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Clicking on a topic below will take you directly to that page within this document.

Some features within this Reference Guide may not be enabled 
or available with your profile.

For additional questions about features that may not be included 
within your account, please contact your Account Manager.
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About this Reference Guide and Video Tutorials

This Reference Guide demonstrates the use of the My.Ontellus portal.

My.Ontellus video tutorials are available on demand within My.Ontellus and are located at the top right of the screen!. 
Video tutorials do appear on every page with the first video listed pertaining to the screen you are currently viewing if 
available.

Some features within this Reference Guide may not be enabled 
or available with your profile.

For additional questions about features that may not be included 
within your account, please contact your Account Manager.
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MY.ONTELLUS PORTAL
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What is

Fast, Smart, Secure, Online, My.Ontellus easily allows you to:

 Request Records
 View Status Updates and Tracking details
 Download Records
 Upload and Share Documents

Simple & Intuitive:

 The My.Ontellus design and workflow is simple and intuitive. Ontellus customers realize the benefits of using a portal like 
My.Ontellus to manage their cases and documents.

 Access 24/7 to review, download or distribute to interested parties
 A secure, centralized repository of case documents, organized for increased efficiency and reduced costs
 Upload records you have already obtained to be organized
 Order an expert witness
 Request a medical canvass

© 2022 Ontellus. All rights reserved.
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My.Ontellus – Secure Ordering/View Portal
Getting Started

1. To begin, navigate to www.ontellus.com.
2. Click “Login” in the upper right-hand corner of the screen.
3. Enter your login credentials and click “Login”.

4. Bookmark or save the Portal Login Page as a Favorite for ease of access.

1

2

3
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IMPORTANT - Portal Credentials:
Ontellus will send each user two separate Emails for security purposes.

 First Email: Contains username
 Second Email: Contains instructions for your first login

http://www.ontellus.com/


Navigation Pane /Menu Tree
& My Case Manager Home Page

MY.ONTELLUS PORTAL
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My.Ontellus – Secure Ordering/View Portal
Navigation Pane / Menu Tree

The Navigation Pane / Menu Tree on the left will allow you to see 
specific areas of the My.Ontellus Portal.

Your Client Service Specialist’s Name will appear here. 
Use the “Click to Email” to email directly.
“Click to Chat” to chat with an operator.

Some features within this Reference Guide may not be enabled 
or available with your profile.

For additional questions about features that may not be included 
within your account, please contact your Account Manager.

© 2022 Ontellus. All rights reserved.
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Click on the 
“Profile Icon” 

to Logout.



My.Ontellus Portal
My Case Manager Home Page

The “My Case Manager” is the home screen that is a comprehensive view of all your cases or claims in the My.Ontellus™
Portal.

1. In the “My Case Manager” tab, locate your order.
 Search and view your cases by Order Number, Records Of, Claim Number or Firm File Number to more easily locate 

your order.

Click the “Order No.”, in Orange Text, to check 
the status, download records, view the 
SmartChron™, add to the order, cancel an 
order or upload a file.

Use the “Add” button to quickly 
add a location, file, or parties to 
the existing case.

Use the “Copy” button to copy the 
shell of this order and place a new 
one.

1
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Online Ordering

EASY. FAST. EFFICIENT
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Ordering Records

1. To start a new record retrieval order, click “Order Records”. This is where the order form is located.
2. Click “Authorization” or “Subpoena” to begin the order.
3. If you would like to request a Medical or Social Canvass to determine when or where a patient may have received 

treatment or identify a person’s public social media accounts, click “Medical Canvass” or “Social Canvass”.

1

2

© 2022 Ontellus. All rights reserved.
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Ordering Records - Authorization
Records Subject Information

Complete applicable fields for the Records 
Subject (Patient) Information.
Fields with an asterisk (*) are required.

1. Select “Business Records Request” to indicate 
as such.

2. Select “Case Type” from the drop-down menu.

3. Enter the Subject’s Name
• Should include the full legal name of the 

person or business you are requesting 
records for.

4. Enter the DOB
 Use calendar icon to enter dates or type 

into a format of xx/xx/xxxx.
5. Enter the SSN

 Select the appropriate option of 
entering either Full SSN or the Last 
4 digits.

6. Begin typing the State where the subject resides 
and select the pre-filled match.

1

2

4

5

3

6
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Ordering Records - Authorization
Case Information

Complete the Case Style fields.

1. Enter the Plaintiff Name.
2. Enter the Defendant Name.
3. The “Remarks” box is a text-free area to share 

any notes pertinent to this case.
• Remarks will be shared with our Order 

Team to help instruct them on specifics of 
the request.

4. If you have a trial, mediation, or deposition, 
date enter the information in the “Trial Date” 
field. This field is not required.

5. *To expedite an order, click the “Rush”
checkbox.

6. Click “Next” to continue.

1

2

3

4

5 6

*A RUSH request is defined as a request that needs expedited service throughout each part of the retrieval process, versus a standard order, due to time restraints 
or specific deadlines. When an order is placed on a RUSH, it is routed through a RUSH queue that is handled by a specific RUSH team, whose main focus is to 
make forward progress with the RUSH requests and to drive records in-house in an expedited fashion.

Party A

© 2022 Ontellus. All rights reserved.
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Ordering Records - Authorization
Location Information

1. To enter the location from which you would 
like records from, begin typing the facility 
name on the Locations Information Page.

2. As you type, a search will be preformed 
within our database for matching verified 
providers.
 The Ontellus portal houses a robust 

database of verified provider/custodian 
locations nationwide. With hundreds of 
thousands of locations stored in the 
database, Ontellus ensures the request is 
sent to the correct custodian which is a 
prerequisite for timely follow up and 
production of records. To narrow a 
search, continue typing.

3. Click on the location that matches what 
you are looking for.
 Selecting the correct location will help in

retrieving records within a timely manner.
 If a verified match is selected, the 

remaining fields will auto-populate.
 If there are no matching facilities, you 

will need to fill in the required fields.

