
eHCS How to set up a New Rendering Doctor 

 

Figure 1 Select the Rendering Doctors Program to Start 

 
 

1. Click Rendering Doctors System Tab 
2. From the Rendering Provider Search page, click Add button 
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Figure 2 Complete the Provider Demographics Data Entry Page (1 of 2) 

 
 

1. Enter all the provider demographic information needed 
2. Click Save when ready 
3. Once the page refreshes, click the Scheduling and Billing Information Page button  
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Figure 3 Complete the Provider Scheduling and Billing Data Page (2 of 2) 

 
 

1. Follow the numbered items shown on the image above 
2. When you have completed your data entry, click Add to list button 
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Figure 4 Select a Facility to Set Up an Appointment Book Profile  

 
 

1. When this page refreshes, click the pencil next to your service facility from the Edit / 
View a Provider’s Existing Location(s) list 

2. Click the Appt Schedule button as shown on the image above 
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Figure 5 Set Up Appointment Schedules from the Appointment Book Profile 
Window 

 
 
 
Note: If you are editing an existing schedule, click the pencil next the Effective date you 
want to edit 
 

1. If you are setting up a new appointment book, there will be no items shown in the 
Appointment Schedule List, so go directly to Effective Date and begin there 

a. If your appointment scheduler requires monthly changes, it is best to enter an 
effective and termination date so that users do not schedule into a new 
month where the provider schedules will differ 

2. Follow steps one though 9 
3. Click Add to List when you are finished 
4. If you are setting up multiple schedules with different effective and termination 

dates, always begin at Effective Date 

 Page 5 of 6 



eHCS How to set up a New Rendering Doctor 

Figure 6 Select Set Appt Doctor Order button 

 
 

1. Once you have set up your providers’ schedules, click Rendering Doctors system tab 
2. From this Renderer Search page, click the Set Appt Doctor Order button 

 

Figure 7 Set Doctor Apt Order Window 

1) Select the facility you 
will work with. 
 
Bill – in your case, 
select the second 
Women’s Health Care 
Clinic item 
 

2) Highlight (click) the 
name of the doctor you 
want to move 

3) Click the up or down 
button 

4) When you are satisfied 
with your arrangement, 
click Save button 

5) Click Close button when 
ready 
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