
 

Last updated: 12/07/2023  Page 1
  

Request an Imaging Exam 

This crib sheet shows you how to request Radiology Tests 

Select the Radiology tab 

 

Tick an Exam e.g. XR 
Chest 

 

Complete the details in the exam e.g. Reason for Exam, Priority, Patient Travel, 
Transportation Risks and Is this required at a time in the future? 

Selecting Yes and clicking OK for Is this required at a time in the future? will launch a 
free text and date selection box for planned waits on the next screen 
 

The information required will differ for each exam 

Click OK 
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Request an Imaging Exam 

We’re now going to 
search for a Radiology 
exam, click on the 
Search tab 

 

Enter a search term in 
the Name field 

 

Scroll down and click on 
the Search button 

 

Any tests containing the search term are returned 

Tick an Exam e.g. MRI 
Spine lumbar and sacral 

 

Complete the details in the exam e.g. Reason for Exam, Priority, Patient Travel, 
Transportation Risks and Is this required at a time in the future? 

Selecting Yes and clicking OK for Is this required at a time in the future? will launch a 
free text and date selection box for planned waits on the next screen 
 

The information required will differ for each exam 
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Request an Imaging Exam 

Click OK 

 

Plus (+) tests 

A plus test is a test that will sit truck and trailer with another test to avoid clinical details 
being entered in twice, or for radiology administrative purposes. 

For example a CT HEAD and CSPINE is being requested at the same time. The CSPINE 
is an additional test and creates a pop up informing the user to enter the clinical detail for 
the spine (as well as the head) on the next page. 

Plus tests should never be used by themselves to request a test, and are only used to 
reduce clinical input or for radiology administration purposes 

For this example, select 
the CT tab and from the 
CT Trauma section click 
on the Plus Test CT - 
TRAUMA HEAD 
including CSPINE 
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Click on OK 

 

Enter the details and 
click on OK 

 

Both tests will show 
ticked  

Once all tests have been 
selected, click on 
Continue with 
request… 

 

Under the General 
Details, enter the Bleep / 
Contact No: 

 

 Requesting Consultant / GP:  If a consultant is logging in, it will default to their own 
name as requesting consultant. For anyone else using the system they will need to select 
the requesting consultant 



 

Last updated: 12/07/2023  Page 5
  

Request an Imaging Exam 

Select the Requesting 
Consultant / GP: (...) 
button 

 

Enter the Surname in the 
Search box and click on 
the Search button  

Select the correct 
clinician 

 

Location will pull through as this was selected when logging into the system. 
 
Order Details will show as ‘Previously Selected’ as this was selected when requesting the 
tests earlier. 
 

 

Select Accept Request 
to continue  

The message will come 
up to confirm that Your 
request is complete 

 

The request is now 
complete and is sent to 
Radiology  

IMPORTANT  Please use View Requests By Patient to check that the patient’s order 
has been submitted. Look at the guide View Requests By Patient for more details 

To exit the system, select 
Log Off  
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Select Log off and close 
window 

 

 