1

2

3

© 2022 Ontellus. All rights reserved.
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Ordering Records - Authorization
Location Information

1.  Select “Do not substitute the address 
entered below” if entering your own 
address that is not within our verified 
database of facilities.

2.     Type the “State” and select from the pre-
filled match.

 
3.     Scroll down to complete the remaining 

sections.

1

2

© 2022 Ontellus. All rights reserved.
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Ordering Records - Authorization
Location Scope

1
1. Enter the date range that you are 

requesting records from. (Ex: Date of 
Loss to Present); or, if you would like 
the facility to produce all records for 
that patient, check the box to the left 
of “Any and all records”.

© 2022 Ontellus. All rights reserved.
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Ordering Records - Authorization
Location Scope

1

2

3

1. Select the “Record Type” for the 
location from the dropdown. This is 
required for every order.

2. The Scope Details section will auto- 
populate, broken out by each Record 
Type. These details will appear on the 
request to the custodian.
 Did You Know? You can 

update/edit the Scope Details by 
highlighting the text and deleting 
verbiage and adding your own 
verbiage.

3. Click “Add to Cart” to save the 
location.

* A Record Type request for diagnostic imaging will produce any and/all or the specified date range of films from the provider. A Film Breakdown/Imaging 
Inventory is a request for the provider to, (instead of producing ALL of the films within the scope of the request) provide a list/inventory of all films they have on 
file for that patient. The imaging inventory then allows the user/requestor to pick and choose the films they would like the provider to produce from the 
inventory/breakdown list.

© 2022 Ontellus. All rights reserved.
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Ordering Records - Authorization
Saved Locations

1. The saved facility will appear on the 
right-hand side of the screen.

2. Repeat the process to continue to 
add locations that you are requesting 
records from.

3. To remove a location, click the “X”.

4. Once the final location is added to 
the cart, click “Next” at the bottom of 
the screen.

1

2 3

4

© 2022 Ontellus. All rights reserved.
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Ordering Records- Authorization
Entering Opposing and Co-Counsel

 Complete the Parties To Be Noticed if 
you would like to send notice to 
Opposing Counsel on your 
Authorization order.
 This is not required, however, if 

applicable in your state, for requests by 
authorization; complete the 
information on this page, otherwise 
select “Click to Skip” button.

 If completing this page, type the 
“State” and select from the pre-filled 
match.

© 2022 Ontellus. All rights reserved.
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Ordering Records - Authorization
Billing

Complete the Billing Information.
1. “Bill to Firm/Carrier” name can be selected from 

the dropdown.
 Select the insurance carrier to be billed for this 

case.
 If you would like to add a carrier to your list of 

options, please contact your Account Manager 
or Client Service Specialist to discuss.

2. ”Claim Number” is required.
 It’s suggested to copy & paste the Claim 

Number to ensure accurate entry and for 
invoicing purposes.

3. ”Firm File Number” enables you to enter a number
that is specific to their firm so orders can be easily 
searched in the My.Ontellus portal.

4. Select the “Lead Attorney” or main contact
ordering on the case/claim. If your attorney is not 
listed in the dropdown menu, contact your Client 
Service Specialist to have them added.

5. Click “Next” to continue.

3

4

2

5

© 2022 Ontellus. All rights reserved.
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Ordering Records - Authorization
Document Upload

1

2

3

1. Click “Upload File” to select a file to attach to 
the order. This is just like attaching a file to an 
email.

2. Select the “Document Type” from the
dropdown.
 Select “Upload File” again to attach 

additional files.

*Select the Trash Can icon to delete a 
file.

*Ontellus will insert the facility name on the 
executed HIPAA authorization if a generic 
one is uploaded. This is the only information 
Ontellus will insert on an Authorization.

• If you would not like Ontellus to
add this information, Select “No”.

3. Click “Next” to review your order
before submitting.

IMPORTANT: Ontellus requires a Signed Authorization to be uploaded to 
the order prior to processing the request. If you do not add an
Authorization on this screen, you will not be able to click “Next” until
one is provided.

© 2022 Ontellus. All rights reserved.
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Ordering Review - Authorization
Review Before Submission

Review the information entered on the 
order for accuracy.

You will notice that if you entered an SSN, 
Full or Partial, the Order Confirmation 
page only shows the last 4 digits for 
privacy and confidentially purposes.

 Select “ Back” to make any
changes on any previous screens.

 Scroll down to the bottom of the page
to click “Submit Order”.

Mary Anne Johnson

IMPORTANT: Once you click “Submit Order” you 
cannot go back on the portal and make any 
changes to the order. Please contact your Customer 
Client Specialist to make changes.

© 2022 Ontellus. All rights reserved.
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Confirmation Email

1. A confirmation notification will appear
once you’ve submitted the order.

2. You will receive a confirmation email 
shortly after order submission 
confirming that your order has been 
placed.

 Ontellus will send a notification email 
when records are ready for review.

 Click here to see how to View Records.

1

2

© 2022 Ontellus. All rights reserved.
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Ordering Records - Subpoena
Case Information

Complete the required Case Information 
Fields.

Fields with an asterisk (*) are required.

1. Select “Case Type” from the 
drop-down menu.

2. Type the “State” and select from 
the pre-filled match.

3. Type the “Court Type” and 
select from the drop-down 
menu.

4. Type the “County” and select 
from the pre-filled match.

5. Select the “Court Name” from the 
drop-down menu.

6. Enter the “Court Docket 
Number”.

1

2

3

4

© 2022 Ontellus. All rights reserved.
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Ordering Records - Subpoena
Case Information

Complete the Case Style fields.

1. Enter the Plaintiff Name.
2. Enter the Defendant Name.
3. The “Remarks” box is a text-free area to 

share any notes pertinent to this case.
• Remarks will be shared with our Order 

Team to help instruct them on specifics 
of the request.

4. If you have a trial date, mediation, or 
deposition, enter the information in the
“Trial Date” field. This field is not required.

