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IDX is CASE SENSITIVE

All data must be entered in capital letters!

LOGGING IN TO IDX

Enter your Username and Password.
Press the Enter key to be taken to the next screen.
IDX is case sensitive.
You must type in all CAPS.
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The next screen will vary by user based on their profile.
To view a patient’s registration and appointments choose SCH.
Press the Enter key to be taken to the next screen.
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At this screen you can enter a ? to see your list of options.

Choose function 49- Patient Inquiry.

Press the Enter key to be taken to the next screen.
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This is the patient look up screen.

You may look up a patient by the following methods:

Partial Name- Type in the first few letters of the last name, comma with no space, and the first few letters of the first name.
Medical Record Number (MRN)- Type M or . (period) and then enter the patients MRN.
Social Security Number (SSN)- Type S and the patient’s 9 digit SSN.
Phone Number- Type A and the patient’s full 10 digit phone number.
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Once you have entered your information you may be given a list of patients that match your criteria.

Type in the number of the patient of your choice and hit Enter.

You will now be taken to the Patient Inquiry screen.
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From the Patient Inquiry screen you are able to view the patient’s appointments, demographics, invoices and visits.
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To view the patient’s demographics use action code D- Demo,Ins,Case Info.

1) Will show you the patient’s registration information.

2) Will show you the patient’s insurance history screen

3) Will show you the patient’s cases, if any.
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Registration- Use the Page Up and Page Down keys to move from screen to screen.

To exit press F7 Q.
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FSCs Only-

This is a history window containing all of the patient’s insurance.

In the example below, the patient has Medicare effective 1/1/10, Medicaid which terminated on 1/31/09 and Research effective 1/1/10.

Action code V-View will allow you to view the billing information under each of these insurance FSCs.
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A-Appointments
This screen will show you all of the patient’s appointments.

In the example below the appointment for 1/23/09 was cancelled. The appointment for 10/11/10 is pending.

Use D-View Detail or V-View ADF to see additional information.
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V-Visits

This screen will show you all of the patient’s visits.

An appointment creates a visit 7 days prior to the date of service.

A- Admission Inquiry will show you the details behind the visit.

P- Plan Inquiry will show you the insurance that is linked to the visit.

R- Registration Inquiry will show you the patients demographic information.
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I-Invoices

BAR group number = 29
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