New Born Enrolment

When an enrolment form is received for a baby that is currently enrolled using the “B”
Code for New Born Preliminary Enrolment, the practice should update the enrolment
details by going to the enrolment form area and follow the steps below.

Search for the patient and then click on the enrolment icon
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Update any details as appropriate from the newly received enrolment form on Tabs — 1
and 2 of the enrolment form, moving on using “Save & Proceed”.
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On Tab 3 —Update the Enrolment Status from Newborn Preliminary Enrolment to
Confirmed Enrolment, and change the Enrolment Date to the date on the newly
received form. Move on using “Save & Proceed”.
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On Tab 4, check that the details are correct, including the provider the baby is registered
with. Move on using “Save & Proceed”.
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On Tab 5— NHI Sync — Complete the following actions
1. Update & Sync indici data to NHI
2. Click on update enrolment
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Change the Enrolment Action Field to Enrol
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Once this field is completed click Close

Practice will review and set the status manually.
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