
Documenting Bad Phone Number and Address 

If the office calls the patient and is told they have the wrong number, 
the office needs to document that there’s a bad phone number on file. 

In Experior: 

On the PRP/Account Information tab- Change Credit Status to “81” CS 
Lockout-Bad Phone Number.  

 

If the patient is in collections, DO NOT remove the 90 credit status.  
Instead, do the following: 

On the PRP/Patient Information tab- In the Alert Notes, type 
*******Bad Phone Number********** 

 



 

If the office receives returned mail due to a bad address, the office 
needs to document. 

In Experior: 

On the PRP/Patient tab- Change Bad Address to “BAD”. 

 

The outcome looks like this: 



 

 

 


