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Accessing Orbit – Tenet & Existing Non-Tenet Users

New External Users (Non-Tenet)

Go to the ORBIT login page at Orbitsurgery.com

Select Login with Microsoft Entra ID.

Tenet and non-Tenet users with an existing account can sign in 
using this option.
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https://orbitsurgery.com
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Accessing Orbit – New External Users (Non-Tenet)

New External Users (Non-Tenet)

After an ORBIT administrator approves your request, sign in 
using the Existing Users steps.

When approved, your role defaults to Surgeon Office 
Scheduler.

Go to the ORBIT login page at Orbitsurgery.com

Select New User (Non-Tenet) Self Registration.

Complete all required fields in the self-registration form by 
inputting the facilities and surgeons you are aligned with.
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Accessing Orbit – Requesting Access in TenetOne

New Tenet User - TenetOne

Select Order Now to submit the access request.

Once the request is approved, you can access 
ORBIT at Orbitsurgery.com and login using EntraID.

Go to TenetOne.com and select Access Request.

Search for ORBIT Access Request.

Complete the request form by entering the user’s 
name, requested role, and requested facility.
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Account Types

Tenet Employees

• If you have a Tenet email address (@tenethealth.com), please use your etenet password 
to login to your ORBIT account 

Users with Access to Tenet Physician Portal (TPP)

• Request access using your username@tenethealth.com address

Microsoft 365 Users

• If you use Microsoft Outlook for your work email, you are very likely a Microsoft Office 
enterprise user – use your Microsoft enterprise password to login

• If you are unsure of your password, please contact your local IT support to retrieve your 
Microsoft enterprise password

Non-Microsoft Enterprise Users

• If you are a non-Microsoft user, please use the steps on the following slides to setup 
access to ORBIT via the Microsoft Authenticator app

mailto:username@tenethealth.com


Account Setup for Non-
Microsoft Enterprise Users
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First-Time Login

• To create a new account, select the “Self Registration” link 
– please provide the requested information and submit for 
an account

1

1

• Once your account has been created, please select the 
“Log In with Microsoft Entra” button 
• If your email appears, select your email
• If your email does not appear on the list, select “Use 

another account”

2
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If your email does not appear on the list, select “Use 
another account”
• If your email appears, select your email

2A
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Account Verification via Email

• Copy and paste the code from the email into the area 
shown in Step 3 (above) 

3A
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• Once you’ve selected your email, you will be prompted to 
get a code to enter a code
• Please check your email for the code

3
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Microsoft Authenticator Setup

• If you already have the application called “Microsoft 
Authenticator” installed on your phone, please hit “Next”
• If you don’t have “Microsoft Authenticator”, please go to 

your appropriate app store and download the Authenticator 
app BEFORE hitting the “Next” button

5
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• After inputting the emailed code, Microsoft will prompt 
you to establish multi-factor authentication (MFA) – please 
select “Next” in the pop-up box
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Microsoft Authenticator Setup

• Using the camera function on your phone, scan the 
provided QR code – this will open your Authenticator app

7

• Please hit “Next” to begin associating your ORBIT 
account to the Authenticator app
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Microsoft Authenticator Setup

• Input the provided verification number (from step 7) into 
the Authenticator app

9
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• After scanning the QR code, your computer screen should 
show a verification number – this code will be inputted 
into your Authenticator application

8
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Microsoft Authenticator Setup

• You should also receive a confirmation on your computer 
screen – please select “Done”

11
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• Once you’ve inputted the correct verification phone into 
the Authenticator app, you should receive a confirm in the 
app – please select “OK”
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Adding Multi-Factor 
Authentication (MFA) to Your 
Microsoft Profile & Linking 
The Authenticator App
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Authenticator App

• Follow this link to your Microsoft profile1

• Click “Add a Sign On Method”2

If you are unable to log in using the method on the previous slides, follow these instructions to add 
MFA and link the Authenticator app on your phone to your Microsoft profile

https://mysignins.microsoft.com/security-info

2

My Sign-Ins | Security Info | Microsoft.com 1

https://mysignins.microsoft.com/security-info
https://mysignins.microsoft.com/security-info
https://mysignins.microsoft.com/security-info
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Logging into ORBIT

• Click “Microsoft Authenticator”3

3

• Download the Authenticator App and click “Next”4

If you are unable to log in using the method on the previous slides, follow these instructions to add 
MFA and link the Authenticator app on your phone to your Microsoft profile

4
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Logging into ORBIT

• Click “Next” again5

5

• Scan the QR code with the Authenticator app. This links 
the app to your Microsoft profile. Then click “Next” and 
follow an additional on-screen prompts.

