Patient Connect:
Document Requests

Document requests may be sent to patients with a scheduled appointment. Facilities may request a
driver’s license, insurance card (front and back), and consent forms requiring patient signature. A Pre-
Registration form may be sent to the patient to confirm basic demographic information and allow for
changes to be made. All submitted documents will be displayed within Patient Connect and Electronic
File Management under the Profile Docs tab.

To initiate the request:

e Select the g Documents Requested icon in the Documents column on the Scheduled
Appointments tab.

o Alist of documents that may be requested will be displayed.

e Select the checkbox next to the document to be requested.

e Select Send Requests once all selections have been made.
e This will then send a request to the patients via email and/or text message.
Patients will then receive an email with a link to submit their documents.

Once documents have been requested for a patient, the @ Documents Requested icon will display a
clock.

Viewing Documents

To view documents the patient has submitted:

e Selectthe E?) Documents Requested icon.

e A blue dot next to the icon will reflect that the patient has submitted requested information.
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Name: DOB: Email: Email Opted:  Cell: Text Opted: %
CPSI SARAH JANE 10/13/2020 evident@evident.com IN (251)123-4567 IN
Document Document Date Last Request Status Last Received g
UnitedHealthcare
nsosaoy 911-87726-04
[] Driversticense 08/23/2023 08/23(2023 Responded 08/23/2023 10 123456789 Growp numbers 98765
puBSCisen i
[] Consentto Treat 08/25/2023 08/25/2023 Responded  08/25/2023 %gjigi%gg;%? Payer D 87720
Emtna ?m.m o)
D Patient Consent 08/25/2023 08/25/2023 Responded 08/25/2023 A
USRI i) UnitedHealthcare Chaoice Plus
[ insurencecard 08/23/2023 08/23/2023 Responded  08/23/2023
Printed: 0327720
[] Patient Rights 08/23/2023 08/23/2023 Responded 08/23/2023
Members: We're here to help. Check benefits, view claims, find
. - o - a doclor, ask a question and more
D Pre Reg torm 08/23/2023 08/23/2023 Responded 08/23/2023 Web: myuhc.com
Phone: B888-555-4444
[0 optinoptout 08/23/2023 08/23/2023 Responded 08/23/2023 R . B BT st AbcRIoYdereom 0800
Pharmacists: 883-290-5416
Pharmacy Claims: OptumRx PO Box 650540 Dallas, TX 75265-0540
<
Documents

Below are descriptions of the columns within the Documents pop-up.

o Document Date: Reflects the date from Electronic File Management when the document was obtained
by the facility. This includes images uploaded directly to Electronic File Management as opposed to
Patient Connect.

¢ Last Request: Reflects the date the document was sent to the patient/requested by the facility.

o Status: Displays the status of the document: Sent, View, or Responded.

o Last Received: The date the document was uploaded via Patient Connect.

NOTE: Patient submitted documents will display in Electronic File Management, the Profile Docs tab on
the profile and to the account once it has been created and linked to the appointment.

If wanting to request a document again, select the appropriate checkbox in the Document column and

]
select Send Requests.

To view a document, select the Document title from the Documents column. It will then display on the
right side of the screen.
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Pre-Registration Form

If a Pre-Registration Form was requested, an orange dot next to the Document icon will indicate that the
patient has submitted the form with updated information. The orange dot is displayed to signify the
document needs to be reconciled.

To verify and update the demographics:

e Select the form from the view documents screen.
e The orange display indicates the need for reconciliation.

Information Reconciliation & Back
Existing Information Response Information -
First Name SARAH First Name SARAH O
Last Name cPsl Last Name cPsi O
Middle Name  JANE Middle Name  JANE O
DOB 10/13/2020 DOB 10/13/2020 |
Phone # (251) 123-4567 [J | phone# (251) 639-8100
cell Phone # v (251) 123-4567 [T | celtphone # v (251) 639-8100
Email Address v evident@evident.com [J | Emailaddress  + cpsi@evident.com
Address 1 123 MAIN STREET [1 | address1 1234 FIRST STREET
Address 2 Address 2 D
City MOBILE City MOBILE O
State Alabama State Alabama D
Zip 36608 Zip 36608 1

Information Reconciliation
e The information submitted by the patient will be displayed under Response Information on the right
side.
o Existing profile information will be displayed under Existing Information on the left side.

e Information that is different than what is on the patient profile will automatically be selected on the
Response Information side and will display in orange.

¢ If needing to edit the information submitted by the patient select e ] Edit.
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e Once all needed fields are selected, select Update to update the patient's profile with the new
information.

e A copy of the Pre-Registration form will be saved in Electronic File Management for future reference,
if needed.

e Select Keep Existing Information to keep the patient profile as is and continue
with completing the reconciliation.
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