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Overview 

PeerPoint® Workflow provides an easy-to-use method for submitting case reviews using a 
secure web site. This integrated workflow software helps expedite communication and reduces 
dependence on paper faxes for case materials. All communication between you and AllMed is 
kept confidential and password protected. 
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Opening PeerPoint Workflow 

To open the PeerPoint Workflow application: 

1. Go to www.allmedmd.com. 

2. Log in to My PeerPoint using the PeerPoint login name and password that AllMed 
provided to you. 

 

 
 

3. Choose Go to PeerPoint Workflow from the My Quick Links menu. 

 

 

 

The PeerPoint Workflow application opens, displaying the Dashboard. 
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Note 

Choose Edit My Profile from the My Quick Links menu to edit/update 
your user account information, such as name, address, and e-mail address. 
For more information, see “Managing Your Profile” on page 16. 

Choose Change My Password from the My Quick Links menu to 
change your PeerPoint password. For more information, see “Changing 
Your Password” on page 8. 

Using the Dashboard 

The Dashboard displays new reviews (cases awaiting acceptance or rejection), pending reviews 
(cases that have been accepted but not reviewed), and archived reviews. 

 

 
 
 

 For Internet Explorer Users 
 

For proper display of PeerPoint in Internet Explorer, you must change the following settings. 

If you have Internet Explorer version 6 or older: 

1. From the Tools menu, choose Internet Options. 

2. Under Temporary Internet Files, click Settings. 

3. Under Check for newer versions of stored pages, choose Every visit to the page. 

4. Click OK to close the Settings window, and then click OK to close the Internet Options 
window. 

If you have Internet Explorer version 7: 

1. From the Tools menu, choose Internet Options. 

2. Under Browsing history, click Settings. 

3. Under Temporary Internet Files/Check for newer versions of stored pages, 
choose Every time I visit the webpage.  

4. Click OK to close the Temporary Internet Files and History Settings window, and then 
click OK to close the Internet Options window. 
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The Dashboard is divided into four sections: 

Tip 

For easier viewing, you can expand or collapse each section by clicking 
the Show/Hide button located to the right of the section. 

 

Alerts 

The Alerts section displays notices that can be viewed by all parties involved with the review of 
a case (client requester, peer reviewer, and AllMed staff). An alert is generated if a circumstance 
occurs that could affect the timing of the review, such as a change in peer specialty, a change 
from expedited to standard timing, identification of a patient safety issue, etc. 

Click Mark as read to acknowledge that you have viewed the alert to determine whether it has 
any bearing on your review. The alert is then automatically deleted. 

 
Inbox 

The Inbox displays new cases that AllMed has assigned to you, which you need to accept or 
reject. 

For more information, see “Accepting/Rejecting a Case” on page 9. 

 
Pending Reviews 

The Pending Reviews section displays all cases that you have accepted, but have not yet 
reviewed. 

For more information on completing reviews, see “Writing a Review” on page 11. 

 
Archives 

The Archives section displays all completed cases that that have been archived by the client who 
requested the review. Cases remain archived for one year, and are then deleted by AllMed. 
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Searching for Cases 
You can use the Search Cases page to search for one or more cases that meet specified criteria. 
You can only search for cases that were assigned to you or that you have reviewed. You cannot 
search for cases assigned to or reviewed by other peer reviewers. 

To open the Search Cases page, click Search Cases at the top of the Dashboard. 

 

 

 
To search for cases: 

1. (optional) Type a case number in the Case Number field. 

You can search for the first four digits of the case number (which designate the year the 
review request was submitted), the last three digits of the case number, or the full case 
number. 

2. (optional) Type the full or partial patient name in the Patient Name field. 

This field is not case sensitive; however, you must enter the name as it was originally 
entered in the review request (for example, Bob vs. Robert). 

3. (optional) Change the default value in the Number of rows per page field. 

4. Click New Search. 

All cases that meet the specified criteria are displayed. 

Note 

When you initially open the Search Cases page, it displays all cases that 
were assigned to you or that you have reviewed. To return to this complete 
list after you have searched for specific cases, delete entries from the Case 
Number and Patient Name fields (so that the fields are blank), and then 
click New Search. 

