
Intermountain Medical Imaging 
Online Ordering Tutorial for 

Web Ordering 2.0

• No physical signatures required
• Support for users across multiple providers & practices

• Large Office synchronicity

…….let’s get started.



Online Ordering 
The Basics

 Visit our website: 
www.aboutimi.com

 Select the “Online 
Ordering” Link



Online Ordering 
Requesting An Account

 New to the system? You will be required to “request an 
account” 



Online Ordering
Requesting an Account

 Fill out required fields and submit request. You can add in 
requested providers now, or at a later date. 



Online Ordering 
Create Your Account

 Print the User 
Agreement PDF

 Fax completed & signed 
agreement to (208) 384-
9023

 Once approved and 
processed, we will email 
you your login and 
password

 In-service training 
session available up on 
request



Logging into Online 
Ordering

Here we go…



Logging into the system
 Already have an account? Enter your email address 

(login) and password and click the “login” button



Verify Account Information
 Click your name in the upper right hand corner and select “My Account” to 

find your account specifics. This is where you can request new providers, 
update your user name, email, primary phone, fax, and/or password. 



Adding Providers
 Go to “My Account” by clicking on your user profile in the 

right hand corner by the orders tab.  



Adding Providers
 To request a new provider, click on the “Request New 

Provider” link. Search for your requested provider, select 
and save! Once we receive updated PW, we will approve 
your providers and add them to your provider list. 



***Important Information About 
Account Maintenance

 Please remember that addition of any new provider after 
your initial account approval requires you to update your 
User Agreement PDF by including:
 New provider name and NPI number
 Initials and date of updated information

 Updated Online Ordering Account agreements can be 
faxed to 384-9023



Placing an IMI order
We’ve made it so easy!



Placing an Online Order
 Once logged in, you will see your order form options. Select from: 

 General Imaging
 CT Lung Screening
 Neuro/ENT
 PET 
 Lumbar Puncture
 Advanced Vein Therapy (AVT)



Select the Provider
 After you select the order, click on the drop down box 

to select the location and ordering provider and submit 
request to start creating the order!



Online Ordering - Sample Order



Select Type of Order
 Options Include:
 Call Patient to Schedule
 Order for Walk-In Patient (x-ray only)    ORDERING OPTIONS
 This is a corrected order
 Appt/Date time already scheduled 



Ordering Options Overview

Options Brief Description

Call Patient to 
Schedule

IMI will contact your patient directly to coordinate the appointment time.  
You will receive a confirmation email or fax notifying you of the appointment 
date, time and location.

Order for Walk-In 
Patient

Walk-in X-ray is available at our Meridian, Eagle, and Downtown locations.  
If you select this option, your patient can walk into any of these locations 
and will be seen.  Walk-in wait time is determined by how busy the modality 
schedule is for the site that day.  We encourage you to fax a copy of the 
order to the site if you know where your patient is going so we can have the 
information when the patient arrives.  

This is a Corrected 
Order

If you have sent us an order and need to change something, check this box 
and we will replace the previous order with the corrected order.

Appt Date/Time 
Scheduled

Check this box if you have already contacted IMI and scheduled an 
appointment for your patient.  Remember a written order is still required for 
all verbal orders.



Complete Demographic 
Information

 The date, provider name, provider contact (you) and the email will automatically be filled in 
when you select a provider from the previous screen

 Be sure to complete the patient name, date of birth (formatted mm/dd/yyyy), patient phone 
number, sex and indications

 As you see below, the providers signature is submitted electronically

ELECTRONIC SIGNATURE                      PATIENT INFORMATION                  AUTO FILLED DATA



Pre-Authorizations & Translator 
Services

 If your patient’s insurance requires a pre-authorization, please contact the insurance company 
prior to sending the order.  Please note the pre-authorization number on the order.

 IMI offers translator services.  If these services are needed, check the box below and note the 
language requested.  We will then have our translation service contact your patient to coordinate 
the appointment.  Depending on the exam, IMI will also have a translator available for the 
appointment.

“TRANSLATION NEEDED” CHECK BOX PRE-AUTHORIZATION #



Wet Read Requests
 If your provider would like to be notified of the results as soon as the report is available, be sure to list the name of 

the person to be contacted and the number where they can be contacted.  

 Wet Read vs. STAT Exam
 Wet Read – “I need this right now to determine course of treatment” i.e. broken leg, admittance to hospital 

due to pneumonia 
 STAT Exam – “Important, but not as serious as a wet read”
 ***Please note that in the case of Wet Reads, our radiologists will only contact your provider if there is a 

significant finding.  If there is no significant finding, our tech staff will notify you, personally.

WET READ REQUEST



Select Your Exam
 Choose an exam.  If the specific exam you are ordering is not listed, utilize the 

large box listed below the appropriate exam and write in the requested exam.

SELECT THE EXAM YOU WOULD LIKE TO ORDER OR WRITE IN



Note Any Special Requests
 If the provider has any special requests of the radiologists or 

has additional details pertinent to the exam, please note them 
in the “other requests” box located in the lower right hand 
corner.



MRI/CT Pop-up Box
 When ordering MRIs or CTs you will receive a pop-up box that 

reminds you we may need a creatinine level.

 If you have this information, please send it to IMI.



Submit Your Order
 Once you have completed each of the previous steps, click on 

the “submit and send” button in the lower right hand corner

 Please note, the order will not send unless all required fields 
have been completed. 

SUBMIT & SEND BUTTON



Processing Your Order
 Once you have clicked the “Submit and Send” button 

you will see a brief message at the top of your screen 
letting you know that your order has been created 
successfully. 



Order Confirmation
 After submitting your order, you will see an order 

summary which lists the basic details of your order as 
well as the option to print or download the order 
information.



Reviewing Submitted Orders 
and/or Re-ordering or 
Correcting an Order

So much you can do…



Review Submitted Orders
 Select “Orders” to access all submitted orders for your 

approved providers.



Search Components

 From the list of orders, you can search by Order number, 
date, patient name, provider name, user name, or status 
of the order. 

ORDER #     DATE               PATIENT    PROVIDER                   USER                      ORDER STATUS



Select the Order for Review
 Highlight the exam you would like to review, and click 



Reviewing Your Order
 The order summary will display the order status, as well as the option to 

duplicate or correct the order.

ORDER STATUS      EDIT ORDER       



Re-Order
 After selecting the order from the list, click ‘Edit’ to correct, 

create a new order, or duplicate the order for that particular 
patient. 



Correcting the Order Information
 The box for “Corrected Order” will automatically be checked so IMI 

knows you are making a change to the original order. 

 While here, you can:
 Add or remove exams
 Change patient information
 Change indications
 Add Prior Authorization information



Re-Submit Your Order
 Once you have completed each of the previous steps, click on the “submit and 

send” button. Your order summary will now show it as a corrected order, as 
well as a log of the order changes and dates. 



Further Questions After 
Using the Online 

Tutorial?
Please contact your Intermountain Medical 
Imaging Physician Liaison or email us at 

marketing@aboutIMI.com


