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4 Click "Search Exclusions™
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5 Click the "Last Name 1" field, and begin your data entry
TOR OF.
Search
Search up to 5 names (First Mame, Last Name, Middle Initial] -OR- by Company Name
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6 Type "Employee 1 last name" tab Employee 1 first name tab tab "Legal Name of
Entity" tab Employee 2 last name” tab "Employee 2 first name: tab tab DBA
Name of entity” tab Continue until the form is full.

7 Click the "Search” Button
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8 Right-click to print or save search
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No search resultys) found.

9 Continue until all Physicians, Staff, Contract persons and Entities are searched.

Either print for paper filing or electronically file. Search should be conducted
monthly and retained for 10 years.

10 If results are discovered, your office should have a policy to cover what happens
next.




