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Physician office user roles and order work flow 
Physician office admin 

 

The physician office admin can perform the following actions: 
 

 Add new users 

 Send and receive orders from hospitals and ancillary facilities 

 Create worksheets 

 Edit physician and physician office operator details 

 Add patient 

 Edit patient information 

 Place order to physician or the facility 

 Search orders 

 Create work queue 

 Cancel orders 

 Duplicate an order 

 View order history 

 Communicate with facility about patient’s orders 

 Monitor signature pending orders, draft orders and alerts 

 
Physician office operator 

 
 The physician office operator can perform all the actions as a physician office admin 

except add new users and create worksheets 

Physician 
 

The physician can perform the following actions: 

 
 Send and receive orders from clinics, hospitals and their ancillary facilities 

 Authorize signatures on the sign-pending orders 

 Search orders 

 Modify patient orders (if ABN not signed by the patient) 

 Create worksheets 

 Perform the same actions of the physician office admin and physician office operator 
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Order work flow 
 

 Search for existing patients – Once the patient is found, their demographic, employer, 

guarantor and insurance information can be updated. The next step is to create an order. 

 Add new patients – Once the patient is added, their demographic, employer, guarantor 

and insurance information is entered. The next step is to create an order. 

 Key order creation fields: 

o Ordering physician 

o Associated facility 

o Priority 

o Reason for exam 

o Order Instructions 

o Diagnosis code 

o Procedure code 

o Attachments if applicable 

 Schedule information 

 Authorization information (optional, based on facility requirements) 

 Medical necessity check (optional, based on facility requirements) 

 Placement of the order or save as a draft order 

o Draft order is selected when there is incomplete information to place an order 

o Allows for attachments to be associated 

 The placed order is sent to the physician for their signature unless the physician office 

admin has order signature authority 

 The order is then sent to the facility to be scheduled 
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Logging into OrderManager
®

 

 Access the following link from your Internet Explorer (version 8 or higher): 

https://ordersmart.passporthealth.com 

 Enter user name and password 

 Select login 

 

 
 

 Upon initial login, the user will be prompted to answer three security questions, along 

with their registered email address. 

 Once complete select submit 

https://ordersmart.passporthealth.com/
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 If the entered user name or password is incorrect, the following warning message will 

display “Invalid User Name or Password.” 

 Select the reset button and enter the user name and password, then select the login 

button. By selecting reset, users can reset forgotten passwords. This feature will 

direct them to the password recovery questions. Users disabled by an administrator 

cannot reset their own password. 

 For password reset and forgot password procedure security, users will be prevented 

from using their past 13 passwords. 

 

 
 After logging into OrderManager the user defined work queue will default/display 
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Searching for an existing patient 

 

 
 Enter the patient’s name in the patient search box and select the search icon 

 The page navigates to the search results page where you can select your patient 

 

 

o Select the Place Order icon to place a new order for the patient 

 
 

 

o Select the Show Patient’s Orders icon to view the history of the patient’s 

orders 
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Adding a new patient 
 Select the add new patient tab 

 

 
 Enter patient demographic, employer and guarantor information. 

o Mandatory fields will have an * 

 Enter primary insurance information and secondary insurance information if applicable 

o Entry of self as the subscriber will default patient name and date of birth 

 

 
 Click save and the place order button and the message “patient added” will display 
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Placing an order 

 

 
 Select the ordering physician drop down and select the appropriate physician 

 

 
 

 The physician office name defaults 
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 For multiple facilities, select the facility drop down and select the appropriate facility 

 Select the priority drop down and select the appropriate priority 
 

 
 

 Enter the diagnosis code. (There are two options to enter the diagnosis code) 

o By default, ICD-9 will be selected. ICD-10 mapping and effective date are 

configurable. 

 

 
 

o If an incorrect ICD code was entered, select X to delete 
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Option 1 

 
 The user can search and select via autosuggest by entering the ICD code or description. 

 
Option 2 

 
 Select the Diagnosis   icon to access the Diagnosis worksheet, which is configured to 

the Physician, Physician Office and the Facility. 

 Select the Diagnosis worksheet by clicking the check box 

 Search and Select the diagnosis. 

 Select the Done button at the bottom of the worksheet. 

