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A registration overlap occurs when one patient’s record is combined with 
another patient’s record and places both patients in serious clinical risk.  This 
can happen if demographic information is changed in error. 
 
 

 

                                  
 
 
 
Scenario: 
 
Belinda Rgtest calls for an appointment and says her DOB is 6/1/1984.   
The PSR/BSR chooses the choice below assuming the DOB entered was incorrect.  

 

The PSR/BSR changes the patient’s DOB in Advanced Web (the change also affects the 
patient’s medical chart in Touchworks) 

 
This ‘overlapped’ her identity with another person.  TWO patients with the same name now 
share ONE medical chart.  
 
This can cause serious health risks for both patients if either is given incorrect medications or 
diagnoses.    
 

 
 

 Belinda Rgtest DOB 06/01/1984 is a different person than the Belinda Rgtest DOB 
06/01/1983 and the registration should not be changed! 

Patient Overlaps 
 

Patient 2 DOB: 
06/01/1983 

Patient 1 DOB: 
06/01/1984 

Chart with DOB: 
06/01/1983 
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Preventing Patient Overlaps 
 
 

 Always use PatientSecure or ask for government issued picture 
identification. (Examples: driver’s license, passport)  

 
  
  
  
  
  
  
  

 Verify patient demographics by having patients tell you their DOB, 
address, or telephone number.   

o Do not tell the patient what information we have in our system. Have 
patients verbally confirm what we have is up to date and accurate. 

 
 
 
 
 
 
 

 NEVER make changes to Name, DOB, or SSN. 
o Any uncertainty on a patient’s name, DOB or SSN should be referred 

to the Site Support Services department with documentation. 
(Support Services: Lead, Specialist, and BSR). (Refer to Policy & 
Procedure 17302.01). 

 
 
 
 
 
 
 
 
 
 
 
 
 

Patient Overlaps 
 

Duplicate Registrations 
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Duplicate registrations occur when the same patient is registered more than 
once in AW.  
 
 

Preventing Duplicate Registrations 
 

• Always identify patients using PatientSecure. 

• Search for patients in Advanced Web using Multi Factor Lookup 

• Entering a patient’s name, social security number, DOB or gender will cause AW to search 
for possible patients in the system. 

• If a social security number is recognized in the system, cancel the quick registration and 
search for the patient by social security number.  

 

 
 
 
Note:  It is always preferable to create a duplicate registration than to select an incorrect 
registration.  Selecting the wrong record and replacing one patient’s information with another 
patient is a clinical risk to both patients and a liability risk to Sharp HealthCare  

(refer to P&P 17302.01). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Quick Registration 
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Quick registration is used to create a new patient’s 
chart. This type of registration typically occurs when 
speaking with a new patient over the phone. 
 
A patient must be created within the application before any actions 
can be taken. You will need to generate the patient’s Medical Record Number (EMRN). 

 
How to create a Quick Registration: 

 
1. Click Scheduler on the Vertical Toolbar (VTB) 
 
 
2. Type the patient’s name: LastName,FirstName in the Patient field (do not include a space 
between the comma and the first name). 
 
 
 
 

 
 
3. Press Tab 

 
 

 
 
 
 
 
 
 
 
 
 
 
4. At the Multi Factor Lookup screen, select the patient’s Gender and type the DOB  
 
5. Click OK 
 
 
 
  

 

Note: Pressing the 
Tab key is the best 
method to navigate all 
required fields.  

Quick Registration 
 

New Appointment Screen 

Multi-Factor Lookup Screen 

Note: Pressing the 
Tab key is the best 
method to navigate all 
required fields.  
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Quick registration is used when scheduling or taking a message for a new 
patient. 
 
 
A patient must be created within the application before any actions can be taken. You will 
need to generate the patient’s Medical Record Number (EMRN).  
 

How to create a Quick Registration: 
 

 
1. Click Scheduler on the Vertical Toolbar (VTB) 
 
 
2. Type the patient’s name: LastName,FirstName in the Patient field (do not include a space 
between the comma and the first name). 
 