Cases that were archived for a year and then automatically deleted cannot 
be located during a search. 

 

 

Click View All to return 
to the Dashboard. 
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Viewing Case Details 
To view more information about a case listed on the Dashboard, click the case number to open 
the Case Details page. 

The Case Details page displays any case documents sent by the requester, as well as the 
questions that need to be answered. 

 

 
Click View All to return 
to the Dashboard. 

 

 
For cases in your Inbox, you can accept or reject the case (see sample screen above). For more 
information, see “Accepting/Rejecting a Case” on page 9. 

For pending reviews (cases that you have already accepted), you can complete and submit your 
review. For more information, see “Writing a Review” on page 11. 

For archived cases, the Case Details page is read only. 
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Viewing the Online User Guide 
To view an online copy (PDF) of this user guide, click User Guide at the top of the Dashboard. 

 

 

 

Contacting AllMed 
If you need to contact AllMed, click Contact Us at the top of the Dashboard. 

 

 

 
A web page opens, from which you can complete a query form to submit a question to AllMed. 
The web page also provides AllMed’s address, phone number, and fax number. 

Logging Out 
To log out of PeerPoint Workflow, click Logout at the top of the Dashboard. 
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Changing Your Password 

To change your PeerPoint password: 

1. On the My PeerPoint home page, choose Change My Password from the My Quick 
Links menu. 

 

 
 

Note 

To access My PeerPoint, go to www.allmedmd.com and log in using your 
PeerPoint user ID and password. 

2. Type your current password in the Current password field. 

3. Type the new password in the New password field. 

4. Type the new password again in the Confirm password field. 

5. Click Change Password. 
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Accepting/Rejecting a Case 

When AllMed assigns a case to you, the case appears in your Inbox on the Dashboard. Expedited 
cases (cases for which a review must be completed within 24 hours) appear in red text. 

 

 

 

 
You will also receive an e-mail from AllMed indicating that the case has been assigned to you. 

 

Hello Test Peer, 
 
You have been assigned a case for independent medical review in 
PeerPoint. 
 
Please click http://test.allmedmd.com:10002/PeerPoint/App/c377 for 
details. 

 

Note 

The notification e-mail will be sent to the primary e-mail address indicated 
in your PeerPoint profile. For information on changing your e-mail 
address, see “Managing Your Profile” on page 16. 

You can accept the case for review, or reject it if you are unable to complete the review. 

To accept or reject a case: 

1. In your Inbox, click the case number to open the Case Details page. 

2. Under Case Documents, look over the supporting documents that were submitted with 
the case. 
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3. Under Peer Specialist Questions and Reply, look over the questions that need to be 
responded to, as well as any supporting information supplied by the requester. 

4. To reject the case, click Reject Case. Choose the reason for rejection from the dropdown 
list that displays. You do not need to call AllMed. The case is removed from your Inbox 
and returned to AllMed for reassignment. 

–OR– 

To accept the case, click Accept Case. 

If you accept the case, the Peer Specialist Questions and Reply section expands to include 
fields for your response, and the Case Documents section expands to include any 
supporting documents that you wish to attach. For more information on completing 
reviews, see “Writing a Review” on page 11. 

If you do not wish to complete the review immediately after clicking Accept Case, back 
out of the page by clicking View All on the Reviews menu to return to the Dashboard, 
where the case will be listed under Pending Reviews. You must complete the review by 
the Review Due by date. 
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Writing a Review 

When you accept a case submitted to you by AllMed, but do not complete the review 
immediately, the case appears in the Pending Reviews section on the Dashboard. You must 
complete the review by the Review Due by date. 

 

 

Click the Case Code 
link to open the Case 
Details page and 
complete your review. 

 
To complete your review: 

1. On the Case Details page, scroll to the Peer Specialist and Reply section. 

You just complete either the Peer Specialist’s Reply section—which contains a series of 
text boxes into which you can enter your review—or the Review as Word Document 
section, from which you can upload a Word document that contains your review. 

 

 

You must complete one 
of these two sections. 
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2. To enter your determination directly into PeerPoint, type your responses in the text boxes 
located under Peer Specialist’s Reply. 

[If you prefer to enter your determination in Microsoft Word, skip to step 3.] 

