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GETTING STARTED 

LOGGING IN 

 

Click on the Cerner Apps on your desktop 

 

 
 

 

Then choose “AppBar PROD”  

 

 
 
 

 

 

 

If not automatically logged in, enter username and password (used 

for PACS/network) at the Millennium window.  
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CUSTOMIZE THE APP BAR 

Any customizations made to the app bar will be defaulted for future logins.  

Click on the icon.  

 

 

 

The list on the left will populate: 

Choose “Customize”  

 

 

 

 

The window on the right will populate.  

 

There are two tabs at the top – “Options” and “Buttons”. 
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OPTIONS 

 
 
 
 
 
 
The “Options” tab allows customization of Launch Bar States 
 
 
 
 
 
 

When this is checked, the App Bar will be at the forefront of all open windows. 
 

 
When this is checked, the App Bar can be moved anywhere on the screen. 

 
 
When this is checked, the icons in the App Bar are the larger size. 
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BUTTONS 

The “Buttons” tab allows customization of the applications available on the 
App Bar.  
 

Useful Apps to have on the App Bar would be:  

• Department Order Entry,  

• Exam Management,  

• Online Work List,  

• Scheduling Appointment Book,  

• PowerChart 

• Order Viewer 

• Charge Viewer 

• Work Load Viewer 

• Remove Exam 

• Reporting Portal 

• Report Request Maintenance  

• FirstNet if working with Emerg patients  

 

To choose these applications, check the box beside the name of the 

application.  

 

 

The order that the Apps appear on the App Bar can be 

customized by highlighting the App and clicking the blue 

“up/down” arrows.    
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To separate the Apps into groups, click on one of the Apps where a space is desired, and click the 
“insert space” button 
 
 
When the customized App Bar is satisfactory, click OK. 
 
 
 
Example of a customized App Bar:  
 
 
 

ENDING WORK SESSION 

When leaving the workstation, close out ALL open applications and then click on the and the following list will 
populate: 
 

 
 
 
 
Select Change User and the Blue Millennium window 
will appear for the next user to log in.  
 
 
 

 
 
 
 
It is the responsibility of every end user to ensure their account is secure and only used by themselves  
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ENCOUNTERS 

An encounter is a single visit where a patient receives care or a service, like Diagnostic Imaging. It is specific to the facility 
at which the care is received or the service is performed. All exams need to be attached to an active encounter before they 
can be started and completed. Exams should not be started and completed on a discharged encounter. Diagnostic Imaging 
patients will either have an inpatient, emergency, or AMB/OP (ambulatory/outpatient) encounter.  

For scheduled appointments, schedulers will create a “Pre-admit” encounter. The DI exam will be attached to the “Pre-
admit” encounter. Once the patient arrives at the facility, Admitting will change the “Pre-admit” encounter to an active 
encounter through the registration process.  

For Skip the Waiting room or walk-in outpatients, admitting will create a new encounter; DI would then need to place the 
order on that new active encounter. Inpatients and emergency patients would have encounters created at the time of arrival. 
DI or physicians may also place orders on an inpatient or emergency encounter as appropriate. 

The following scenarios may occur in DI: 

1. An ambulatory patient presents to QEH for a mammogram appointment and a bone density appointment. The 
exams would both be associated with one AMB/OP encounter at QEH. 

2. An inpatient at PCH needs a CT today. The exam would be associated with one inpatient encounter at PCH. 
3. An inpatient at WH needs a CT today. The exam would be associated with one AMB/OP encounter at PCH. The 

patient would also still have an active inpatient encounter at WH. 
4. A community patient is arriving at QEH by ambulance for a stroke protocol. The exam would be associated with 

one emergency encounter at QEH.  