 
 
 

 
 
3. Press Tab 

 
 

 
  
  
  
  
  
 
 
 
  
 
 
 
 
 
 
 
  
 
4. At the Multi Factor Lookup screen, select the patient’s Gender and type the DOB  
 

Quick Registration 
 

New Appointment Screen 

Multi-Factor Lookup Screen 
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5. Click OK 
 
 
 
 

 
  

 
 
 
 
 
 
 
6. Click Quick Reg 
 
 
 
 

 
 

• Type in patient’s SSN  
o If patient does not wish to provide, type in 000-00-0000 
 

• Type G at EMRN# and press Tab 
 

• Select patient’s Sex 
 

• At the Add/Edit PCP field (defaults Y), Press 

Tab 
 
 
 
 
 
 

Quick Registration 
 

Patient Selection Screen 

Quick Reg Screen 

Add/Edit PCP Screen 

Note: Required fields are yellow. 
These must be completed in order to 
continue to the next pages. 
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• Press Tab at Effective date of change field 
 

• Type the name of the PCP (Primary Care Physician) and press Tab 
 

• At Reason for change, type RSN (RSNEW) and press Tab 
 

 
 
 
 
The Privacy Notice is a required HIPAA field. Patients sign a form that describe how their 
medical information is used and disclosed at Sharp Rees-Stealy. 
 
- Select No (N) if the patient is on the phone and you are unable to have them sign the form. 

o Select a reason if the Privacy Notice was not given to the patient. 
 
(Select Yes (Y) once the patient is 
in the clinic and you are able to 
have them sign the form.) 
 
 
 
 
 
 
 

Quick Registration 
 

Add/Edit PCP Screen Privacy Notice Screen 
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• Select a reason if the Privacy Notice was not given to the patient  
 

• Press Tab until you get back to the registration screen. 
 

 
 
 
 

• Fill in the patient’s Home Telephone  
o This is the patient’s primary phone number  

 

• Select an Appt Rmdr: for the patient. The option you select MUST have a number in the 
corresponding field. (i.e. If ‘Cell’ is selected, the ‘Cell Telephone’ field must be filled in) 

 
 
 
 
 
 
 
 

• Click OK. 
 

Quick Registration 
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• Click No at ‘Print a registration Label/Facesheet?’  
 

 

 
 
 

• Patient Selection Screen -  Click OK 
 
 

• View patient’s information in Patient Banner Bar. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

 

Once the patient arrives in the clinic, you will give them a registration form to 
complete during the check-in process.  
 

Entering / Editing Registration Information 
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How to Access Full Registration: 
 

 
1. Use PatientSecure or Standard Patient Look-up to find the patient. 
 

 
 

2. Click   to access the patient’s demographics/registration. This function will be used 
only to view or edit the patient’s registration information. 

 
 

 
 

 
3. Type the number 1 to view or edit the patient’s registration. 
 
 
4. Click OK. 
 
 
 
 
 
 
 
 
 
 
 
 

Registration Screen 
 
 
 

Entering / Editing Registration Information 
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• If the patient’s DOB is either 01-01-xxxx or 07-01-xxxx update the DOB Val field 
 

• If the patient did not provide their SSN#, update the SSN Val field 
 

• Update address if necessary  
o Entering the Zip Code will auto-populate the City,St 
o Verify Country 
o Update Adr Type 
o Change Adr Stat to ‘Current’ 

 

• Update Home Phone and Cell Phone  

• Update e-mail if necessary 
o If patient does not provide e-mail, update ‘Missing Email Reason’ field 

 

• To update PCP, select ‘Y’ at Add/Edit PCP? 
o Press Tab 

 

• Verify C.O.R. has been signed 
o Conditions of Registration form must be signed by the patient (if the patient is a 

minor, it must be signed by a guardian). 
o C.O.R. must be signed every calendar year 
o Look at the year to verify if it is up-to-date 

 
 
 
 
 
 
 
 
 
 

Regulatory Screen 
 

Entering / Editing Registration Information 
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• Update Language, Ethnicity/Race, DMV License # 
 

• Select ‘Y’ in HIE (SDHC) 
o Health Information Exchange (HIE) San Diego Health Connect (SDHC) – 

Participating organizations that have securely agreed to share electronic health 
information (i.e. labs, imaging, medications, allergies, etc.) to reduce health care 
costs associated with redundant tests or procedures. Shared records are view 
access only. Participating providers include UCSD Medical Center, Scripps 
Health, Rady Children’s Hospital, Kaiser Permanente Southern California, and 
the VA San Diego Healthcare System. 

