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President, Board of Directors
Policy:
ETSU Physicians and Associates employees will gather all referring physician information for reporting purposes.  This is a requirement for administrative reporting and decision-making policies.

Procedure:
When scheduling an appointment to capture the referring physician information the following steps will be followed:

1. Find the patient using NPR, IAL, IDB, ISS:

· if patient is new, complete a mini registration using NPR, and

· if patient exists, continue with the next step.

2. Find the patient chart number using SMC (if one exists).

3. Do a request for an open appointment using one of the following:  IOS, ITS, IGS, ICS.

4. One of the schedule screens will appear.  All schedule screens are
alike as to the location of the referring physician.

5. After you have completed the reason the patient is making the appointment, the next field is the referring doctor field.

6. Always ask the patient or agent for the name of who has referred the patient to ETSU Physicians and Associates.

7. In the referring physician field, specify and type the physician’s last name only.  When you find the doctor number scroll down to the physician and specify again.  This will automatically load the referring physician number in the referring physician field.  Remember to always choose the 3-digit doctor number if the physician is in our group (except Family Medicine Physicians) or the 9-digit referring physician number if outside ETSU Physicians and Associates.  For self-referral enter doctor number 908352 for hospital referral enter doctor number 944155.

When entering a charge into Context:

1. On the Enter a New Claim screen enter the correct account and family member number, doctor number, and verify the correct template.

2. Go to the Claim Screen and enter the referring doctor number in the referred by field.  If the doctor number is 908352 for self-referral or 944155 for hospital referral do not enter these on to the claim screen.  This is very important because it will cause problems with insurance filing if these doctor numbers are entered.

3. Continue with the entry on the CPT/ICD screen.

When entering a charge into Experior:

1. Enter CHG T space and the ticket.  The charge screen will be displayed on your screen.

2. On the second line the last field is the referring doctor number field enter the correct referring doctor number.  If the referring doctor number was entered at the time the appointment was made the system will auto fill this field.  If the doctor number is 908352 for self-referral or 944155 for hospital you will need to go to the referring doctor field and space the number out.  This is very important because it will cause problems with insurance filing if these doctor numbers are entered and print on insurance claims.

3. Continue with the entry on the screen and transmit when completed.
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