HOW TO SCHEDULE AN APPOINTMENT FOR A NEW PATIENT

SOP 1001

Patient (Pt) Calls

3
Search Pt’s
record in Z drive (hame as it
is written on their insurance
card). Look for pdf file "New
consult referral [patient
name]"

3.1
Does a referral Exist?

1
Obtain basic info
from the Pt

2
Check Elation if
Pt already has a
chart created

v 3.2
Are we IN network with
Pt s insurance?

3.3
Fee is 200$
for consult

Ch

21
eck if Pt has

visited office,

Schedule as CONSULT

and when

3.5
Ask auth coordinators
if they can download
auth from portal

3.4
Check if the Pt has
HMO, PPO or
MEDICARE

4
Complete next
steps once Auth/
referral is in Z drive.
Use "Navigating
insurance
authorization"
packet to asssist

5-6-7 Verify:
1) Authorization is approved
and not expired

2) We are in network with
Pt s insurance (Check
Eligibility team if doubts)

3) Auth is referring Pt to a
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8
Create a new Pt’s
profile into Kareo
by asking new Pt
for basic info

3.6
Advise Pt we do not
take self referrals and
to contact (PCP) to
refer them

2.2
Schedule Pt as FOLLOW UP
& message eligibility
team to request auth

3.7
If no auth is in portal
then patient needs
contact referring office
to submit auth request

3.8
Continue to STEP 4

Enter insurance plan
for new Pt. If Pt has:

9.1

9.2
Re enter
insurance plan
either HMO or
PPO.

Ask Pt if they have

secondary insurance.

If:

9.3
Inform Patient
is responsible

for 20%
coinsurance

15
Enter update Pts
preferred
language &
provider

10 13 14

Inform patient of 12 :
Enter new ; Inform patient of Upload auth/
C Saicell appointment referral into

cancellation iRl details & to do's patient's chart

16-17-18-19

Send Messages End of Process

authorizations
info
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