SCHEDULED APPOINTMENTS VS ORDERED EXAMS 

"Ordered" status in RadNet is the same as "scheduled" in GE Centricity RIS (i.e. there is an accession number). When 
referring to "scheduling" or “scheduled appointments” in RadNet, this refers to booking an appointment date and time in 
the Scheduling Appointment Book application. Previously in GE Centricity RIS, everything needed to be scheduled from 
the order queue (the request queue in RadNet). In RadNet, any exams for an inpatient or emergency patient that is 
supposed to be done right away does not need to be scheduled. The physician can order it in PowerChart or it can be 
manually entered through Department Order Entry (the equivalent of “Schedule Schedule” in GE Centricity RIS). The 
exam will then be in "Ordered" status on the Online Work List and will be ready to be started and completed; no additional 
steps are required. 
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USING THE APPS 

RADNET APPLICATIONS 

Application Explanation 

 

Scheduling Appointment Book: Scheduling Management is a used to schedule a future exam, check in 
patients and review request lists 

 

Remove Exam: Use Remove Exam to remove (cancel) procedures that have been incorrectly documented as 
being completed. Procedures can be removed from the site’s records from the time they are documented as 
being completed until the point they have been documented as having been signed by the radiologist. Before 
a procedure is listed as being completed, it can be canceled in Department Order Entry. After being listed as 
signed out by a radiologist, the procedure is considered final and cannot be removed. 

 

Charge Viewer: Charge Viewer is the primary application for viewing, adding, modifying, crediting, auditing, 
and troubleshooting charges created or sent into Millennium Platform.  

 

Workload Viewer: Use Workload Viewer to review procedure-level workload units for a particular patient or 
department. 

 

 
Reporting Portal: RadNet Reports may be viewed, saved or printed. 
 

 

 
Report Request Maintenance: The printing/faxing/sending status of interpreted radiology reports may be 
viewed. 
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SCHEDULING APPOINTMENT BOOK 

Use Scheduling Appointment Book App to schedule appointments, view orders on the request queue for a specific 

location, modality, or patient, cancel appointments/future orders, or block appointment slots, rooms or technologists.  

 

The application can be opened through the App Bar, using Launch or right-click an exam in another RadNet application. 
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SCHEDULING AN APPOINTMENT 

 

In the Scheduling Appointment Book, 

switch from the Books tab to the 

Appointment tab 

 

 

 

 

Type the modality code (below) into the 

Appointment type box then press enter. All 

orders have been grouped into an Appointment 

type category. All appointment types by 

modality can be viewed in Appendix A. 

Scheduling Appointment Types.  

 

SCHEDULING MODALITY CODES 

BMD – Bone Mineral Densitometry CT  – Computed Tomography IR – Interventional Radiology 

MG – Mammography MRI – 
Magnetic Resonance 
Imaging 

NM – Nuclear Medicine 

US – Ultrasound/Echocardiography VL – Vascular Lab XR – X-ray 
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A list of appointment types for that modality code will open.  

 

Highlight the appropriate appointment type.  

Select OK 

 

 

 

 

 

 

 

Choose the appointment location from the 

dropdown. Only locations where the appointment 

can be done will populate in the Appointment 

Location dropdown.  
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Type the patient’s name into the Person Name 

box, or click the three dots beside the box to 

search by MRN. 

 

 

 

 

 

The Person Search window will open.  

 

Type in first name, last name, and/or MRN, then press Search. 
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Select the correct patient but DO NOT 

choose an encounter unless it has 

been confirmed that the encounter will 

still be active (i.e. emergency or 

inpatient encounter) at the time of 

imaging. 

 

Click OK. 

 

 

 

 

 

Enter the ordering physician, searching by last name.  

Enter the reason for exam. Change the priority if 

necessary. The default is routine.  

 

 

Patient Selection 

Encounter Selection 
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Then click MOVE.  

 

 

 

 

Appointment attributes window 

will open. A list of all exams 

associated with the originally 

selected appointment type will 

be in the bottom box. Double 

click on the appropriate one.  