▪ Y a letter was mailed or patient came into facility with consent 
▪ N patient who choose not to participate, Opt Out forms available at 

Sharp.com 
▪ U patients on the phone only 

o Patients can e-mail SDHD@sharp.com or information line at (858) 499-2415 
o Update Occupation information 
 

 
 
 
 
 
 
 

 
 
 
 
Employer Information Screen 
 

Entering / Editing Registration Information 
 

mailto:SDHD@sharp.com
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• Fill in Employment Status 
 
 

• Fill in Employer information 
o The first field is a Dictionary Field – there is 

already a preset list of options 
o Employer FT = Free Type (if the employer is 

not in the dictionary) 
 
 

• Fill in Date of Retirement if applicable 
o Fill in with approximate year 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Guarantor Screen 
 

Entering / Editing Registration Information 
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The Guarantor field identifies the person who assumes financial responsibility. If the patient 
is a minor (under the age of 18) there must be a Guarantor entered in their registration.  
 
If the patient is the Guarantor, this field may be left blank.   
 
The Guarantor Address is required even if it is the same as the patient. If this address is the 
same as the patient, type @P at the address prompt and press Tab. 
 
The guarantor field should always be current. Reasons to change a patient’s guarantor 
include the following: 
 

• Updating from a parent/guardian when the patient becomes an emancipated minor. 

• Updating from a parent /guardian to the patient when the patient becomes an adult. 

• Updating from someone other than the patient to the patient when the patient is an 
adult. 

• Updating from the patient or another person to someone other than the patient if the 
guarantor will sign a Conditions of Registration (COR). 

• Updating a deceased patient’s account to “the Estate of…” 
 
 
 
 
 
 

 
 

 
 

Spouse/Parent Information Screen 
 

Entering / Editing Registration Information 
 



 17 

 
 
Other Contact & Emergency Contact Information Screen 
 

 
• Update Additional Contact information  

• Update Emergency Contact information if applicable 
o If the patient does not wish to provide an 

Emergency Contact, update field to either: 
“None per pt” or “No Patient Contact”  

 
 

 

 

 
 

Entering / Editing Registration Information 
 

Note: If the system 
does not recognize the 
entered address, 
verify with the patient 
the Corrected 
Address 
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IDX Address Corrector 
 
Once you exit the patient’s registration (or click OK), it may bring you to the IDX Address 
Corrector Screen. The application is connected to the USPS database and will alert you if 
there is an error in the patient’s address.  
 
From this page, you can either: 

1.) Override the “Corrected” suggestion 
2.) Go back into registration and edit the address. 

 
 
To override the Address Corrector (if the Address you entered is Correct): 
 

• Select ‘Y’ at File this 
Address 
 

• Select ‘N’ at Return to 
Reg Screen 
 

• Click the magnifying 
glass to select a Reason 
for override (Per Pt 
Instruction) 
 

 
 

 
 

 
 
To correct the address in registration and NOT override the Address Corrector 
This will bring you back to the Registration Screen 
 

• Select N in the File 
this Address box  
 

• Select Y in the Return 
to Reg Screen box 
 

• Click OK to return back and enter the correct address 
 

 
 

 

• Click No at ‘Print a registration Label/Facesheet?’ 
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Changing the Home Chart Location (HCL) 
NEW → EHR  

 
The Home Chart Location (HCL) status of “NEW” is automatically assigned during the 
quick registration and initial full registration process. You must change the HCL to the 
status of “EHR” once the patient has been seen in the clinic and has signed the C.O.R. 
 
 

The HCL is located on the bottom left corner of the Registration Screen.  
 

