Contact

Contact reasons & recommended use
Edit a contact

View a contact

Add a contact at rehab action level
Add a contact

Contact reasons and recommended use

When adding or editing contact details you are required to select a reason for doing

S0.

Contact Reasons and recommended use

The following is a list of reasons available from the Add Contact Reason drop down box.
Contact reason Recommended use

ACC2152 Treatment Injury Claim form received or requested (TI & PS

ACC 2152
only)

Secures the contact

Claimant Care Notes
Used for contacts that relate to risky clients

. Contacts that relate to request for or receipt of clinical records (T1 & PS
Clinical Records

only)
Complaint Contacts that relate to complaints
Consent/Disclosure Contacts that relate to received consents, authorities to act

Contact with Claimant Contact with the client where no other reason is appropriate

Contact with the employer where no other reason is appropriate and the

Contact with Employer
ad Party is not being changed

Contact with Internal

Internal (ACC employees) contact
Party

Contact with Other Party Contact with non-Eos parties, where the Party is not being changed
Contact with Provider Contact with the provider, where the Party is not being changed

Counselling Contacts that relate to sensitive claims



Contact reason Recommended use

Levy and scheme management (adding/updating CU for pricing and

Data Integrity Check )
forecasting)

Debt Contacts that relate to debt deduction or recovery
Decision Letter Provision of decision with review rights

Dental Contacts that relate to dental claims

Dispute Contacts that relate to the review process
Experience Rating Contacts that relate to experience rating

o : Contacts that relate to external clinical advice received or requested (TI &
External Clinical Advice
PS only)
Forms Forms that have been provided
IA/Lump Sum Enquiry Contacts that relate to the IA/LS process

KiwiS r Info Pack
wisave Requests for information about KiwiSaver deductions

Request

Medical Contacts that relate specifically to medical matters
Medical Certificate |dentifies receipt of medical certificates
Referrals/Approvals Indicates MFP referrals/approvals

Request for Entitlement  Identifies ACC01, ACC250, etc

Request for Information  Identifies requests from other insurers, client requests for copy file, etc

Social Contacts that relate specifically to social entitlements, service provision, etc
Timeout Cover Contacts that relate to timeout cover for weekly compensation

Triage Contacts that relate to the triage process

TM Review Identifies that TM has reviewed the file or specific matter on the file

Contacts that relate specifically to vocational entitlements, service

Vocational o
provision, etc

Contacts (usually internal) that relate to weekly compensation entitlement

Weekly Compensation
set up and management

Edit a Contact

Use these instructions to open, edit or move a Contact.



Contacts are used to record details of communications with external parties. It's important to record
contacts so that other staff members are able to see all of the communications relating to a claim or

party.

Contacts can be phone calls, emails, letters, etc. They may be associated with a party because the
communication was with a party or it concerned a party. All contacts that have been attached to a
party and/or claim are displayed on the Contacts tab.

Keep in mind that when you move a contact, any associated document linked to that contact will be
moved at the same time.

Contacts are not used for communication with an internal party; instead, assign a task to the relevant
party that he or she can update.

How to:
e Open and edit a contact on a claim record
 Change the contact party
» Move contact record(s) to another party
e Quick steps
e Move contact record(s) to another claim of the same party
e Quick steps

e Tips

Open and edit a contact

Step 1

Open the claim and go to the Contacts tab.

Step 2

Select a contact from the Contact Summary list view and click Open.

Edit Contact in Open Mode TSN
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