_____________Health Center
Front Office Procedures

Patient Registration by telephone
New Patients
Registration Software is used to generate a Medical Record Number for new patients as well as updating information on established patients.

For a new patient who has never been registered, Registration Software will indicate “No Matches”.  Enter the “Register New Patient” screen.  Enter the patient’s name and ensure the correct spelling (must match the insurance card or legal name).

Enter the patient’s Social Security Number.
Enter the Date of Birth.  A date of birth must be entered before proceeding.
Enter the patient’s phone number including area code.  

After this process, the information should be saved.

At this point the call may be transferred to Central Registration staff, and they will finish the registration process.
Established Patients
Look up the patient in the Registration Software by using the combination of their full name (last, first) and date of birth.  If the patient has already been registered, the Registration Software should display the patient information with the medical record number.
Verify the registration (demographic and insurance) information at this time.  Choose Edit mode in Scheduling and update as necessary.  If a bad address is present, verify the patient’s address and indicate in the notes that the address was verified.

Demographics include Name (correct spelling of legal name), Address, Current Phone Numbers  (home, work, message, and emergency), Financial Status Code and other fields as indicated in the Registration Training Manual.
The subscriber’s name on the insurance card should be entered in the Financial Status/Insurance information page.  (Also add the subscriber’s date of birth and employer when necessary).
After this process, the edits should be saved.  