 
 
 
 
 
 
 
When to change the HCL: 
 

1. At the patient’s first visit, but only after the C.O.R. (Conditions of Registration 
has been signed) and the registration process has been completed. 

a. Change the HCL of “NEW” to “EHR” (Electronic Health Records) 
 

2. DO NOT change the HCL to “EHR” if the patient refuses to sign the C.O.R. 
 
 

3. The HCL of “STO” (Storage) should be changed to “EHR” 
a. Storage-purged after 10 years of inactivity 

 
 

4. The HCL of “CRR” should NOT be changed. 
a. CRR = Central Record Room. This means the patient has a paper chart 

and  
 
 

 
 
 

Entering / Editing Registration Information 
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How to change the HCL: 
 

 
1. On the VTB click ‘Patient Services’ 
 
2. On the HTB click ‘Edit HCL’ 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
4. At the Record Room field, type in “EHR” 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Entering / Editing Registration Information 
 

Multi-Factor Lookup Screen Patient Services Screen 

 

Multi-Factor Lookup Screen Edit HCL Screen 
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5. Press Tab or Click OK 

 
6. At New Homebase Location, Type “EHR”  

 
 

7. Press Tab 
The patient’s name will auto-populate 
 
 

8. Press Tab or Click OK 
 
  
 
 
 
 
 
 
 
 
 
  
 
 
 
 

 
 

9. A pop-up appears indicating that the HCL has been changed. 

Entering / Editing Registration Information 
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The Address Status indicates the most current status of the patient’s mailing address. 
There are three choices for this field: 
 
Current – the address listed is valid and up-to-date 
 

Forward – Sharp has received a “Notification of Forwarded Address” from the USPS 
 

Bad Address – the address on file is invalid, and needs to be updated to “Current” 
 
 
 

Address Status – CURRENT 
 

 

The Adr Status field MUST be updated  every time a patient’s address is verified.  
 
Scripting: “Hi Mr. Jones. For your security, would you please verify the numeric 

portion of your mailing address and the last 4-digits of your best contact 
number?” 

 
 

  
 
 
 
 
The system will auto-populate the DT Upd: field with the date a new address is entered.  
 
 
 
 
 

 
     
 

 
 
 
 
 

If the patient gives the same 
address listed:  
 
Update the Address Status to 
“Current”.   
 

If the patient gives a different 
address than what is listed:   
 
Change the address to the one given 
by the patient, and update the 
Address Status to “Current”.   

Address Status 
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Address Status- FORWARD 

 
 
Sharp receives notification from the USPS if an address change was filed and a 
forwarding address was given.  
 
 
 

Scripting: “Hi Mr. Jones. Sharp has received notification of an address change, 
would you please verify your mailing address and phone number”? 

 
 
 
 
 

 
 
 
 
Example: Patient’s address is 8695 Spectrum Center Blvd. A USPS notification is 
received indicating the forwarded address is 7901 Frost St.  
 
 

If the patient gives the same 
address listed:  
 
Update the Address Status to 
“Current”.   
 

If the patient gives a different 
address than what is listed:  
 
Ask if there is any reason we may 
have received a forwarded address 
from the USPS and document the 
patient’s response in Registration 
Notes.   
 
Change the address to the one given 
by the patient, and update the Adr 
Status to “Current”.  

Address Status 
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Address Status- BAD ADDRESS 

 
 

When a piece of mail is returned from the USPS, the Address Status field will display 
“Bad Address” & the Bad Address (BA) field will display “YES”.   
 
 
 

Scripting: “Hi Mr. Jones.  I noticed that Sharp has received some returned mail 
from the USPS.  Would you please verify your mailing address and phone 

number”?  Check the previous address used in Registration Notes. 
 
 
 
 
 
  
 

 
 

 
 
 
 
 

If the patient gives a different 
address than what is listed:   
 
Change the address to the one given 
by the patient, and update the 
Address Status to “Current”.   
 

If the patient gives you the same address found in registration notes:  Ask if 
there is any reason we received Return Mail from the US Postal Service.  Confirm 
the address listed on the patient’s driver’s license.  Was there a missing 
apartment or space number? Was the street name spelled correctly?   
  

• If there are no changes to the “Bad Address”:  Document in Registration 
Notes indicating the patient provided the same address that was marked 
“Returned Mail”.  Change the address to the one given by the patient, and 
update the Address Status to “Current”. 
 

• If it is the 2nd (or more) occurrence:  Do NOT update the address.  Leave the 
Address Status as “BAD ADDRESS” and notify a lead or supervisor.   

 

Entering / Editing Registration Information 
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