5. *To expedite an order, click the “Rush”
checkbox.

6. Click “Next” to continue.

2

3

4

5

6

*A RUSH request is defined as a request that needs expedited service throughout each part of the retrieval process, versus a standard order, due to time restraints 
or specific deadlines. When an order is placed on a RUSH, it is routed through a RUSH queue that is handled by a specific RUSH team, whose main focus is to 
make forward progress with the RUSH requests and to drive records in-house in an expedited fashion.

© 2022 Ontellus. All rights reserved.
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Ordering Records - Subpoena
Records Subject Information

Enter the basic Patient or Record subject 
Information.

Fields with an asterisk (*) are required.

1. Select “Business Records Request” to
indicate as such.

2. Select “Records Subject Type” from the 
drop-down menu.

3. Name: patient or record subject name
4. Enter the DOB

 Use calendar icon to enter dates or
type into a format of xx/xx/xxxx.

5. Enter the SSN
 Select the appropriate option of 

entering either Full SSN or the Last 
4 digits.

6. State
Begin typing the State where the 
subject resides and select the pre-filled 
match.

7. Click “Next” to proceed.

1

3

4

5

6

7
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Ordering Records - Subpoena
Location Information

1.  Select “Do not substitute the address 
entered below” if entering your own 
address that is not within our verified 
database of facilities.

2.     Type the “State” and select from the 
pre-filled match.

 
3.     Scroll down to complete the remaining 

sections.

1

2

© 2022 Ontellus. All rights reserved.
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Ordering Records - Subpoena
Location Scope

1
1. Enter the date range that you are 

requesting records from. (Ex: Date of 
Loss to Present) or, if you would like the 
facility to produce all records for that 
patient, check the box to the left of
“Any and all records”.

© 2022 Ontellus. All rights reserved.
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Ordering Records - Subpoena
Location Scope

1

2

3

1. Select the “Record Type” for the 
location from the dropdown. This is 
required for every order.

2. The Scope Details section will auto- 
populate, broken out by each Record 
Type. These details will appear on the 
request to the custodian.
 Did You Know? You can 

update/edit the Scope Details by 
highlighting the text and deleting 
verbiage and adding your own 
verbiage.

3. Click “Add to Cart” to save the
location.

* A Record Type request for diagnostic imaging will produce any and/all or the specified date range of films from the provider. A Film Breakdown/Imaging 
Inventory is a request for the provider to, (instead of producing ALL of the films within the scope of the request) provide a list/inventory of all films they have on 
file for that patient. The imaging inventory then allows the user/requestor to pick and choose the films they would like the provider to produce from the 
inventory/breakdown list.

© 2022 Ontellus. All rights reserved.
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Ordering Records - Subpoena
Saved Locations

1. The saved facility will appear on the 
right-hand side of the screen.

2. Continue to add locations that you 
are requesting records from.

3. To remove a location, click the “X”.

4. Once the final location is added to 
the cart, click “Next” at the bottom of 
the screen.

1

2 3

4

© 2022 Ontellus. All rights reserved.
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Parties To Be Noticed - Subpoena
Entering Opposing and Co-Counsel Information

Complete the Parties To Be Noticed

Fields with an asterisk (*) are required.

1. Select the “Counsel Type” from the drop- 
down selections.

2. Enter the “Name of Party Representing”.
3. As you begin to type the “Firm Name”, the 

form will suggest a Firm Name. If the 
suggestion matches what you are looking for, 
click the name.
 If the suggestion does not match what 

you are looking for, all other fields must 
be completed.

4. Type the “State” and select from the pre-filled 
match 

5. Once the information is entered, click “Add to 
Cart”.

6. The saved party will appear on the right-hand
side of the screen.

1

2

5

3

6

8

7

© 2022 Ontellus. All rights reserved.
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9
7.    To remove a location, click the “X”.
8.    To edit the Party, click the entity name.
9.   Indicate the “Plaintiff’s Atty Firm”.
10.   Once the final party is added to the cart, 

click “Next” at the bottom of the screen

10
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Ordering Records - Subpoena
Billing

Complete the Billing Information
1.  “Bill to Firm/Carrier“ name can be selected 

from the dropdown.
 Select the insurance carrier to be billed for this 

case
 If you would like to add a carrier to your list of

options, please contact your Account Manager 
or Client Service Specialist to discuss.

2.  “Claim Number” is required.
 It’s suggested to copy & paste the Claim Number 

to ensure accurate entry and for invoicing 
purposes.

3.  “Firm File Number” enables you to enter a number
that is specific to their firm so orders can be easily 
searched in the My.Ontellus portal.

4. Select the “Lead Attorney” or main contact 
ordering on the case/claim.

5. Select the appropriate selection for “Attorney For”.

6. Click “Next” to continue.

2

4

5

3

6
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Ordering Records - Subpoena
Document Upload

1. Click “Upload File” to select a file to attach to 
the order. This is just like attaching a file to an 
email.

2. Select the “Document Type” from the
dropdown.
 Select “Upload File” again to attach 

additional files.
 Select the Trash Can icon to delete a 

file.
3. Click “Next” to review your order 

before submitting.
1

2

3

IMPORTANT: Ontellus requires a Signed Authorization to be uploaded to 
the order prior to processing the request.

© 2022 Ontellus. All rights reserved.
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Ordering Review – Subpoena
Review Before Submission

Review the information entered on the 
order for accuracy.

You will notice that if you entered an SSN, 
Full or Partial, the Order Confirmation 
page only shows the last 4 digits for 
privacy and confidentially purposes.

 Select “ Back” to make any
changes on any previous screens.

 Scroll down to the bottom of the page 
to click “Submit Order”.

IMPORTANT: Once you click “Submit Order” you 
cannot go back on the portal and make any 
changes to the order. Please contact your Customer 
Client Specialist to make changes.

