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PURPOSE:  

To provide guidelines for entry of providers into the Imagecast system.  To maintain data integrity of 
the provider database.  To outline the process for the use of the Missing Provider workflow. 

PROCESS: 

If a provider is not in the provider dictionary at the time of scheduling, the scheduler will use the 
provider “Missing, Provider.”  The scheduler will type as much information available in the comment 
field and then notify the appropriate person in their section of its use via email.  In addition a report will 
run through out the day searching for any patients with “Missing, Provider” and print to a designated 
person.  This designee will be responsible for updating the provider dictionary with all of the necessary 
pieces of information.   

PROCEDURE: 

Perform the following steps: 

1. Go to Sys Admin 
2. Select Dictionaries 
3. Scroll to Provider and select 

 
Provider  
 

1. Type in the physician name (last name, first name) in Proper Case. 
2. Hit Ellipsis button (or Tab) 
3. If new physician, a box will pop up with physician not found 

Use the Edit button if you need to edit the name you entered when doing the lookup. 
If a physician with the same name if found, determine they are 2 different people (versus 
needing the address updated) and click the “Add New” button to create a new provider 
with the same name. 

4. Title: Put the provider’s title (Jr, II,, III, etc.)  
5. SSN: Leave blank 
6. Comments: Enter “New, date added, your name” 

 
Review the following boxes and place a check next to them if appropriate: 
 
7. Is PCP:  Leave blank 
8. Can Be Attending: if they are an attending physician or a fellow that has ordering 

privileges.  This can be determined by the Orca Position column on the selection window 
that follows looking up the provider.  If “Ordersnonauth”  they must have an attending 
listed to co-sign.  If “Ordersauth”, no cosigner is needed – check “Can Be Attending. 

9. Force Signature Code Change:  Leave the box unchecked 
10. User ID:  Leave the box unchecked 
11. Is Resident: if they are a resident (or not an attending) check this box.  The check is 

needed for them to be able to place orders.  It is ok to leave the begin & end date blank. 
12. Can Order Exams:  Check this box for all providers  



13. UPIN#: Leave Blank 
14. NPI#: Copy from PUMA or the NPI registry.  If unknown, leave blank. 

 
 
Locations: 
 

1. Click the Add New button to the right of the screen, an address window will pop up.   
 

2. If they are a UW Medicine provider, select the following from the ellipsis button by 
Locations and add information as needed : 

 
 

Or a UWNC clinic provider: 

 
 

 
 



For an outside provider use the following format: 
 

 
 

 
3. Email:  Leave blank 
4. Passphrase: Leave blank 
5. Hit Save 

 
Sub-specialty:  
This is for providers that have dictating privileges in Imagecast.  Select the radiologist’s sub-
specialty (Neuro, body, chest, etc.)  
 
Credentials:   
Select the provider’s credentials (MD, ARNP, PA, etc.).  Call the radiology help phone if the 
correct credentials are not available and we will add them. 
 
Organization Groups:   

1. Use the drop down menu to select “Enterprise” 
2. Hit the plus + (add) button. (Everyone gets “Enterprise) 

 
Organization specifics for Enterprise: 
 

1. Provider #:  Enter the provider’s EPIC ID as listed in PUMA. 
This change is new starting 11/14/2017.  Before that continue to use the Billing # or 
Med Staff #. The EPIC ID can be found in the “Epic Detail” section, see below. 

                     
 

2. Financial #:  Leave blank 
3. Service:  Select the provider’s specialty if known (Oncology, Orthopedics, 

Anesthesia, Surgeon, etc.) 
4. Is Technologist:  Leave blank 
5. Is Schedulable:  Leave blank 
6. Can Interpret:  Leave blank 
7. Can Borrow:  Check this box 

(not a critical entry since we no longer track loaned films) 
a. Borrower ID: leave blank 
b. Loan Period:  7 days for internal providers, 30 days for external providers  



c. Mail out: Leave blank 
d. Delinquent:  Leave blank  
e. In House:  Check box if internal provider 
f. Loan Label Comment:  Leave blank 
g. Alert If exam Cancel:  Leave both boxes empty 
h. Exam Approval:  Leave blank 

 
 
 
Report Distribution:  
For internal providers who will look up the reports in EPIC, ORCA, or Mindscape:  
 Select No Reports 

  
  
 
For external providers, use the following format: 
(Be sure you entered a FAX number under location.) Also, take out the 2 batch creation 
selections – green arrows. 

  
 

  
 



At this point, return to the top of the form and select: 
1. Click Add New to save 

 
 



PUMA 
The Puma Provider Database is a UWMedicine resource.  Providers must have the same NPI in 
Imagecast as they do in PUMA or billing will reject.  We only need NPI information on providers 
that are ordering exams.  For example, if a report is going to be cc’d to a provider, an NPI would 
not be required but should be entered if found. 
 
If you have more recent information than what you see in PUMA you must sent them an email so 
they can update their system. pmghelp@u.washington.edu 
 
The link to puma is: 
https://know1.mcis.washington.edu/proj_puma_provider/services/lookupForm.asp 
(To gain access to the puma database the supervisor needs call campus IT and request access 
to view only)  
 
NPI 
The Provider’s NPI must be accurate.  The following resource may be used to find or verify: 
https://npiregistry.cms.hhs.gov/ 
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