
Provider Portal Scheduling Guide 
 

 

Providers can schedule the following exams directly through the Provider Portal: 

• X-rays 
• Screening Mammograms 
• DEXA scans 
• Most OB Ultrasounds 

A�er placing an order in the portal, you may schedule your pa�ent’s exam before they leave your office!   

 

 

Steps to Schedule  

1. Place the order in the Provider Portal, then select the green “Schedule Your Order Now!” Buton. 
 

 



Provider Portal Scheduling Guide 
 

 

2. Confirm and update demographics.  Select the green Next buton at the botom of the screen.     

 

 

 

 

 

 

 

 

 

 

 

3. The next page will display the exam type.  Confirm, then click Next.    
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4. Review the pa�ent’s billing method, then select Next.  

 

 

 

 

 

 

5. Indicate whether you are scheduling with the pa�ent or a pa�ent advocate (e.g., family member, legal guardian).  Select Next.  
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6. Enter the pa�ent’s height and weight.  Note if there are any mobility issues, then select Next. 

 

 

 

 

 

7. Indicate if the pa�ent has had prior imaging of the body part being imaged.  Select Next.  
 

 

 
 
 

8. Book the appointment by selec�ng the desired date and �me.  Click Next to finalize.  
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9. Once scheduled, you’ll see a confirma�on screen:  
• Arrival �me appears in blue 
• Actual appointment �me appears in the grayed box 
• The pa�ent will receive a pre-registra�on text/email within 10-15 minutes if contact informa�on is on file.  

 

 

 

 

 

 

 

 

 

 

10. You can view the scheduled exam in the portal under Exam Status and see the Appointment Date & Time.    
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Scheduling A�er Sending Order via Fax or EMR  

 

If you sent an order via fax or EMR interface: 

• Once indexed by our Scheduling team, the order will appear with a “Ready to Schedule” status. 

• From the main screen, find the pa�ent’s order. The calendar icon to the le� will appear black once it is ready. 

• Follow steps 2–9 above to schedule. 

 

 

 


