CORRECTING PATIENT ADDRESSES & CONTACT NUMBERS

Incorrectly formatted addresses and contact numbers are the biggest causes of failed Spine syncs

Examples of both correct and incorrectly formatted addresses are below…
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Building Number/Street Name incorrectly recorded under House Name/Flat Number
Town/City incorrectly recorded under Building Number/Street Name
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Repeated line for Locality/District and Town/City
[image: ]              [image: Checkmark with solid fill]
Correctly formatted for address with building number
[image: ]             [image: Checkmark with solid fill]
Correctly formatted for address with a House Name

HOW TO CORRECT AN INCORRECTLY FORMATTED ADDRESS

1) Open Person Correction Manager, search for patient using MRN, click OK. 
2) Go to the Address tab, select Modify on the Home address section. 
3) Click Search for Address. Enter postcode. Click on the + icon to load addresses listed for that postcode
4) Click on appropriate address & click Select. The selected address will be displayed in correct format
5) DO NOT make any changes to the format of the address. Select Accept, OK and OK again


CONTACT NUMBERS
Telephone numbers must be recorded in the correct field (E.g Home, Mobile, Work) and must be recorded only once and not duplicated across fields. 

If a patient record has the same contact number duplicated - delete it from the incorrect field leaving it saved just once in the correct field

If a contact number is recorded in the wrong field (e.g a mobile number is recorded in the Home field) - add the number to the correct field and delete it from the wrong field
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