 

 Enter Procedures (there are two options to enter procedure code) 

 
Option 1 

 
 The user can search and select via autosuggest by entering the procedure code or 

description. 

Option 2 

 

 Select the procedures  icon to access the procedure worksheet, which is configured to 

the physician, physician office and the facility. 

 Select the procedures worksheet by clicking the check box 

 Search and select the procedure. 

 Select the done button at the bottom of the worksheet 
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 If an incorrect procedure was entered, select X to delete 

 

 
The quantity of the procedure can be increased or decreased using the up and down arrows 

 
 The specific left, right or bilateral study can be selected by accessing the appropriate 

button 

 
 

Worksheets 
 

Note: Creating worksheets is not mandatory. Users can search and locate either the diagnosis 

codes and procedure codes through auto suggest. 

 Worksheets are used for diagnosis codes and procedure codes. They are configured to 

the physician, physician office and the facility. 

o Users can create tabs based on specialties and categorize codes under the 

relevant tab. 

o Users can mark the frequently used codes as favorites for easy identification. 

 

 
Attaching a document to the order (attachment has to be in a PDF format) 

 

 
 An order must be saved as a draft prior to adding an attachment 

 Select the attachments link 

 The user can browse and select a saved PDF document 

 The user will be prompted to select a document type from the list and then select upload 
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Scheduling details 
 
 

 
 

 
Scheduled 

 

 
 Select the scheduled radio button which prompts date of service and time to be entered 

 Select patient class from drop down (Inpatient, Outpatient) 

 Select the calendar icon 

 All previous days and facilities non-working days will be greyed out 

 Select date 

 Select the time from the drop down 
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To be scheduled 

 

 Select the to be scheduled radio button 

 Select “patient will call you” or “call patient” at 

o If selecting call patient, phone number is required 

 Select patient class from drop down (Inpatient, Outpatient) 

 Click on the calendar to select the anticipated date of service 

 Additional order information can be entered in the note section 

 Select the none radio button if the order does not require scheduling 

 
 
 
Authorization details 

 

 Select the authorization dropdown and select appropriate option. 

 

 
If the minimum time required to obtain authorization from payers is two business days, and the 

user selects the same day or following day, an alert will be displayed. The user will then have to 

adjust the date of service accordingly. Minimum time requirement will vary by facility. 

 

 
Additional details: Comments can be entered in this section 



OrderManager Physician Office User 
Guide 

Page 15 of 35 

 

 

 
 

 
 

 

Check medical necessity 
Note: requirement varies by facility 

 
 

 
or 

 

 
 Select check for medical necessity on the place order page 

 The medical necessity check window displays with the selected procedures 

 Select the rule on which the medical necessity needs to be checked by accessing the 

dropdown button if different than the default rule set in place 

 Select the check button 

 The pass or fail results will display 
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 Select OK to save the results 

 If the procedure has a frequency question, select yes or no from the dropdown 

 If the procedure does not exceed the particular time period the procedure will pass the 

medical necessity check 

 If the procedure exceeds the time limit, the procedure fails 
 

 
Failed medical necessity 

 

 Has the patient accepted responsibility for payment? 

o Select the appropriate option by clicking on the corresponding radio button 

 ABN finalized: If the patient accepts the responsibility, check this box 

 Signed on paper: If the patient signature is captured on  paper, check this box 

 View ABN: Select this to view ABN 

 Print ABN: Select this to print ABN 
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 Select OK to finalize 

 The medical necessity results will 
display in the alerts section 

 

 

 
Order placement 

 

 Select send to physician 

o If the physician has delegated the signing authority, the user can send the order 

directly to the facility by selecting Ordering physician signature is on file and OK. 

o If the physician has not delegated the signing authority to the user, the user should 

send the order to the physician 

 Message displays, “Do you want to print requisition form?” Select yes to print the form or 

no to cancel the process 

 Select save as draft if the order information is not complete 
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Today’s Patients 
 Select the Today’s Patients tab located on the home page to view patients that have 

had orders placed today 

 
 

 

 

 

 
Place order on Today’s Patients 

 
 

 Select the Place new order icon 
 

 
 
 
 

 Select the Show orders icon to view patient order history 
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 The Show Orders page 

o Allows users to place a new order, recreate an order, delete a draft and navigate 

back to patients. 

o Lists all the orders including draft orders that are placed for the patients either by 

the physician office or by facility. 

o Displays order date and time, diagnosis, procedures, physician, order status and 

action. 

