
 

Clinic Manager & Clinic View - Admin Portal (12/19/25) 
The Clinic Manager and Clinic View are your central hubs for managing clinic-related activities. 
From here you can create, edit, view, assign, and manage all clinic-related information. 

 

Clinic Manager 

• View all current and completed clinics with full details. 

• Filter by area and clinic to narrow the list. 

• Tabs:  

o Upcoming – Clinics with the nearest start dates. 

o Completed – Clinics whose end date is in the past. 

o Timecard – Same layout as Completed but with additional timecard details. 

• Click any clinic to open its Clinic View (most work happens there). 

• Click the blue “Add Clinic” button (top-right) to create a new clinic.  

 

 



 

 

Create a Clinic – Facility (Facilities Screen) (ONLY IF NOT CREATED YET) 

• Create a new clinic facility and add it to the facility list to enable setting up future clinics. 

Steps 

1. Under Setup, click on Facilities 

2. Click “Add Clinic” in the top right corner  

3. Fill out all information related to the Clinic – Facility (Client, start date, service types, clinic 
contact information, address, phone, etc) 

4. Review all details → Click the blue “Add Clinic” button. 

 

 

 

 



 

 

Add a Clinic (Clinic Manager Screen) 

• Admins create clinics on behalf of clients. (A client portal will be available in the future) 

Steps 

1. From the Clinic Manager Screen, click “Add Clinic”   

2. Enter the clinic – facility (if clinic facility doesn’t exist follow along in next section), select 
Specialty, and add Notes if needed → Click Next - bottom right corner. 

3. Add Potential Dates (possible service dates) and set Duration (total number of days 
across the clinic; max 7 days) → Click Next - bottom right corner. 

4. Set Start Time (same start time for each day) and Daily Length (same duration each day) → 
Click Next - bottom right corner. 

5. Review all details → Click the blue “Submit” button. 

Note: From the Clinic View you can edit any info except the selected facility and specialty. 

 

 

 

 



 

 

Clinic View (General) 

• When modifying anything on this screen, click the blue “Save” button (top-right). If you try 
to leave with unsaved changes, you’ll be prompted to save. 

• Beyond the creation details, Clinic View adds:  

o Ability to draft assign (setup/plan), full assign and send bulletins to providers.  

o Ability to confirm service dates based on provider responses. 

o Ability to modify schedules and add provider entries.  

o Ability to modify pre & post clinic tasks and upload attachments (only visible 
upon fully assigning a provider). 

o Ability to view all encounters performed throughout the duration of the clinic. 

o Ability to view or modify timecards based on the entries performed by the provider. 

• Side note: In the bottom-middle section, toggle “Equipment” to enter the dollar amount 
for equipment rentals (Heartbeat Health specific) → Click Save. 



 

 

Clinic View (General) – Cancelling a Date/Clinic 

• Click the Cancel Clinic/Dates button while viewing a clinic. 

o Choose whether to cancel a specific date or the entire clinic 

o If cancelling a specific date: 

▪ Select the date from the drop-down menu.  

o Select a cancellation reason 

▪ If Other is selected, enter a required note explaining the reason. 

o Select Cancel once completed 

 

 

 

 



 

 

Draft Assigning Providers (Plan Before Full Assignment)  

Use Draft Assign to plan a provider’s schedule without notifying them.  

1. Click “Assign” (top-right). 

2. Review the list of providers eligible for this facility.  

3. Select a provider → Click “Draft Assign.” 

o The provider is held in Draft for this facility (no notification sent). 

o You can continue editing the clinic and planning allocations. 

4. If you know the provider performing at the clinic in advance, use the main Assign button. 

5. Click “Send Bulletin” so providers can view and request this clinic listing. 

o Providers will select their eligible dates; their choices and status appear on the 
Provider Assignment screen.  

 

 

 

 

 



 

 

Confirmed Dates (Pre–Full Assignment) 

1. From provider responses, select the Confirmed Dates dropdown.  

2. Select from the list of dates and choose which days the service will be performed on → 
Click Save. 

3. After saving, the “View Schedule” button turns blue → Click “View Schedule” to begin 
creating entries for each confirmed date. 

 

 

 

 

 

 

 

 



 

 

View Schedule (Pre–Full Assignment) 

This tells the provider who they’re serving, what they’re performing, and when. 

• Import an Excel (multiple entries for a specific date; use the example templates Nancy 
provided - clinicScheduleExample.xlsx), or 

• Create schedule entries manually.  

• To make changes later, click an entry to edit it or delete it entirely. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://roshalimaging.sharepoint.com/:x:/s/Training/Ed0-VP7QOgVFiwJF7XtShAYBPxbDHCGXTaj0nz5wgHEqIA?e=PWmuoF


 

 

Full Provider Assignment 

Use this when you’re ready to finalize who is handling the clinic (if not done so already). 

1. Click “Assign.”  

2. If assigning the same draft provider: Select their name → Click the blue “Assign” button  
(bottom-right). 

3. If assigning a different provider: Select the new provider → Click “Draft Assign” (if not 
finalized yet) → Click the blue “Assign” button to finalize. 

4. After full assignment, a new Tasks List section appears.  

 

 

 

 

 

 

 

 



 

 

Task List (Pre-Clinic & Post-Clinic) 

• Tasks may be marked A (Admin) or P (Provider). Admins can modify both Admin and 
Provider tasks; providers can modify only their own tasks. 

• Pre-Clinic tasks must be completed before the clinic starts; Post-Clinic tasks must be 
completed after the clinic ends. 

• Use the small arrow (top-right of the section) to switch between Pre and Post task lists.  

Completing Tasks 

1. Select a task.  

2. Add Notes (if needed). 

3. Toggle “Completed.” 

4. Click the Attachment icon to upload files (up to 10 at once). 

o After upload, the icon turns blue. 

o Click the Attachment icon again to preview a specific file. 

5. Click Save to persist your updates. 



 

 

Encounter 

• Click View Encounters to view the full list of all encounters logged for the clinic. 

• Populated by the Provider; visible here for reference only.  

• View MRN, Patients Name, Date Procedures Performed, and Notes by day.  

 

 

 

 

 

 

 

 



 

 

Timecard 

Tracks the provider’s travel start/end (pre- and post-clinic), clinic start/end for each day, and 
breaks—used for payroll. 

• Click View Timecard to view all timecard related information. 

• This typically auto-fills when the provider updates times in their app. 

• If manual edits are needed (Admin): 

1. Click the plus icon to add a timecard event or click the delete icon to remove 
one. 

2. Set the Type (what kind of event it is) and select the Timeframe. 

3. Add Notes (optional). 

4. Click “Save Changes” (bottom-right). 

 