© 2022 Ontellus. All rights reserved.
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Confirmation Email

1. A confirmation notification will appear
once you’ve submitted the order.

2. You will receive a confirmation email 
shortly after order submission 
confirming that your order has been 
placed.

 Ontellus will send a notification email 
when records are ready for review.

 Click here to see how to View Records.

1

2

© 2022 Ontellus. All rights reserved.
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Copy New/Existing Orders

© 2022 Ontellus. All rights reserved.

2. From “My Case Manager”.
 Navigate to “My Case Manager”.
 Locate Order by Order Number, Records Of, Claim Number or Firm File Number.
 Click “Copy” under Action.

1

2

The Copy Order feature saves you time when, for example, you have multiple subjects injured in the same accident 
receiving treatment at the same location/facility. When copying the order, this will copy all the information on a case, 
except for the Records Subject Information (Name, DOB, SSN, and Address, etc.), to the new order.

A copy of an order can be started two ways:

1. At the time of a previous order submission.



37 
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Unsubmitted Orders

The Unsubmitted Orders section allows users to review orders that have not been submitted to Ontellus for processing.

1. Navigate to “Unsubmitted Orders” on the left Navigation pane.

2. Click the Clipboard icon in the Review column to review the order and finish entering outstanding information. Then
submit to Ontellus for processing.

3. If the order is not needed, click the Delete icon in the Delete column to remove the order.

1
32



Checking Order Status

EASY. FAST. EFFICIENT

© 2022 Ontellus. All rights reserved.



Checking Order Status
On Demand Order Tracking

To check the status of a record request, 
navigate to “My Case Manager” from the 
Navigation pane.

1. Enter an “Order Number”, “Contact, Records 
of”, or “Claim Number” to find the correct 
order.

2. Click on an “Order No.” to see the details of 
the order.

3. The words in orange text under the “Status” 
column is the “big picture status.” Think of 
this like Shipping Details, you might see “In 
Progress” or “Out for Delivery” or “In Transit”.

4. Click the “Status” in orange text to view the
Tracking Details for each order part.

2

3

4

© 2022 Ontellus. All rights reserved.
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5. New viewing capabilities allow you to 
sort custodian list in alphabetical order, 
collapse or expand location order details 
for all or individual locations and filter 
requests by status or record type

5



Checking Order Status
Tracking Details

The Tracking Details will give you a 
complete look at the status of the order.

1. Click on the Email Client Manager link to 
open an email to your Client Manager.

2. Click Print to print or save a copy of the 
tracking detail.

3. Click the X in the top right corner to exit the
“Tracking Details”.

1 2
3

© 2022 Ontellus. All rights reserved.
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Documents Repository

In the Documents Repository, you will find 
files such as: a full order confirmation, any 
HIPAA authorizations, attachments you 
included when the order was placed, and 
a copy of the request that was sent to the 
custodian.

1. To view or download a file, click the file 
name in orange text.
 Open or save the file if prompted.

2. Click the X in the top right corner to exit the 
Documents Repository.

• To view any files pertinent to a case, navigate to “My Case Manager” from the Navigation pane.
• Enter an “Order Number“, “Contact“, “Records of“, or “Claim Number” to find the correct order.
• Click the “Documents Repository” button from the Order Location.

© 2022 Ontellus. All rights reserved.
41 

2

1



Adding to an Existing Order

 Click the “Add to Case” to the left of the Share Documents.

 Select the type of additional information you would like to add.

If you have new information to add to an existing Ontellus order, locate the Order/Case in the portal.

 Navigate to “My Case Manager”.
 Locate Order by “Order Number”, “Records Of”, “Claim Number” or “Firm File Number”.

© 2022 Ontellus. All rights reserved.
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Adding to an Existing Order

A window will pop forward where you can 
add one or multiple locations to your 
existing order.

1. Complete the required fields and click
“Add to Cart”.

2. Select “Upload File” to include any 
supporting documentation and select 
the correct “Doc Type”.

3. Click “Submit” to submit the new file to 
Ontellus.

After clicking on “Add to Case” on the Order Locations screen, click “+Location” to add additional locations to an existing 
order or request additional record types from a provider.

12

Scroll
down

3
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Adding A File/Document an Existing Order

To securely send a file pertinent to an existing order/case, select “+Files” from the “Add To Case” menu. This will allow you to 
upload documents such as an authorization, letter of representation, power of attorney, or any other files.

1. Select the “Upload File” button and 
attach the file as if you were 
attaching a file to an email.

2. Upload any supporting
documentation and click “Submit” to
submit the new file to Ontellus.

1

2

© 2022 Ontellus. All rights reserved.
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Adding A Party to an Existing Order

To add additional Parties to the case, click “+Parties” from the Add to Case menu and enter the firm and attorney’s contact
information.

1. Complete the required fields and click “Add to Cart”.

2. Click “Submit” to submit the new party to Ontellus.

Scroll
down

1

2

© 2022 Ontellus. All rights reserved.
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Request Updated Records

To order updated records from a location, in addition to what has already 
been obtained, click “+Updated Records” from the Add to Case menu.

You will see all available locations that you
can order updated records from.
1. You can identify the specific location 

from which you would like to order 
updated records by selecting the 
checkbox next to the Location Name 
or “Select All”.

2. Select the “From” and “To” time 
frame.
 The previous order date will auto 

populate in the “From” field.
 Update the date by either selecting 

from the calendar icon or typing in a 
date in xx/xx/xxxx format.

 Select either “To Present” or select a 
“To” date from the calendar icon or 
typing in a date in xx/xx/xxxx format.

3. If you need to request this as a Rush,
select “Rush” in the last column.

4. Click the “Submit” button when all the 
criteria has been selected and you 
are ready to place the order.

1

2

3
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Cancel an Existing Order

1. Click “Cancel Order” in the menu bar above the order.
2. Provide a reason for cancelling the order. For example,

‘Case settled’.
3. Click “Submit”.

If you need to cancel an order, you can do so in the Order Details Screen.

