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Mount Sinai Groups Involved in Populating Physician Profiles

Sinai Central eDirectory 
(EDIR)

Portal where data is stored & where 
updates are made to profiles

Medical Staff 
Services

Credentialing Data 
(Education, Board 

Certification, Insurance 
Participation)

Appointments & 
Promotions

For those Physicians that are 
Faculty 

(Name, Degree, Faculty Title, 
Department)

HR
For those Physicians that are 

Not Faculty 
(Name, Degree, Department)

Epic
For those Physicians that are on Epic 

Open Scheduling & Zocdoc
(Appointment schedules & visit 

types)

Office of Patient 
Experience

Press Ganey Survey Ratings

Digital Marketing Team
Provides Guidance on Profile Needs



Using Edirectory (EDIR) in Sinai Central
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Use the same name and password for accessing your Mount Sinai computer

Login screen - https://sinaicentral.mssm.edu/

Logging In

https://sinaicentral.mssm.edu/
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EDIR Menu

Select User 
Admin

Select 
EDIR
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User Search

Search by name or Life Number



© Mount Sinai Health System

Directory Profile Menu

• Add Find a Doctor information 
• Update Biography information
• Selecting Diseases/Conditions
• Selecting Treatment/Procedures
• Portrait photograph

Select areas of the doctor profile you wish to update from the left 
hand menu:



© Mount Sinai Health System

Complete Find-a-Doctor Information

Click here to add a patient 
office



Complete Find-a-Doctor Information cont’d

Update the order offices appear
on the Find-a-Doctor profile

Delete patient office

Add languages
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Complete Find-a-Doctor Information cont’d

Add office hours

Select if the doctor is accepting new patients 
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Complete Biography Information

Add biography info
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Select the Disease Conditions (foci) that apply – max 15
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Select the Treatments-Conditions (foci) that apply – max 15
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Upload Profile Photograph

Regular photo shoot sessions for portrait headshots are held around the Mount Sinai 
Health System – please ask your department admin for further information.

If you are uploading your own photo, follow these suggestions:

• Photographs should be taken with a white/grey background. 
• Photo can be resized after uploading. 
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Introduction to Edirectory (EDIR)Online Profile Section Data Source Section in EDIR to Update

Patient Office Address Sinai Central/EDIR EDIR -> Find-A-Doc -> Add 
Patient Office Section

Biography Sinai Central/EDIR EDIR -> Biography

Clinical Focus
(Diseases/Conditions & 
Treatments/Procedures)

Sinai Central/EDIR EDIR -> Diseases-Conditions & 
Treatments-Procedures

Physician Headshot Sinai Central/EDIR EDIR -> Portrait

What am I able to update in EDIR Sinai Central?



Introduction to Edirectory (EDIR)
Online Profile Section Data Source Data Owner/Group to Update

Name For Faculty: Appointments & 
Promotions
For Non-Faculty: HR

For Faculty: Appointments & 
Promotions
For Non-Faculty: HR

Degree For Faculty: Appointments & 
Promotions
For Non-Faculty: HR

For Faculty: Appointments & 
Promotions
For Non-Faculty: HR

Book an Appointment Epic, Zocdoc, Digital Marketing 
RAA System

Refer to Slide 22

Insurance Plans Cactus/Verity Credentialing 
Database

Delegated Credentialing

Video Visit Banner Sinai Central/EDIR Digital Marketing

Specialty Cactus/Verity Credentialing 
Database

Medical Staff Services

Education/Board Certification Cactus/Verity Credentialing 
Database

Medical Staff Services

Patient Experience Ratings Press Ganey Survey Office of Patient Experience

What am I unable to update in EDIR Sinai Central?
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Physician Web Profile Example – Header Information
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Physician Web Profile Example – About Me & Education & Certifications
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Physician Web Profile Example – Clinical Focus & Locations

© Mount Sinai Health System



Physician Web Profile Example – Insurance & Patient Experience Rating
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Setting up Online Appointments



Introduction to Edirectory (EDIR)How do patients make 
appointment? Who should use? Contact to Update

Epic Open Scheduling
Patients can make appointment 
directly from Find a Doctor 
search and profiles.

Those physicians set up in Epic 
and are enabled to receive 
online appointments.

Contact Olivia Van Gundy at 
Olivia.VanGundy@mountsinai.org for 
Epic Open Scheduling Additions or 
Removals

Zocdoc

Patients can find appointment 
times in Find a Doctor search 
and profiles and complete 
appointment through Zocdoc.

Those physicians not set up in 
Epic and are enabled to receive 
online appointments through 
Zocdoc.

Contact Olivia Van Gundy at 
Olivia.VanGundy@mountsinai.org for 
Zocdoc Scheduling instructions

Request an Appointment
(RAA)

Administrator and/or Scheduler 
can receive these requests and 
call patient back to make 
appointment within 2 business 
days.

Those physicians that can not 
receive online appointments 
through Epic Open Scheduling 
and Zocdoc.

Contact webfeedback@mountsinai.org
with group email address that should 
receive these requests (set up through 
Sailpoint) and list of physicians that 
should be included.

Note: At least two schedulers/admins 
should be set up to receive the requests 
for each form.

How do I set up Online Scheduling?
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How do I Set up Online Appointment Scheduling? – Epic Open Scheduling
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How do I Set up Online Appointment Scheduling? - Zocdoc
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How do I Set up Online Appointment Scheduling? – Request an Appointment
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Quick Links/Contact List

Quick Links

• Physician Profile Instructions: https://www.mountsinai.org/about/marketing-faqs
• Press Ganey Survey Criteria for Profiles: https://sinaiknowledge.mssm.edu/instructions/eDir/star-ratings-

faq
• Online Scheduling Overview & FAQs Document: Online Scheduling Overview & FAQs

Contact List

• Medical Staff Services: MSS-DataTeam@mountsinai.org

• Appointments & Promotions: APmailbox@mssm.edu

• Epic Open Scheduling Additions/Removals: 
• Olivia Van Gundy: Olivia.VanGundy@mountsinai.org

• Digital Marketing Team:
• Webfeedback: webfeedback@mountsinai.org
• Kristen Morales: Kristen.Morales@mountsinai.org
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