6

If you are unable to log in using the method on the previous slides, follow these instructions to add 
MFA and link the Authenticator app on your phone to your Microsoft profile

6



Logging into ORBIT with 
Microsoft Authenticator
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Logging into ORBIT

• Select the email that has been registered for ORBIT access1

1

• A verification number will appear on your screen – this 
number will be inputted into the Microsoft Authenticator 
app

2

2
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58

Logging into ORBIT

• Open the Authenticator app on your phone and input the 
verification number provided in step 2

3

3

Once you have successfully inputted the verification number into the 
authenticator app, the website will automatically log you in to ORBIT



Office Scheduler Dashboard
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Office Scheduler Dashboard

The Office Scheduler 
Dashboard lets you edit 
cases, upload and view 
documents, and request 
reschedules. Use the filters at 
the top of the page to narrow 
results by:
• Status
• Facility
• Surgeon
• Patient name
• Date Range

Office Scheduler Dashboard
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Editing a Case

How to Edit Case Details

Select           Edit on the case row you want to update. 

Update the patient information, procedure details, and/or 
scheduling notes.

Select Update to save changes the record.
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Click to Edit
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Rescheduling a Case

How to Reschedule a Case

Select            Reschedule and choose a new date and time.

Review the room-availability validation results.

Select Submit Request to finalize the reschedule request.
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Uploading a Document

How to Upload a Document

Select Submit to upload the document.

You will receive a confirmation message that the upload was 
successful.

Select            Upload Document on the desired case to attach 
your file.

Drag and drop or choose the file from your device.

Select the appropriate Document Type.

4
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Note:
• Uploaded files are attached to the case record and 

are visible to all authorized users.
• Supported formats: PDF, DOC, DOCX



Room Availability
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Viewing Room Availability

How to View Room Availability

Enter your criteria using the filters (facility, 
surgeon, procedure, duration, and date range).

Select Apply Filter to display available rooms 
and time blocks.

Review the results. Available rooms appear with a 
green timeline showing open time for that room. 
Orange bars indicate block times that are 
unavailable because a surgery is already 
scheduled during that time.

1
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3

Note:
Block times shown belong to the requesting surgeon. Office schedulers will 
only be able to see the block time associated with their surgeon.
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Choose a start time within the room’s available window (shown in green). 

Select the green availability block to confirm the time. If you select a time outside the available window, ORBIT 
displays an error. Choose a time that fits within the green block and accounts for the procedure duration.

Navigate to the Book a Case tab

Select a room that meets the case requirements and facility specifications.

Select the Start Time for the chosen room.

4
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You are redirected to the booking page to complete the case request.6

Booking a Case – Selecting a Room and Time

How to Select an Available Room and Time

Click to select 
start time
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Available CPT codes based on the selected procedures will 
appear automatically. You can select the codes you want to 
add or enter CPT codes manually as needed.

After completing the form, upload the provider's signature 
by clicking on Choose File

Fields from your Room Availability filters are pre-populated 
on the form.

Complete all required fields.

You can add additional procedures to the procedures 
section by selecting from the dropdown list.

4

5
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Click Submit the booking request to finalize booking. Once 
submitted, you can view, edit, reschedule, and upload 
documents for the case through the dashboard section.

6

Booking a Case – Finalizing Booking
Finalizing Booking a Case
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Confirm / edit information that ORBIT has extracted from 
the uploaded booking sheet.

Finalize and submit request per the instructions in the 
“Finalizing Booking” section

Click on OCR Booking Sheet at top of page

Drag and drop a PDF booking sheet or click to browse and 
upload PDF booking sheet. Click Extract Fields from PDF

ORBIT will pull information from the PDF to populate the 
electronic booking sheet.

4
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Booking a Case – Upload An Existing Booking Sheet
Populating Case Information From Existing Booking Sheet 



Release Block
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Release Block Dashboard

The release block section is used to view and release any time slots that are reserved for any surgeon.

Release Block Dashboard
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Release Block

How to Release a Block

Confirm block release to finalize.

Click on the desired time block in green.

Click on Release Selected Block at the bottom of 
the page.

Confirm the hours to release, reason, and add any 
additional notes in the text box.

4
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3

Click to select 
block



User Access Request
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User Access Request

Use User Access Request to request 
ORBIT access for another user (for 
example, a new scheduler or provider’s 
office staff).
• Enter the user’s name and contact 

information.
• Select the facility and role needed.
• Submit the request for administrator 

review and approval.

Note: Access is granted only after 
approval. The requester and/or requested 
user may be contacted if additional 
information is needed

Requesting Access



User Audit History
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User Audit History

This section shows the users history of all actions performed, including booking, approving, rescheduling, and 
editing cases.

User Audit History
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