You must complete the following text boxes. A response is required in each text box. 

 Materials reviewed 

 Summary of clinical course 

 Response to Referral Questions (one text box per question) 

 Rationale/Source of determination 

 References 

Note 

If you do not have time to complete your review in one sitting, you can 
save your work and finish the review at a later time. To save your work, 
click outside of the text boxes before you leave the page. The content of 
the text boxes is automatically saved when you click outside of the boxes. 

The following sample response provides an example of the type of information you 
should enter in each text box. 
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3. To enter your determination in Microsoft Word, scroll to Review as Word Document. 

Follow the on-screen instructions to: 

1) Download the peer review document. 

This Word document contains the same requested information as the text boxes listed 
under Peer Specialist’s Reply. 

2) Edit and save the Word document. 

You must respond to all requested information in the Word document. If you do not 
complete all sections of the document, AllMed will not consider the review complete. 

Save the file using the file name highlighted on the screen. For example: 

c377 peer review.doc  (where 377 = last three digits of the case number) 

3) Browse for the completed Word document so that you can upload it. 

4) Upload the Word document to PeerPoint. 

 

Save your Word document using 
the indicated file name.

 
4. Send any supporting materials, such as journal articles, as electronic documents or by fax. 

 To attach an electronic document, browse for the document under Case Documents, 
and then click Attach Document. Repeat the process if you have more than one 
document to attach. 
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 To fax paper copies of supporting materials, include the case number on the cover 
sheet. Fax the documents to AllMed at (503)223-6244. 

Submitting the Review 

To submit your review to AllMed: 

1. If you have a concern for the patient’s safety, click the A patient safety issue has been 
identified checkbox. 

Type your safety concern into the displayed text box. 

2. Choose the amount of time you spent on the review from the dropdown list. 

3. Confirm that you have no conflict of interest regarding any aspect of the case by clicking 
the I agree checkbox. 

4. Click Complete and Submit Review. 

 

 
 

The case is removed from the Pending Reviews list and no longer appears on the 
Dashboard. If the review requester archives the case after the review is completed by 
AllMed, then it will be displayed in the Archives section on the Dashboard. 
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Managing Your Profile 

You can update the profile information (e-mail addresses, phone numbers, etc.) maintained for 
you in My PeerPoint, using the Edit Profile page. 

There are two ways to open the Edit Profile page: 

 On the My PeerPoint home page, choose Edit My Profile from the My Quick Links 
menu. 

 

 
 

Note 

To access My PeerPoint, go to www.allmedmd.com and log in using your 
PeerPoint user ID and password. 

 In PeerPoint Workflow, choose Update Profile from the Reviews menu. 
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The Edit Profile page consists of five sections: 

Account Information for user 

1. To change your name or primary e-mail address, type an entry into the corresponding 
field. 

2. If multiple phone numbers, fax numbers, e-mail addresses, and/or street addresses have 
been set up for you, choose the numbers/addresses that you would like to use as your 
default contact information from the dropdown lists. 

You cannot type entries into these fields; you can only select from pre-defined entries. 
To add or change numbers/addresses, use the Contact Details fields. 

Caution 

The Password and Confirm password fields on the Edit Profile page are 
currently non-functional. Do not use these fields to change your password. For 
more information on changing your password, see “Changing Your Password” 
on page 8. 

Primary Contact Details 

Use the fields in this section to add or change your primary contact information. This 
information should reflect the address, phone number, and fax number at which AllMed can 
most readily reach you. 

Once you have defined your primary contact details, you can choose them as your default contact 
information from the dropdown lists located under Account Information for user. 
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Professional Details 

Use this section to enter optional biographical information for PeerPoint Network. 

Secondary Contact Details 

Use the fields in this section to add or change your secondary contact information, if applicable. 

Once you have defined your secondary contact details, you can choose them as your default 
contact information from the dropdown lists located under Account Information for user. 

Other Contact Details 

Use the fields in this section to provide alternative contact information, if applicable. 

Once you have defined your other contact details, you can choose them as your default contact 
information from the dropdown lists located under Account Information for user. 

 

 To save your changes, click Save. To 
cancel your changes, click Cancel. 
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