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How To Add A New Contact to Address
List

Learn how to efficiently manage your address directory and record patient referrals
within your system. This guide provides a clear walkthrough for entering new contact
details and updating patient records to ensure your information remains organized
and current.

Referral Source Creation

1 Click the Lists icon in the top menu.
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2 Click "Address List"

3 Click the Add (+) button to create a new address entry.
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4 When entering a new contact; you will select the TYPE of contact from the drop
down menu.

The TYPE is what determines where the contact is filtered throughout the system.

5 Click "Save Changes" to create the referral source.
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6 Click "Close" to exit the Address Entry screen.

7 As an example of where these filters are used: On the patient information screen
under Referral Information, under the Referral Source drop-down menu will only
display contacts that are listed with the TYPE Referral.

If we looked and the drop-down for Referring Providers, only the contacts from
the address list with the TYPE Referring Provider will show.