 Navigate to “My Case Manager”.
 Locate Order by “Order Number”, “Records Of”, “Claim Number” or “Firm File Number”.

2

3

IMPORTANT: Canceling the order cancels the entire order 
request. If you would like to cancel part/location of the 
order, please contact your Client Service Specialist.

© 2022 Ontellus. All rights reserved.
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Order Claim Evaluation

The Claim Evaluation is an intelligent and comprehensive report, interpreting the content of the records. 
This detailed report provides expert analysis to help establish the reasonable value of a claim.

 Navigate to “My Case Manager”.
 Locate Order by “Order Number”, “Records Of”, “Claim Number” or “Firm File Number”.

1. Click “Order Claim Eval” in the menu bar above the order.
2. Click “Upload File” to select a file to attach records for 

evaluation. This is just like attaching a file to an email.
3. Click “Submit”.

2 3

© 2022 Ontellus. All rights reserved.
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Viewing Records

EASY TO SEE. EASY TO USE. EASY TO DISTRIBUTE.

© 2022 Ontellus. All rights reserved.



Downloading Records

Ontellus will send a notification email when records are ready for review.

1. Click on the link provided in the email 
or navigate to the “My Case 
Manager”.

2. In the “My Case Manager” tab, locate 
your order.

• Search and view your cases by Order 
Number, Records Of, Claim Number or 
Firm File Number to more easily locate 
your order.

1

2
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Downloading Records
Securely Download your Organized, Indexed Files

1. In the “Records” column on the far right, click “View” to open the list of available files.
 Records can only be viewed when the “View” button is orange.
 The number in the bubble indicates there is a file within this location that has not yet been viewed or downloaded.
 The grey “View” button indicates that there are no records to review.
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Downloading Records
Securely Download your Organized, Indexed Files

 Once the files appear, click the File Name in 
Orange to begin downloading the records.
 You will see the number of pages, the upload 

date and the date the file was initially 
reviewed.

© 2022 Ontellus. All rights reserved.
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Viewing Records

 Once you have downloaded the 
records and opened the document, 
you will see that the records are 
organized and indexed by record type, 
date, and category.

 On the left-hand side, bookmarks can 
be expanded to easily view parts of the 
record.

 Click a bookmarked section to go 
directly to that section of the records to 
review the content.

© 2022 Ontellus. All rights reserved.
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Viewing Records

 The Table of Contents is hyperlinked. 
Clicking a section on the Table of 
Contents will bring you directly to that 
section of that record.

© 2022 Ontellus. All rights reserved.
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Viewing Records – Optical Character Recognition (OCR)

Optical Character Recognition (OCR) 
allows you to see every time a word or 
phrase is mentioned within a set of 
records.

 If using Adobe, enable the Smart Search for key 
words or phrases by selecting Edit > Advanced 
Search.

 Keyboard Shortcut: Shift+Ctrl+F
 In the window, type your key word or phrase, 

then click Search.
 The results will display the context and the total 

results the word or phrase is mentioned in the 
records.

 Click on one of the matches and it will highlight 
where in the record that word or phase is 
referenced.

 Save the file to your desired location and 
upload the document to your claims 
management system.

© 2022 Ontellus. All rights reserved.
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My Task List – Open Tab

Our Task List feature displays orders requiring your attention. Examples include orders that need an authorization, fee 
approval, additional information, etc. Most of these requests are on hold and cannot move forward without your attention.

You will also receive an email to easily view the task on the My.Ontellus portal. By reviewing the information online, you can 
quickly review all requests pending and securely respond/upload needed information.

1. My Task List includes an 
Open and Completed 
Tab to help manage your 
orders more efficiently.

2. Review the Action 
Needed within the Open 
Tab as to why the order is 
on hold and quickly 
respond with the 
information requested.

1

2
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My Task List – Completed Tab

My Task List Completed Tab

• This tab shows the confirmation or acknowledgement of the data/selection you entered on the 
Open Tab for easy reference.

© 2022 Ontellus. All rights reserved.
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Authorization Library

The Authorization Library allows you to search a database for a specific authorization.

1. Navigate to “Authorization Library” on the left Navigation pane.
2. Type the name of the facility or key word you are looking for.
3. If you find a match, click the down arrow to download a copy of the authorization for patient signature.

 The form will open on your computer.
 Save the file to your desired location.

1

2
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AUTOMATED RECORD INDEXING & CHRONOLOGY
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Simplify Records Organization & Accelerate 
Records Review & Analysis With My.SmartChron
With the click of a button, review records from multiple locations – grouped by record dates, facility name and index 
categories. A daily notification from this application alerts you when new sets of records are added to your My.SmartChron 
record indexing and chronology.

My.SmartChron
Automated Record Indexing & Chronology

Features and Functionality
 Automate the Case Chronology Process
 Merge all records into a Single View
 Receive Alerts When New Records Are Added
 Highlight Discrepancies and Missing Pages
 Securely Share Records

Benefits
 Reduce Preparation Time – approx. 40 hours per case

with My.SmartChron
 Immediate Usability
 A Single View of All Records
 Easy Data Analysis

Learn How You Can
Save Approximately 40 Hours Per Case

with My.SmartChron

© 2022 Ontellus. All rights reserved.
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My.SmartChron
Automated Record Indexing & Chronology

To organize all records on an order into one PDF that has been obtained thus far, providing a clear timeline 
of documented events, click on the blue “SmartChron” button to begin the download. The My.SmartChron 
will update as new records are obtained.

To download the most recent My.SmartChron:
 Navigate to “My Case Manager”.
 Locate Order by Order Number, Records Of, Claim Number or Firm File Number.
 Select the “SmartChron” button.

© 2022 Ontellus. All rights reserved.
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My.SmartChron
Automated Record Indexing & Chronology

My.SmartChron is inclusive of all records on a case/order at any given time and will organize the records by 
date, location and record type. It’s chronologically organized from the earliest treatment date to the most 
recent, by facility and record type.

Make better decisions faster!

