Contact Manager - Scribe™
Entering a New Contact

1 Click on Communications Center (envelope icon)

Q Client Search = Welligent $ Billing Manager A My Alerts [ Log Out

Welcome back, Sara Lowelll % @ Support
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Today at a Glance
My Toolbox ﬁ

My Recent Clients

Test, Daisy

Doubtfire, Dolly

Test, Tuesday

Test, Fluff

Test, Cucumber ;’
Test, Rosita

Test, Lemon &
Number, Cell

Test, Orange

Test, Saturday

June, May

Test, February

Bannana, Baby

Test, Keylime

Test, Mango
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2  Click "Contacts"

Q Client Search = Welligent $ Billing Manager A My Alerts & Log Out

Welcome back, Sara Lowell! £ | @ Support

Test, Daisy
Doubtfire, Dolly
Test, Tuesday
Test, Fluff
Test, Cucumbe
Test, Rosita
Test, Lemon
MNumber, Cell
Test, Orange
Test, Saturday
June, May
Test, February
Bannana, Baby
Test, Keylime
Test, Mango
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Test, Yougart

3 Click "New" to add a new contact

Mailbox
Announcements
Downloads
Aecounts

afts

Q, Client Search = Welligent $ Billing Manager A My Alerts @ Log Out
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Organization
Providence Center
Pediatrics of RI
Providence Center
Friday Pediatrics

South County Pediatrics

Ortho
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Welcome back, Sara Lowelll % @ Support

NPI



4 Enter Contact information

New Outside Provider

Contact Details - New

B Contact Details:

Title: Mr.

First Name: I . _ |

Middle Initial:

Last Name: »

Suffix:

Contact Type: v

Contact Status: Active hd

5 Click 'Save' to save the contact into Contact Manager

ﬂ Attachments
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6 Click 'Close'
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