characters 

o At least one lowercase letter 

o At least one uppercase letter 

o At least one number 

o At least one special character  

 
Changing your Password 

• Under “Forgot your Password?”, select “Click Here”. 

• You will be prompted to enter your email address. 

• You will then receive an email where you can change your password  
 
 
 
 

The Basics 

View Reports 
1. Go to  Home Page 

2. Search for patient 

by entering 

Patient Last, First 

Name 

3. Click on  to Open and 

View Report 

4. Click on        to View 

Images 

5. “Appointment Date & Time” default is “Last 30 Days”. Worklist displays patient exam history for all “Exam Statuses” specific to the 

date range shown. Click on the calendar icon to adjust date range. 

 
 
 
 
 
 

https://urldefense.proofpoint.com/v2/url?u=https-3A__www.royalsolutionsgroup.com_router_raot_md&d=DwMFaQ&c=euGZstcaTDllvimEN8b7jXrwqOf-v5A_CdpgnVfiiMM&r=zNj5poteGYlVEmYQTlVUcZv5haX1DW2zV7NaiYaq1gM&m=vTFPMuQjuBHgSpvtpFkJMzuCfzv-1DHQuoj90MCJk9xni6Pl98kQ9flQguh3zTU1&s=-wB_q9OnFBFrcFjhNqUJrkHYxQo_-5v0CKnJEm12Gkk&e=


 
 

Print Reports 
1. Open/View Report 

2. Choose the print button  

3. Download/Save Report  

4. Choose the download/save button 

 
 
 

Order Exams 
1. Choose “ORDER EXAM” 

A. Search for Your Patient If You See Your Patient 

• Verify Patient Name and DOB 

• Choose to Order Exam 

B. If You Don’t See Your Patient 

• Choose the  green “Order Exam” button 

• Enter all “Required” Fields 

2. Choose Referring Provider 

3. Enter Billing Information (Insurance Plan, Member ID  

and Authorization information) 

4. Exam Selection  

5. Enter Diagnosis or ICD-10 or Indication (you are required to 
enter one or the other) 

6. Upload all relevant chart notes, authorization approval (if 
applicable), etc. Important: If all notes are provided at the 
time of ordering, the exam can be scheduled more quickly.  

7. Enter any Special Instructions we need to know. (Examples: 
Patient requires assist/wheelchair; Focus attention to L4-5) 

8. Select “Next” to submit order. 

Note: All fields marked in red are required to 
complete the order.  If the “Next” button is red, you 
will be unable to submit the order to all required 
fields are completed.  The “Next” button must turn 
green to submit the order. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Viewing Images or Report In Image Viewer 

1. To view patient images or bone density reports (DEXA), select the image viewer icon 

 

2. To print images or reports from the viewer, select the printer icon. 
 

 
 

Search Types 

MY PATIENT SEARCH 
• Upon logging in, the screen defaults to "My Patient Search," displaying patients referred by you or your practice. 

• You can search for a patient using multiple criteria, including Search…, Patient Last Name, or Patient DOB 

• If your practice has multiple providers, you can narrow the search to a specific provider by selecting their name in the “Provider” box. 
This will display only the patients referred by that provider. 

 
 
 

ALL PATIENT SEARCH 
The "Break Glass" feature removes practice-specific limitations, allowing users to search for patient exams across all referring providers. 



 
 
 



Search Filters Defined 
 
 

 

SEARCH… 
Allows you to search by patient name, exam type, provider, and 
more. 

 
PATIENT DOB 
Recommended for common last names to help narrow search 
results. 
 

PROVIDER 
A. Blank: Displays all patients associated with any provider within 

the practice. 
B. Specified Provider: Filter results to show only patients 

referred by the selected provider. 
 

MY STATUS 
Managed by the provider in the "Report View" 

window. Unread or Read status does not impact the 

final report status. 

 

APPOINTMENT DATE AND TIME 
A. Search results include patients/exams within the selected date 

range. 

B. Use the Calendar icon to adjust the date range. 

EXAM STATUS 
Indicates the current status of a specific patient exam: 

A. Scheduled: The exam is scheduled but has not yet 
taken place. 

B. Canceled: The exam was canceled and will not 

be performed. 

C. Addendum: The exam is complete, and an 

addendum has been added to the original 

report. 

D. Final: The exam is complete, and a final 

report has been issue

 
 
 
 

SORT COLUMNS  
By clicking on the column heading, users can sort query results in ascending (A-Z) or descending (Z-A) order. 

 
 

 

 

 

 

 



 

Order History 
Provides Complete View of ALL Online Orders Submitted by this Provider 

 

 

STATUS 
A. In Process: Exam is ORDERED and NOT Scheduled 

B. Scheduled: Exam has been Scheduled 

C. Canceled: Exam has been Canceled 

 
CREATE DATE 
Reflects the date online order was submitted 
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