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Adding Clinic Location Information

The Central Intake solution requires clinic information (i.e., address, phone number, etc.) to be
included within the solution for the Central Intake team to understand where the referrals are
coming from as many primary care providers work out of multiple locations.

To ensure that the information is up-to-date and accurate, the Central Intake solution will prompt
you to enter the information for your specific location.

1. When you enter the Central Intake solution for the first time, the following screen will be
displayed. You must enter at least one location before you can proceed to Central Intake to
enter your referral. Click the Add Location button.

Hello Nevin NursePractitioner
L}
Central Intake has no clinic locations recorded for you.
Please add at least one clinic location.

You can add more than one clinic if you work at multiple locations.
After entering one or more clinic locations, click the Continue to Central Intake button.

Provider Locations
Location Name Phone Fax Addr. Line 1 Addr. Line 2 City / Municipality Province / State Country Postal / Zip Code Email Addr Actions

No locations.

2. Ataminimum, you must enter all the required fields (have a red asterisk *):
e Location Name
e Phone
e Fax
e AddressLine 1
e Municipality

Hello Nevin NursePractitioner

Central Intake has no clinic locations recorded for you.
. Please add at least one clinic location.
You can add more than one clinic if you work at multiple locations.
«  After entering one or more clinic locations, click the Continue to Central Intake button.

Provider Locations
Location Name Phone Fax Addr. Line 1 Addr. Line 2 City / Municipality Province / State Country Postal / Zip Code Email Adadr. Actions

No locations.

Location x
* Y . * * *
Locatidn Name Phone Fax Address Line 1 Address Line 2 Municipality
Detaut Location
Province / State Country Postal / Zp Code Ema

.‘ Services




Adding Clinic Location Information | Central Intake

3. Click Save. The location information entered will be listed. You have the option to enter the
location information for all the clinics you work out of.

Hello Nevin NursePractitioner

Central Intake has no clinic locations recorded for you.

Please add at least one clinic location

You can add more than one clinic if you work at multiple locations.

After entering one or more clinic locations, click the Continue to Central Intake button.

e

Provider Locations

Location Name Phone Fax Addr. Line 1 Addr. Line 2 City / Municipality Province / State Country Postal / Zip Code Email Addr. Actions
Nevin's Clinic 7091234567 7095551212 51 New Steet St John's

4. Once all locations have been entered, you can proceed to Central Intake to enter the
referral by clicking Continue to Central Intake.

Referring Provider Details

*Relorring Provider

Manage Locations
Nevin NursePractitioner

Location

Nevin's Clinic

*Phone *Fax * Addross Ine 1 City / Municipaliy

7091234567 7095551212 51 New Steet Address line 2 St. John's Province / State Country
Postal / Zip Code Email

5. Asyou are entering the referral, the Referring Provider Details section will include the
location information you entered. You have the option to manage your location information
directly within the referral using the Manage Locations button. If clicked, a Providers

Location pop up is displayed that allows you to edit an existing location’s information or to
add a new location (click Add Location).

Referring Provider Details

* Retering Provider

Manage Locations
Nevin NursePractitoner _

Nevin's Clinic

*Prone *Fax * Addrons Ine | oty Municipalty

7091234567 7095551212 51 Now Stoet Address line 2 St John's Province / State Country
Postal / Zip Code Email

= myOpenHealth

Central Intake * Referral BROOKS, VESTA_TPCHI - 189560869670

Provider Locations
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6. When you enter multiple locations, you have the option to identify your primary or default
location. All referrals entered will automatically default to this location, but you will have
the option to select one of your other locations when completing the referral.

Provider Locations %
Location Name Phone Fax Addr. Line 1 Addr. Line 2 City / Municipality Province / State Country Postal / Zip Code Emall Addr. Actions
1 Nevin's Cinic 7091234567 7095551212 51 New Steet St John's

_
' 4

Location
* Location Name *Proce “Fa * Address Line 1
‘Nevin's Other clinc 9021234567 9021237777 22 old street Address Line 2
A Detault Location
halfax Province / State Country Postal / Zip Code Eman &
o
{ Save
1
Provider Locations X
Location Name Phone Fax Addr. Line 1 Addr. Line 2 City / Municipality Province / State Country Postal / Zp Code Emall Addr.  Actions
L}
Nevin's Clinic 7091234567 7095551212 51 Now Stoet St John's

A» Nevin's Other clinc 9021234567 9021237777 22 0id street haifax

7. From the referral, you can click the Location drop-down and select the appropriate location.

Referring Provider Details

¥ Reterrng Provider

Nevin NursePractitoner

Locaton
' Nevin's Clinic

Nevin's Clinic

Nevin's Other clinc 551212

8. Once the Referring Provider Details section is complete, continue to enter the details
related to the referral. Save and submit the referral upon completion.
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