 

Actions 
 

 
 

 
Cancel Order 

 

 

 
Order History 
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Duplicate Order 

 

 

 
o Once the order is marked as duplicate, the order cannot fit in the work queue filters. 

o The user can find the order through search criteria to change the status of the order. 

 
 

Recreate order 

 

 

 
 Select recreate order 

 Select OK 

 The place order page displays. Order details and remain the same or be edited. 

 Select place order to place a new order for the patient. 

 Select back to patient to return to the show orders page. 

 Select save as draft. The draft order can be viewed from search patient show orders. 
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Alerts 

 

 
Send an alert 

 
 Select the alert icon 

 In the order alerts type the message 

 Select Send Alert 

 Once the alert is sent the alert status can be viewed under New and All 

 Select close when complete 

 
Work flow actions and alerts 

 

 
Right side header access to: 

 
 Order Alerts - messages 

 Drafts – draft orders 

 Signature Pending – pending physician signature, if not delegated 

 Documents Pending – pending additional required documentation for orders 

 
Delete draft order 
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 The delete option is only available for draft orders 

 To delete an order, select the Delete icon, then select Yes 

 Once the order is deleted, it will be removed from the list of orders. 

 You can also select No to cancel the process 

 The following actions can be performed from the Orders tab: 

o Categorize the orders based on their order status, ordering physician, facility, 

orders date. 

o Cancel order 

o View order history 

o Recreate order 

o Duplicate order 

o Send notifications to the facility. 

o View order status “Signed-placed” and “Draft Order” 

o Print the requisition form for the signed-placed orders 

o Draft order: The order can be transformed to either sign-pending or signed-placed 

order. 

 

 
 

New work queue view 

 
 From the orders tab, select the Work queue View link 

 The work queue page displays 

 Select the expand Work queue Search Criteria 
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Creating Work queue: Only authorized users (admin users) can create and 

assign work queues to specific users or user groups. 

 Access the work queue drop down and select create new work queue 
 

 
 
 

Apply work queue filters 

 
 The work queue management window contains 14 different categories that users 

can choose to create work queues 

 

 

 
 Existing work queues can be managed and modified 

 To add the filters to the work queue, the user will select the filters, enter the search 

criteria and select apply 
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 To remove the filters from the work queue, select the remove icon next to the work 

queue filter 

 

 
 

 
Work Queue Management: Date Filters 

 

 
There are six available date options: 

 
 Admission date 

 Order date 

 In process date 

 Registration date 

 Service date 

 Complete date 

 
Each selection has a dropdown from which the User can select a sliding date range or a custom 

hardcoded date range. 
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 Options 

o Custom (From and To dates) 

o Today 

o Yesterday 

o This week 

o Last week 

o 1st of this month 

o 1st of last month 

o Sunday of this week 

o Sunday of last week 

o Monday of this week 

o Monday of last week 

o Between (From and To dates) 

 Once complete select Apply 

 
 
 
Work queue filters: Facility, Primary Insurance, and Patient Last Name 
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Facility 

 
If the physician office is associated with more than one facility, the list populates in the 

dropdown 

 The check boxes allow the user to select multiple options at the same time. 

 This selection includes In and Not in radio buttons 

 The user can check all of the items or uncheck all items by selecting either “In” or “Not in” 

radio buttons 

 This selection the Not in check box, which means the work queue will contain the inverse 

of what is selected in the dropdown 
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 Click on the apply button to add the filter and remove icon to remove the filter. 

 

 
Ordering Physician 

 
 The user can type text into the filter text box to display a subset of items in the dropdown 

 The user can check all of the items or uncheck all items by clicking Add or Close 

 This filter includes the Not in check box, which means the work queue will contain the 

inverse of what is selected in the dropdown 

 To remove all the selected physicians click on the remove all option 

 
 
 
Insurance 

 
 Any Primary Insurance or Secondary Insurance – The check boxes allows the user to 

select multiple options that appear on the work queue 

 The radio button selection allows you to limit the Electronic/Non Electronic/Custom 

insurances that appear on the work queue 

 Click on the apply button to add the filter and remove icon to remove the filter. 