  

Double click on the exam to 

choose it. Then the information 

should move to the box on the 

right. The information that you 

have already entered should 

flow over. You will need to 

select the scheduling location. 

Click OK. 
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The appointment will 

move into the work in 

progress box.  

 

 

 

 

Click suggest. This will suggest appointment dates 

and times based on the scheduling template.   

 

Note: If  “Schedule” is clicked instead of “Suggest”, the 
appointment will be manually scheduled into the first 
available appointment slot, even if it is not the 
appropriate slot for that appointment type. Warnings 
can be overridden when it is not an appropriate 
appointment slot or time frame. 
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Suggested schedules window 

opens. The following fields 

may be modified to change 

what appointments are 

suggested: 

 

• Date range 

• Available days of the 

week 

• Date exceptions 

• Time range  

• Time restrictions (i.e. 

AM Only) 

Then select suggest. 
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A list of appointment time options will populate in the 

box on the right.  

Double click on the appointment time that you want to 

choose.  

 

 

 

 

A check mark should appear beside the 

selected appointment date and time.  

 

Click OK. 

The books in the “Work in 

Progress” window will turn RED 
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The appointment will appear 

in the time-slot on the grid at 

the bottom with a “pending 

status”. 

 

 

 

 

 

 

 

 

 

 

Click Confirm beside Work in progress box.  
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Confirmation window will pop up with the prep for this 

appointment if applicable.  

 

Click OK.  

 

 

 

 

 

Encounter selection window will pop up. 

 

Choose the “Add Enc” button  
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Available Conversations window will open.  

Choose pre-admit from the dropdown and click OK. 

 

 

 

 

Organization window may open. Choose correct facility then click 

OK. 
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Pre-admit window opens.  

 

 

Click the encounter 

information tab.  

 

 

 

 

Choose the medical 

service from the drop-

down menu. Select  

“Diagnostic Imaging” 

unless it is an invasive 

procedure in which case it 

will be “DI/Surg Invasive 

Procedure”.  
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Click Ok. This is the confirmation window that fires.  

 

Click Ok. 

 

 

SCHEDULING FROM THE “FUTURE BOOK” 

This is similar to scheduling from the Order Queue in GE Centricity RIS. Click the “eye in the sky” icon. The actual name 

of the icon is “Appointment Inquiry”.  

 

 

 

 
Find the “Request List” tab by using the arrows  
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In the inquiry box, choose the queue from the drop-down. “Request by 

Queue” are request queues by Site and Modality; “Request by Appointment 

Type” is by a specific appointment type across all sites.   

 

 

 

 

 

 

In the “Request List Queues” box, choose the appropriate “Future Book”.  

 

Then click Find and a list of future orders will populate.  
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Locate the order and patient and click on it.  

Right click and select from the list “Complete Request” or 

“Schedule”.  

 

 

Then “Appointment Attributes” window fires. Follow the schedule 

instructions to book this appointment.  

 

Note: If the location of the appointment needs to be changed (ie: CT in the QEH Future Book but ends up being 

performed at PCH), the location can be switched in the Appointment Tab and moved into the Work in Progress tab. 

 
 

This will change the location to the new appointment location selected.  
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BLOCKING SCHEDULES  

Note: Ensure that scheduled appointments in the blocked slots are rescheduled before slots are blocked. 

 

In scheduling appointment book, 

navigate to the “Books” tab then 

click “Bookshelf”. 

 

 

 

 

 

 

 

To open a book within a bookshelf, click the + beside the bookshelf, then select 

the book and click OK. 
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Use the calendar to select the day that requires a blocked 

appointment slot. 

 

Double click a slot in the resource (room) that needs to be blocked. 

 

The Appointment tab will populate. 

 

 

 

 

 

 

 

Choose “Block Appointment” in the appointment type box, then click 

OK and choose appointment location if necessary. 

 

Click Move 
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 In Work in Progress box, click Schedule  

 

 

 

 

 

The Schedule – Block Appointment window will open 

 

Set the start Time and duration 

 

Click OK then Confirm in the Work in progress box. 

