
Process for registering patients in BIS 

When you log into BIS this is your home screen. To register a patient you will click on the patient in the 

list and then click on the blue “Register” button. 

 

 

Check and update all pertinent fields for the patient. 

 

 



To change physician information click on the “Referring Physician” or “CC physician” field and enter in 

the physician’s name. You don’t need to enter the full name as the system will search based on as little 

as two letters. To select the appropriate physician click on their name. If the patient doesn’t not have a 

physician then tick off the box for “Confirm no family physician” and this will autofill the physician field 

to indicate such. 

 

 

The word bubble is where users can leave notes. To leave a note click on the word bubble and then a 

pop up box will appear where you can type a free text note. When there is a note in the box there will 

be three lines in the word bubble.  

 



If you need to change the type of exam the patient is booked for click on the “Procedure” drop down list 

and all of the procedure types will appear and can be selected by clicking on the appropriate one. 

 

 

Once you have verified/made changes to the demographic information click on the blue “Register” 

button. You then have the option to print off the technologist’s back sheet if your site uses it. To print 

this off click on the “Print” button. You also have a drop down list of printers for your site to choose 

from. To change the printer you want to print to click on the printer drop down menu and select the 

appropriate printer. 

 



The “Daily Appointments” list will show you all of the patients booked for any given day and is where 

you would print off all of the diagnostic requisitions for the radiologist. 

 

 

You can search by date by manually selecting the date or you can use the “Prev. day” or “Next day” 

buttons. You can change your site by clicking on the “Sites” drop down menu.  

 

 

 



To print off your diagnostic requisitions as a batch click on the “Reqs” button at the bottom of the page. 

It will print off all patients on your Daily Appointment list who are highlighted in either red or blue. If a 

patient is not highlighted in red or blue it means there is no req saved for this patient and the Central 

Booking office will need to be contacted so they can rectify this. 

 

 

 

Depending on the number of requisitions to be printed it may take a few minutes to generate them. 

Once they are ready to be printed you will see a pop-up box of all the requisitions. Click on the print icon 

in the upper right hand corner to print them.  

 



To individually print off a diagnostic requisition click on the patient’s name highlighted in red or blue. 

The requisition will then appear in a pop up box, click on the print icon in the upper right hand corner of 

the pop up box to print the requisition. 

 

 

To print off the Daily appointment list click on the “Print” button. You also have additional tick buttons 

at the bottom of the page which will change what information you want to have on the print offs. 

 

 

 



To process a Walk-in click on the “Process a Walk-In” button.  

 

 

Select the appropriate procedure from the “Procedure” drop down list.  

 

 

 

 

 



Search for the patient using the search fields, click on the patient’s name and then click on “Continue”.   

 

 

Fill in and/or update the demographic information on the patient and then click on “Create Appt.”. 

 

 

 

 

 



Click on either “Print” or “Do not print anything” depending on whether or not your site uses the 

technologist’s back sheet. 

 

 

At this point you have just created the appointment for the walk-in patient but have not registered 

them. You will now see the walk-in patient appear in the list of patients to be registered on your home 

page. You can now proceed with the normal registration process. 

 

 



To edit a past registration, click on the “View/Edit Registrations” button. 

 

 

Search for the patient, select the appropriate visit from the list then click “Proceed”. 

 

 

 



Edit which field is incorrect or needs to be updated and then click on “Update”.  

This is also where you would cancelled a patient who may have been erroneously registered. To cancel a 

registered patient click on the “Cancel Visit?” option for “No”. 

 

 

If after registering a patient you need to update their demographic or physician information you can do 

this by clicking on “View/Edit Client records”.  

 



Search for the patient, click on their name and then click on “Proceed”. 

 

 

Update the appropriate fields and then click on “Save”. 

 

 



To look up to a patient’s booked appointment click on “Locate a Booking”. 

 

 

Search for the patient, click on their name and then click on “Proceed”. 

 

 

 

 

 

 



All of the patient’s appointments are listed here. 

 

 

To view any screening or diagnostic report (diagnostic must have been reported in BIS) click on “View a 

Report”. 

 

 



 

Search for the patient, click on their name and the appropriate visit you want to view and then click on 

“Proceed”. 

 

 

You will then see the report and have the ability to print it off if needed by clicking on the printer icon in 

the upper right hand corner. 

 

 



 

If you need to look up any physician information, click on “Physician records”.  

 

 

You can search for the physician by full or partial name. Once entered click on “Search”, click on the 

appropriate name that appears and then click “View”.  

 

 

 



 

 

 

 

 