© 2022 Ontellus. All rights reserved.
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My.SmartChron
Automated Record Indexing & Chronology

 The My.SmartChron will show a list of all 
the records from each of the Record 
Providers noted at the beginning of the 
document.

 On the left-hand side under Bookmarks, 
you can easily view the locations and 
dates the patient was treated.

Identify by:
1. Date of treatment
2. Facility providing treatment
3. Type of record documented from 

that facility
4. Page numbers within each record

type

1

2
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My.SmartChron
Automated Record Indexing & Chronology

With My.SmartChron, you can recognize nuances, patterns, 
trends and conduct a deep data analysis.

 For example, this patient sought treatment at two 
locations on the same date. ??

© 2022 Ontellus. All rights reserved.
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Optical Character Recognition (OCR) 
allows you to see every time a word or 
phrase is mentioned within a 
My.SmartChron and the context in 
which it is mentioned.

 If using Adobe, enable the Smart Search for 
key words or phrases by selecting Edit > 
Advanced Search.

 Keyboard Shortcut: Shift+Ctrl+F
 In the window, type your key word or 

phrase, then click Search.
 The results will display the context and the 

total results in which the word or phrase is 
mentioned within the records.

 Click on one of the matches and it will 
highlight this instance of the word or phrase 
within the document.

 Save the file to your desired location and 
upload the document to your claims 
management system.

My.SmartChron
Automated Record Indexing & Chronology – Optical Character Recognition

Results are hyperlinked to the 
page in the records for each 
occurrence.
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VISUALLY IDENTIFY WHERE A CLAIMANT RECEIVED TREATMENT & DOWNLOAD RECORDS FROM A MAP
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A Visual Map of Facility Locations, Records Ordered & Type of Records

My.SmartMap is a feature within My.Ontellus, a HIPAA compliant, web-based user portal. With My.SmartMap you can view 
where a claimant received treatment in relation to the proximity of the claimant’s address on a map. Users can view the 
map to identify facility locations of records ordered, view the type of records ordered and, view the records – all with a 
simple click of a button!

© 2022 Ontellus. All rights reserved.
67 

My.SmartMap
Visually Identify Where a Claimant Received Treatment

Features and Functionality
 Unlimited secure access
 Ability to view facility location name, address and 

distance from claimant’s address and requested record 
types

 Capability to update claimant’s address to
accommodate address change

Benefits
 Identify where a claimant received treatment and the

distance of travel for treatment
 Visually view all the facility locations where records were 

ordered
 Discover the distance between claimants address and 

facility location
 View and download records for a specific facility location 

while viewing the map



My.SmartMap
Visually Identify Where a Claimant Received Treatment

At the time you submit your order, you will see a map of all of the locations you just entered from this new order.

© 2022 Ontellus. All rights reserved.
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My.SmartMap
Visually Identify Where a Claimant Received Treatment

To view the My.SmartMap of orders 
already placed, go to My.Ontellus.com 
and login with your credentials.

1. Navigate to “My Case Manager” on the left
Navigation pane.

2. Search and view your cases by Order 
Number, Records Of, Claim Number or Firm 
File Number to more easily locate your order.

3. Click the “Smart Map” tab.

You can easily view My.SmartMap of orders through the My Case Manager Screen.

1

2

3
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My.SmartMap
Visually Identify Where a Claimant Received Treatment

1. Hover over a location to view the name and 
address of the location along with the 
distance from the claimant address.

2. View the records available by clicking on
“View”.

3. Update the Address if the claimant has 
moved.

View all the locations where records have been ordered.

1
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INTELLIGENT RECORDS ORGANIZATION

© 2022 Ontellus. All rights reserved.



Get Your Records Intelligently Organized with My.SmartOrg

My.SmartOrg brings the antiquated records review process into the digital age with an electronically organized, indexed, 
bookmarked and searchable set of review-ready records.

My.SmartOrg
External Records Processing

Features and Functionality
 Include Existing Records In My.Ontellus.com
 Make Your Records Instantly Usable
 Build Consistency into Your Records Library
 (OPTIONAL) Add Your Records to the Case Chronology 

using My.SmartChron

Benefits
 Reduce Preparation Time
 Quick usability
 Consistent indexing and processing

Case Study – My.SmartOrg Greatly 
Accelerates Time-to Analysis

For A Malpractice Insurance Company

© 2022 Ontellus. All rights reserved.
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My.SmartOrg
External Records Processing

login with your credentials.

My.SmartOrg is a process that allows you to upload records you already have for organization and 
My.SmartChron generation by Ontellus. Use this feature when there is not a need to send future records 
requests for the order.

To place a standalone order using 
My.SmartOrg, that is not tied to another 
order/case, go to My.Ontellus.com and

1. Navigate to “SmartOrg” on the left 
Navigation pane.

2. Complete applicable fields for the subject.
• Only the Patient’s name is required on

this page.
• You can include additional Records

Subject Information.
• Note: You must enter a full & valid 

social security number. An invalid SSN 
can lead to delays or a cancellation 
of your order.

3.     Click “Next” to continue.

1

2
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My.SmartOrg
Location Search

1. To enter the location or facility in which 
you attaching records from, begin 
typing the facility name on the 
Locations Information Page.

2. As you type, a search will be performed 
within our database for matching 
verified providers.
 Verified Locations are ones that have 

been researched and the contact 
information is kept up-to-date by the 
Ontellus team.

 To narrow a search, continue typing.
 Click on the location that matches what 

you are looking for.

 Note: If there are no matching facilities 
that populate, all required fields must be 
entered for the provider.

 The Ontellus My.SmartChron will separate records by location 
and data so it’s important that Ontellus knows the facility of the 
records you are attaching.

1

2
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My.SmartOrg
Location Search

The required fields will now be 
completed for the location chosen.

1. Select a “Record Type” for the 
type of document you will be 
uploading from the provider.

2. Upload the records file by clicking 
the “Upload File” button and 
locating the file on your computer. 
This is just like attaching a file to an 
email.

