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Entering Referring Provider Information in Nextgen

The provider information is entered in Nextgen by selecting the File Maintenance option on
the Nextgen Main screen as shown below:
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Note: The user should have access privileges to make changes to File Maintenance.

Follow the procedure below to enter the provider Information:



1. Once the user is logged into File Maintenance, select the Provider option as shown below:
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2. Select the Provider option and uncheck the Include EHR Items option and Include EPM
Items check boxes as shown below:
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3. In the Provider List Search for the Provider Name. If its and new provider, the Provider
Name search will fail. Start enter the new provider information as shown below:
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4. Once the New option is selected above, ensure that the Provider Name, Address, NPI, etc.
are available. This information can be obtained from the following link:
https://nppes.cms.hhs.gov/NPPESReqistry/NPIRegistryHome.do . On this website select the



https://nppes.cms.hhs.gov/NPPESRegistry/NPIRegistryHome.do

Individuation Provider link as shown below:
NPI Registry Search Home - Windows Internet Explorer
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The MNP Registry enables you to search for a provider's NPPES information. All information produced by the NPI Registry is provided in accordance with the NPPES Data Dissermination Motice. Information in the NP1 Registry is
updated daily. You may run simple gueries to retrieve this read-only data. For example, users may search for a provider by the NPl or Legal Business Mare. There is no charge to use the NPl Registry

Sorme health care providers reported their S5Ms, IRS [TINs or EIMs in sections of the NPI application that contain information that is required to be disclosed under FOIA. For example,
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2. Anincorporated individual, when applying for an NPI for the corparation, may have reported histher SSN as the EIN of the corporation

CMS has urged health care providers to review their MPPES FOIA-disclosable data to ensure that it is correct and to remove any inappropriate or sensitive infarmation that they may have reported in any of thoge fields that are
"optional” (i.e., not required to be furnished) and Jor replace the inappropriate or sensitive information that they may have reported in required fields with the appropriate information. If health care providers did not remove S5Ns, IRS
ITIMs or EINs from FOIA-disclosable fields, CMS took action to not disclose any 35Ms or IRS ITINs that were entered in those fields. CMS also took action to temporarily suppress reported EINs, even though they are disclosable
under FOIA, because providers reported SSMs in the EIN field. After April 21, 2008, CMS will mask S3Ns, IRS ITINs, and EINs when these numbers are entered in the Other Provider Identifier Murmber and License Mumber fields as

faollows: SSNs to LIRS TIN5 to L and ElNs to " " This action also includes the continued supprassion of the EINs and the suppression of the Subpart Parent Organization TINs of all Organizations in
the NPI Registry. CMS expects to lit the suppression of EINs and Parent Crganization TINs in the future

NPI Registry: To ensure security and protection against automated scripts from impacting the NPI Registry's performance, we have implemented CAPTCHA on each new search against the NPl Registry
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After selecting the Individual Provider option, enter the Provider First Name, Provider Last
Name as shown below:
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Upon searching the provider name, if it's a valid provider, the provider relevant information

will be shown on the website. In this case, we searched for Maini, Ashok provider and his




information is shown below. All the required information is circled in red.
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Now that we have the all the provider information, go back to NextGen, File Maintenance
and enter the provider information as shown below:
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Note: Ensure that Degree is set to (eg: MD, DO, no commas or periods in Degree), Also

ensure that the degree is added on Display as. Make sure the degreed is listed after last
name and before the comma (again, no commas or periods in Degree).
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8. Enter the NPl information under the System tab as shown below:
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9. Verify that all the Provider Types are checked under the Provider Types tab as shown

below:
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10. Once OKis selected, this provider information is saved. Now search the newly added
provider and update the UPIN field under the System tab.
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The End.