 

 

 To cancel a blocked appointment, Right-click on the appointment and go to actions and then cancel. 
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The Cancel box will open. 

 

Choose the most appropriate cancel reason from the drop down. 

 

Click OK 

 

 

 

  

  

RESCHEDULING APPOINTMENTS 

 

 

 

Navigate to the book with the appointment that needs 

to be rescheduled.  

Right click on the appointment 

Hover over Actions, then click Reschedule 

 

 

 



Version: August 2026 RadNet Supervisor Manual    31 
 

Existing Encounter window will open.  

 

Click Yes to keep the previously created PreAdmit Encounter.  

 

Click No to change the encounter. This step is completed during the 

appointment confirmation step. 

 

 

 

 

Confirm the required scheduling fields. Modify as 

necessary 

 

 

 

 

 

 

 

 

Reschedule the appointment using steps in Scheduling an Appointment section.  
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REMOVE EXAM 

 

This application is used if an exam must be completely removed. For example, a completed exam that was completed on 

the wrong patient or changing the ordering physician after an exam has been finalized by the radiologist.  

 

Note: Before removing an exam, ensure: 1) the correct order was completed on the correct patient with the 

correct encounter; 2) PACS has moved the images from the wrong exam/accession # to the correct accession #. 

 

 

 

In Remove Exam, click the 

magnifying glass to search the 

patient by MRN.  
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Click the exam that needs to be removed 

and select the most appropriate remove 

reason from the dropdown at the bottom. 

 

 

 

Click remove. 

 

 

A warning will pop up.  

Click Yes. 
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CHARGE VIEWER 

Use this App to view the fee codes that have dropped for finalized exams.  
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VIEW CHARGES BY PATIENT 

Type of the last name of the patient in the “Person name:” box and press enter  

 

The Encounter Search window will open. Search by MRN or patient name. Click encounter and press OK or press All 

encounters  
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Filter Options window will open. Filter options include: 

• Service date range 

• Charge type (e.g. Bill Only) 

• Organization 

• Process Flag 

Once all filters are selected, click OK 

 

 

 

A list of exams with associated charges will populate. 

Click the black arrow to drop down the codes for that exam 
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VIEW CHARGES BY FACILITY 

 

 

Change to Department search by hovering over View then clicking Department. Charges may be 

viewed as detailed above. 

 

 

 

 

CHARGE VIEWER OPTIONS 

 

 

Department view or Person view can be set as the default view 

by choosing Options then selecting Department/Person under 

Default Startup Mode  

 

Search window type can be selected under Encounter Access 

 

Check Save as default. 
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PRINTING CHARGES 

 

Hover over task, then click print to print the list of charges.  
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WORKLOAD VIEWER 

 

Use this App to view the Workload that drops for exams.  
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VIEWING WORKLOAD BY PATIENT 

Type of the last name of the patient in the “Person name:” box and press enter  

 

The Encounter Search window will open. Search by MRN or patient name. Click encounter and press OK or press All 

encounters  
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Workload Filters window will open. 

This window can be opened at any 

time by clicking View->Filter 

Options. Workload Filters include: 

• Service date range 

• Accession number 

• Personnel id 

• Admit type 

• Workload type 

• Bill item 

• Service resource 

• Indicators 

Select filters then click OK. 

 

  

 

 

 

A list of exams for that patient 

will populate.  
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VIEWING WORKLOAD BY DEPARTMENT 

 

 

Change search by hovering over View then choosing By Department 

 

 

 

 

The Workload Filters window will automatically open.  

 

Filters can be selected as described above.  

 

Check the Service Resource box. Double click on the 

resource in the drop down to choose it (Facility, Modality 

or Room). 