• Only PDF file types are accepted 
to upload.

• Once the file has been uploaded, 
you will see next to the 
file name.

3. Once complete, click “Add to
Cart” to add this location to your 
My.SmartOrg order.

1

2

3
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My.SmartOrg
Saved Locations

 The saved facility will appear on the 
right-hand side of the screen.

 Continue to add locations from which 
you have records to upload as 
described on the previous page.

 To remove a location, click the “X”.

 Once the final location is added to the 
cart, click “Next” at the bottom of the 
screen.

 You must attach the records separately for each location so they 
can be organized, indexed and tagged with metadata that 
enable the My.SmartChron.

IMPORTANT: If you have records from multiple locations on one file and do 
not want to break them out by location, please reference the next page.
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My.SmartOrg
Saved Locations

1. In the Facility field, type “demand”.
2. Select “Demand Packet” location.
3. Select a “Record Type” for the type of 

document you will be uploading from 
the provider.

4. Upload the records file by clicking the 
“Upload File” button and locating the 
file on your computer. This is just like 
attaching a file to an email.
 Once the file has been 

uploaded, you will see
next to the file name.

5.  Once complete, click “Add to Cart” to 
add this location to your My.SmartOrg 
order.

6. To remove a location, click the “X”.

7. Once the final location is added to 
the cart, click “Next” at the bottom of 
the screen.

 By choosing “Demand Packet” as the location and attaching all 
records as one file, Ontellus will organize the records by date and 
record type only.

1
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IMPORTANT: If you have records from multiple locations on one file 
and do not want to break them out by location, please follow these 
instructions.
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My.SmartOrg
Billing

Complete the Billing Information.

1. “Firm/Carrier” name is required and can be
selected from the dropdown.

2. “Claim Number” is required for cases being 
billed to a carrier.
 It’s suggested to copy & paste the 

Claim Number to ensure an accurate 
Claim Number

3. “Firm File Number” enables you to enter a 
number that is specific to their firm so orders 
can be easily searched in the My.Ontellus 
portal.

4. Select the “Lead Attorney” or main contact 
ordering on the case/claim.

5. Click “Next” to continue.

1

2

3

5

© 2022 Ontellus. All rights reserved.
78 

4



My.SmartOrg
Billing

 Review the information entered on the 
order.
 You will notice that if you entered 

an SSN, Full or Partial, the Order 
Confirmation page only shows 
the last 4 digits for privacy and 
confidentially purposes.

 Scroll down to the bottom of the page 
to click “Submit Order” for 
My.SmartOrg Organization.
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DOCUMENT SHARING TOOL
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My.SmartShare is a secure environment that allows for the distribution of 
claims files to third-party medical experts, including IME’s. Enabling users 
to distribute records along with other documents, My.SmartShare 
provides insight into the viewing activity of your sensitive PHI.

My.SmartShare
Securely Share Records with 3rd Party Experts

Features and Functionality
 A secure and protected environment in a HIPAA-compliant,

web-based portal.
 Intuitive, user-friendly dashboard that allows for easy and 

quick adoption.
 Flexibility to share records obtained by Ontellus and 

documents in your possession (i.e. deposition transcripts).

 The ability to apply “Expiration Dates” to your distribution to limit
the length of time sensitive PHI is available for viewing.

 Comprehensive “Viewing Reports” to allow insight into the
activity of your third-party Experts.

View How
My.SmartShare Works
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My.SmartShare
Client View – My Experts

To share records, go to My.Ontellus.com and login with your credentials.

 Navigate to “My Experts” on the left Navigation pane.
 My Experts is an address book to add & manage expert contact information.

 Select “My Experts” to:
 View your firm’s Expert Address Book
 Create New Experts
 Manage Expert Contact Information
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My.SmartShare
Client View – Sharing Documents

To share records on a case or claim, go to My.Ontellus.com and login with your credentials.

 Navigate to “My Case Manager” on the left Navigation pane to locate your order/case.
 Search and view your cases by Order Number, Records Of, Claim Number or Firm File Number to more easily locate

your order.
 Access the My.SmartShare Dashboard by selecting “Share Documents” in the Case.
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My.SmartShare
Client View – Sharing Documents

My.SmartShare Dashboard 
enables users to quickly select:

1. Experts
2. Records to Share
3. DICOM Studies to Share
4. Additional Case 

Documents to Share

Select “Submit” to share the 
documents to the experts that 
were chosen.

Ontellus also provides a 
summary of the documents to 
be shared and a 
customizable expiration date.
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My.SmartShare
Client View – Journal Log

Ontellus provides a Journal Log, a dashboard of experts accessing documents, and provides this information to clients in 
real-time.

To view the Journal Log, go to My.Ontellus.com and login with your credentials.

 Navigate to “My Case Manager” on the left Navigation pane to locate your order/case.
 Search and view your cases by Order Number, Records Of, Claim Number or Firm File Number to more easily 

locate your order.
 Access the My.SmartShare Dashboard by selecting “Share Documents” in the Case.
 Click on

Users can also change or revoke access through this dashboard.
 Select “Change/Revoke” under Action to Change an Expiration Date or Revoke Access.
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My.SmartShare
Expert View – Expert Notification and Access

An Expert will receive an email, similar to the below, and a link to login to view the documents.
 An Expert can click the link provided to access the documents.
 The Expert will need to setup their own Ontellus Login to access the documents.

© 2022 Ontellus. All rights reserved.
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My.SmartShare
Expert View – Repository of Cases

An Expert will be routed to the Case Manager screen.

They will be able to click on the Order No. to view the documents.

© 2022 Ontellus. All rights reserved.
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My.SmartShare
Expert View – Viewing Records on a Case

An Expert can click on “View” to review any records.
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IMAGE VIEWER TOOL
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My.SmartView
Easily Access, View and Download Radiology Diagnostic Images in My.Ontellus

© 2022 Ontellus. All rights reserved.
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Ontellus’ My.SmartView Image Viewer allows the capability of viewing, managing, and distributing radiology diagnostic
images from within My.Ontellus.

