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System Login
During the initial setup of your account with Intelligere, you will be sent a temporary password.
When you log into the system the first time, you will be prompted to change your password. If at
any time additional people need to obtain access, please contact us.
https://atrium.intelligeresolutions.com/scheduler
To login, enter your email address and password.
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Navigating Main Page (Dashboard)
1. Dashboard – Saved Filters
Once logged in, you will land on the Dashboard which is the main page of the system. This tab will
give you a snapshot of all ‘Today’s Jobs’ under the ‘Saved Filters’ category.

The other category located in the Dashboard under the ‘Saved Filters’ category shows all your
‘Unassigned Jobs’ that Intelligere is working on to secure an interpreter.
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2. Dashboard – Filter
The other tab located in the Dashboard is the ‘Filter’ which allows clients to create a customized
filter to search for jobs. After selecting your filter options, enter the filter name at the bottom of
the page and click the (+) blue plus to the right of the box to save the filter. The customized
filter will now display under the ‘Saved Filters’ tab below the standard ‘Today’s Jobs’ and
‘Unassigned Jobs’ tab.
a. Example of the ‘Filter’ page on the Dashboard:

b. Example of the customized filter displayd on the “Saved Filters’ page:
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Creating a New Appointment Request
1.

Add New Request

To add a new request to Atrium 10, from the Dashboard you may either click the 'Jobs'
menu at the top of the screen and then click 'Add New Request' or on the Dashboard, you
can click the (+) blue plus sign in the lower right corner:

2. Request Information
Once you click ‘Add New Request’ or click the (+) blue plus sign, the ‘Request
Information’ block will apear on the screen.
Important things to note:
1. The red asterisk marks are required fields. You cannot save the request until the required
fields are entered.
2. You may tab between the fields and use the keyboard to fill in information.
3. The Request Location Address, Request Type Details, Service Requested By, and
Attributes / Tags blocks will not be available until you enter the client information because
values in various fields and additional required fields will be determined by who the client
is.
a.
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Example of ‘Request Information’ page prior to entering client information:

b.

Example of ‘Request Information’ page after entering client information:

Intelligere recommends filling in the ‘Request Information’ block by the following steps:
1.
2.
3.
4.
5.
6.

Client: Start typing location or organizational name
a. Bill To: defaults to parent account (locked field)
Language: Start typing language – you must select language from drop-down
Interpretation Date: Select or type date of service request
Interpretation Time: Select or type start time of request
Est. Duration: Select estimated duration of request
Consumer: This box is a type ahead field and will make suggestions as you type. It is best
to search by date of birth (MM/DD/YYY) and then by name. If the consumer you are
looking for is not in the database, you can add them by clicking the (+) symbol to the right
of the consumer box. For a new consumer profile please provide the information below:
a. Basic Information
Note: *Required fields are identified with red asterisk.
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b. Address

c. Insurance Details
Note: * Required fields are identified with red asterisk. Insurance Information is
required even if individual does not have insurance. If the patient does not have
insurance, select NA in the ‘Insurance Name’ field.
When all the information you have regarding the patient is filled in for each tab, click
the green ‘Finish’ button at the bottom of the block and close the profile. Now you
must go back and type the consumer info in the ‘Consumer’ field under the
‘Request Information’ block and select that person. Once this patient has been
added, they are automatically saved into your patient database for future
appointments.
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7. Request Type: ‘Request Type’ field will default to the option most utilized by your
company. If the default is not correct for a specific appointment, you can change the
‘Request Type’ field to the option most appropriate for the appointment.

3. Request Location Address
The appointment location defaults to the address of the client. If the appointment is at a different
location, unclick the ‘Client Address’ box and enter the correct information, including the nine-digit
zip code. You can also check the ‘Consumer Address’ box to autofill with the consumers saved
information.

4. Request Type Details
The ‘Request Type Details’ block will vary in content based on the option selected under the
‘Request Type’ dropdown in the ‘Request Information’ block above.
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a.

Example of Medical Appearance Request Type:

b.

Example of Home Visit Request Type:

5. Service Requested By
The ‘Service Requested By’ block allows you to enter the appointment creator’s name and contact
information.
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6. Service Details
Service Details (important to complete) is where you document the nature of the appointment or
any other important information under the ‘Description’ field. This field allows you to provide the
interpreter an idea of what the appointment will entail. (ex: Surgery on the left hand, Surgery will
be from 11am-1pm). The more information provided the better prepared the interpreter can be.
You can also add your contact information (name, email address, and phone number), which will
store for future requests.
Client can select a preferred interpreter if the patient has a specific interpreter they would like for
this request. Type the preferred interpreter’s name in the ‘Client Pref Interpreter’ field. This is a
type ahead field. Begin typing the name, select the preferred interpreters name when it pops up
and it will populate the field.

7. Attributes / Tags
Note: This block does NOT need to be entered. The ‘Attributes / Tags’ block is maintained by
Intelligere and will automatically populate with information provided at the time the client account
is setup.

8. Save
After you have entered all the information, hit the green ‘Save’ button in the upper right-hand
corner and then close the request form. You may want to make note of the job number for later
reference.
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Cancelling (Void) an Open Appointment
Note: This function is available up to 24 hours before the appointment. You may also only make
changes to an existing appointment upto 12 hour in advance of the appointment.
Find and open the appointment request you need to cancel on the Dashboard page. Click the
‘Void’ button in the upper right corner of the page.

After clicking the ‘Void’ button, a popup will appear asking ‘Are You Sure You Want To Void?’.
Select the appropriate void option along with the void reason and click the green ‘Void’ button in
the bottom right corner of the popup.
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Creating a Duplicate (Copy) Appointment
Note: Please do not copy past appointments. Also, the ‘Service Details’ block will not be copied
into the duplicate job. Please copy and paste those into the new jobs if applicable.
If you have a duplicate request, open an existing appointment from the Dashboard or create the
initial appointment as explained under the ‘Creating a New Appointment Request’ section above.
Once the request is saved click the ‘Copy’ button in the upper right corner. By copying the job, a
new appointment request will appear with all the same information, minus the date. Select the
appropriate date and then you may edit the time, or any other information. Once completed, click
‘Save’ in the upper right corner.

Page | 12

Creating a Multi-Date (Repeat) Appointment
Note: The ‘Service Details’ block will not be copied into the duplicate job. Please copy and paste
those into the new jobs if applicable.
If you have a multi-date appointment request, open an existing appointment from the Dashboard
or create the initial appointment as explained under the ‘Creating a New Appointment Request’
section above.
Next, click the ‘Repeat’ button in the upper right corner of the page. A calendar will appear, and
you can highlight all of the requested dates of service. These appointments will be scheduled for
the same time. After you have selected the necessary dates, click ‘Save Schedule’ in the lower
left corner of page. You will then be taken back to the summary screen of the original
appointment. Click on the ‘Repeat’ button in the upper right corner again, and then click on the
‘Scheduled Jobs’ tab at the top of the screen. You will be provided with a list of job numbers for
these requests.
a. Example of ‘Repeat’ button in upper right corner:

b. Example of the calendar view page:

c. Example of the summary of scheduled jobs page:
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