 

Once all filters are selected, click OK. 
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CREDIT OR DELETE WORKLOAD 

 

Click a workload charge on the list, then choose the Credit Workload icon  

 

 

The Credit Reason window will open. Choose the appropriate reason from the drop 

down menu and leave a note explaining why the workload is being credited (e.g. wrong 

bill only code selected, incorrect quantity added).  

Click OK 

 

 

 

 

 

An additional line will be created with the same workload code, description and accession number. The type will be 

“Credited” and the quantity will be “-1”.  
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To remove a workload charge, click the Delete Workload icon.  

 

A warning will pop up. Click OK 

 

The workload charge will disappear from the list.  

 

 

 

PRINT WORKLOAD 

 

 

To print the list of workload charges, hover over Task then click Print  
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REPORTING PORTAL 

 

Use this App to view, print and save reports. This may also be referred to as DA2 Reports.  
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VIEWING REPORTS - RUN 

 

Click on the report then choose Run to view the report right away.

 

 

 

Click Run. A window will open. 

 

Certain information may be included in the report. Each report has 

different options.  

The date/time of the information must also be chosen. 

 

Click Execute  
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A report will be generated. 

 

Filters are available on the left side. Each report will have different filters. Ctrl+click to select multiple criteria within a filter 

category. Click the green pencil  to remove filters. 
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Click and drag on the column headers to reorganize the information. 

 

Above, the data is now sorted by Cancel Reason instead of Site. 
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Click and drag column headers to the upper portion of the screen to hide the data from those columns. 
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Click the – to collapse the rows of data. Row totals may be viewed. 

 

 

 

Right click on a column header to print the report or export it is an Excel or CSV 

file. 
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VIEWING REPORTS – RUN IN BACKGROUND 

Run in Background to export or print reports. 

 

Choose the display type. 

 

Then choose location to save it.  
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To print queue, use the “back end” print queue name: 

Examples 

 
 

Click next and then choose your parameters as above.  

 

Click Finish. 
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CREATING FAVORITE REPORTS 

 

 

 

Click the star beside the report. 

 

 

 

 

The report will now be under the “My Favorites” tab. This is 

specific to each user.  
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REPORT REQUEST MAINTENANCE 

 

Use this application to verify that radiologist reports have been sent to the physician(s) or printed as expected.  

 
 

Choose search criteria. If a more specific report is needed, click “Advanced Search” to filter the search.  
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Right click on a failed report to Resubmit it. 
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APPENDICES 
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APPENDIX A. SCHEDULING APPOINTMENT TYPES 

BMD Appointment Types  MRI Appointment Types  US Appointment Types 

BMD Bone Mineral Densitometry  MRI ABDOMEN  US Biopsy 

  MRI BREAST  US Body 

CT Appointment Types  MRI HEAD/FACE/NECK  US Breast/Axilla 

CT Angio   MRI LOWER EXTREMITY  US Echo 
CT Body  MRI MISCELLANEOUS  US Extremity 
CT Extremity  MRI PELVIS  US Head/Face/Neck 
CT HEAD/FACE/NECK  MRI Spine  US Interventional 
CT Interventional  MRI THORACIC CAGE  US Pregnancy 
CT Spine  MRI UPPER EXTREMITY  US Biopsy 

    US Body 

IR Appointment Types  NM Appointment Types   

FL Imaging   NM Cardiovascular  XR Appointment Types 

IR Biopsy  NM Endocrine  XR Chest/Abdomen 
IR Drain/Non-Vasc Cath or Stent  NM Generic  XR FLUORO 
IR Endo  NM GI  XR Head/Neck 
IR Other Procedure  NM GU  XR Lower Extremity 
IR Tube Insert/Change  NM Infection/Inflammatory  XR Miscellaneous 

  NM Lung  XR OR 

MG Appointment Types  NM Oncology  XR Pelvic Girdle 

MG Diagnostic  NM Skeletal  XR Shoulder Girdle 
MG Interventional  NM Therapy  XR Spine 

MG Screening    XR Upper Extremity 

    XR Whole Body 
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