Features and Functionality

 Unlimited Secure Access to Diagnostic Images within
My.Ontellus portal

 Radiology Standards with advanced capabilities such as:
 Magnification
 Windows Leveling
 Vertical/Horizontal Rotation
 Measuring
 Annotation

 Ability to share all or specific images with experts within the
My.Ontellus portal via My.SmartShare.

Radiology Standards Supported in My.SmartView

 Cut cost and storage associated with hard coy films/CD
 Reduce time and expense of shipping films
 Receive instant and secure distribution – allowing for cross- 

team collaboration, streamlined workflow and alignment of 
what is being viewed between you and the expert

 View diagnostic quality images without download of software.



1. To view images, navigate to “My Case Manager” and locate your order.
• Search and view your cases by Order Number, Records Of, Claim Number or Firm File Number to more easily locate your order.

2. Click ‘View” for the location with the Record Type that contains Diagnostic Imaging.

My.SmartView
Easily Access, View and Download Radiology Diagnostic Images in My.Ontellus

© 2022 Ontellus. All rights reserved.
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1. Each image is uploaded as an individual study and 
shows the following:

• Study Date – The date the study was performed
• Date Uploaded – The date that the image was uploaded 

as a study into My.Ontellus
• Date Viewed – The last date a user reviewed the study

2. Radiology Standards are supported in My.SmartView 
including:

• Film Magnification
• Windows Leveling
• Vertical/Horizontal Rotation
• Measuring
• And more

3. Open a Study by clicking on the “View DICOM”
button.

View the My.SmartView Image Viewer Tutorial Video on 
the My.Ontellus portal to learn about the features and 
functionality.
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ORDER A MEDICAL OR SOCIAL CANVASS
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For over 25 years, INTERTEL has been the nationally recognized leader in medical canvassing. INTERTEL provides the most secure, consistent, and
accurate information to the insurance and claims defense industry.

Discover Historical Treatment Data & Social Media Profiles With The Industry’s Best-In-Class Service Partner.

INTERTEL’s InsurTech approach collects and analyzes vast amounts of intelligence to deliver actionable medical canvass data with speed and 
precision.

Medical and Social Canvassing
Uncover and Verify Medical Treatment History For Injury Claims

Learn More About 
Medical and Social Canvassing

A PARTNER YOU CAN TRUST.

© 2022 Ontellus. All rights reserved.
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Ordering Medical Canvassing

 From the My.Ontellus portal, select ”Order 
Medical Canvass” from the left Navigation 
pane.

 You will be automatically routed to the medical 
/ social canvass request form on Intertel’s, an 
Ontellus Company, website.

 Enter the requested information into the form to 
request a convass.  

You can easily order medical canvassing and social media intelligence from the My.Ontellus portal.
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Ordering Medical Canvassing

Complete the Request Form with the 
information
required.

 Select the appropriate items within the 
form:
 Medical Checks
 Request Records
 Social Media Canvass

 Complete the Client Information and 
Claimant
Information
 Fields in red are required.

 Click “Choose File” to select a file to 
attach or
upload to the request form.

 Click “Submit” when complete.

© 2022 Ontellus. All rights reserved.
96 



ORDER A MEDICAL EXPERT WITNESS
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American Medical Forensic Specialists (AMFS) is the trusted partner for the nation’s leading attorneys and medical expert 
witnesses. After pioneering the field three decades ago, AMFS is continuing to raise the benchmark for expert witness 
services. Our unparalleled expertise and unmatched support provide our clients with value a referral alone could never 
deliver.

Medical Witness Expert
Trust Experience

Request Your Free
Case Consult Here.
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Ordering Medical Expert Witness

 From the My.Ontellus portal, select “Order Expert Witness” from the left Navigation pane.

 You will be automatically routed to AMFS’s, an Ontellus Company, website.

 Click on “Find An Expert”.
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Ordering Medical Expert Witness

 Complete the “Request a Free Case Consult”.
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Customer Service / Help
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MY.ONTELLUS PORTAL



Customer Service / Help

Your Client Service Specialist’s Name will appear here. 
Use the “Click to Email” to email directly.
“Click to Chat” to chat with an operator during business hours.

“Click to Chat” to chat with an
operator during business hours.
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Records Retrieval Tools
Your One Ultimate Solution For Records Retrieval And Document Management

Simple & Secure Records Retrieval Portal.

Learn more here.

Learn more here.

Simplify Records Organization & Accelerate Records Review & Analysis with My.SmartChron.

Get Your Records Intelligently Organized with My.SmartOrg.

Learn more here.Securely Share Records with My.SmartShare.

Learn more here.

Easily Access, View and Download Radiology Diagnostic Images.
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Learn more here.Streamline Your Records Retrieval & Claims Integration with AddOntellus.
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Learn more here.

https://www.ontellus.com/records-retrieval/smartchron
https://www.ontellus.com/records-retrieval/smartorg-record-organization
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https://www.ontellus.com/records-retrieval/my.ontellus
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https://www.ontellus.com/records-retrieval/smartview-image-viewing
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Records Retrieval Tools
Your One Ultimate Solution For Records Retrieval And Document Management

What is a Foreign Subpoena?

© 2022 Ontellus. All rights reserved.

Learn more here.

Learn more here.

Summary & Analysis
Record Summary & Claim Evaluation Tools

Medical and Social Canvassing

Learn more here.

FAQ's
Frequently Asked Questions
Answers to the most frequently asked questions by carriers and internal users.

Medical and Social canvassing is one of the few ways to uncover and verify medical treatment 
information for a claim.

Learn more here.

American Medical Forensic Specialist
The nation’s leading attorneys and medical expert witness services

https://www.ontellus.com/claims-evaluation-tools
https://www.ontellus.com/medical-canvassing
https://www.ontellus.com/foreign-subpoena-preparation
https://www.ontellus.com/resources/faq
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