 
 
 
Work queue filters: Order Source 

 

 
Order Source: This filter lists the following controls: electronic, fax, patient and facility 

 The check boxes allow the user to select multiple options at the same time. 
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 This selection includes In and Not in radio buttons 
 

 The user can check all of the items or uncheck all items by selecting either In or Not in 

radio buttons. The Not in option means the work queue will contain the inverse of what 

is selected in the dropdown. 

 Click on the apply button to add the filter and remove icon to remove the filter. 

 
 
 
Work queue filter: Order Status 

 

 
 The check boxes allow the user to select multiple options at the same time. 

 This selection includes In and Not in radio buttons 

 The user can check all of the items or uncheck all items by selecting either In or Not in 

radio buttons 

 This selection has the not in check box, which means the work queue will contain 

the inverse of what is selected in the dropdown. 

 Click on the apply button to add the filter and remove icon to remove the filter. 
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Work queue filter: Account Status 
 

 
 This selection control will list the following account statuses: Scheduled, Unscheduled, 

In process Scheduled, In process Unscheduled, and Completed 

 The check boxes allows the user to select multiple options at the same time 

 This selection includes In and Not in radio buttons 

 The User can check all of the items or uncheck all items by selecting either In or Not in 

radio buttons. The Not in option means the Work queue will contain the inverse of what 

is selected in the dropdown. 

 Click on the Apply button to add the filter and remove icon to remove the filter. 
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Work queue filter: Alerts 
 

 
Alerts: Alerts are communication tools between the physician office user and hospitals and its 

ancillary facilities. Through alerts, the physician office admin should be able to: 

 Request and provide additional information to the facility 

 Be notified of requests 

 Be notified that the additional information requested has been provided and is now 

available 

 Acknowledge the received alerts from the hospitals and its ancillary facilities 

 Exchange order specific notes between physician/offices and facilities 

 
 
 
Create Alerts filter 

 
 Select the check box to add filter or not 

 Select apply to add the filter 

 Select remove icon to remove the filter 
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Alert actions 

 Go: Select the search criteria and click on the Go button to retrieve results 

 Reset: Select to reset the current search criteria 

 Save Work queue: Select when modifications were made to an existing work queue 

 Save New Work queue: Select to save a new work queue 

 
 

 
Column configuration 

 Select configure column from the work queue search criteria 

 The work queue management page displays 

 To add columns to the work queue select the required column names and click 

on arrow and select save 

 To remove columns from the list select the required columns names and click on 

arrow and select save 

 

 By selecting these arrows the user can arrange the work queue columns 
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 Select the primary and secondary sort columns from the drop down 

 

 
Delete Work queue 

 

 Select the work queue from the dropdown 

 Select the configure column button 

 Select delete on the work queue management page 

 An alert shows up to confirm deletion 

o Select yes to delete the worksheet or no to cancel the process 

 

Alerts: View, acknowledge and send alerts 
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 Select the alert count located on the home page 

 The page navigates to the work queue where the user can view the order details 

 Select the alert icon to view, acknowledge the alert or send a new alert 

 Select “send a message to facility” enter the alert message and select send alert 

 Select the All tab to view the alerts 

 Select the New tab to acknowledge an alert 

 Once the alert is acknowledged the row colour of the order changes and upon refresh the 

order is removed from the work queue 

 The count of the alert icon changes upon page refresh 

 
 

Signature pending orders 
Orders that require a physician’s signature are located under the Signature Pending work flow 

actions and alerts. The physician office admin can view the order by clicking on the order. 
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View signature pending orders 

 
 Select the signature pending link on the menu bar 

 View the order by selecting the row 

 The order details cannot be modified 

 Mark the order as duplicate 

 Recreate the order 

 Delete the order 

 View and acknowledge 

 View order history 

 
 

Draft orders 

View draft orders 

 
 Select the draft orders link on the menu bar 

 View the order by clicking on the row 

 Order details can be modified. 

 The order can be sent to physician or to the facility 

 Delete the order 

 View and acknowledge 

 


