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          October 2026 

Volunteering Opportunity: 
 

Given Upstate' s strong commitment to serving our community and our de-
sire to be a leader in community engagement, I am pleased to share that 
Dr. Dewan and Upstate have partnered with the Syracuse City School Dis-
trict (SCSD) to develop a new after-school Enrichment Program at Dr. 
Martin Luther King Elementary School. 

  
We are seeking volunteers to help bring this opportunity to life. Consistency will 
be important for the students, so we are asking volunteers to commit to either 
Tuesdays and/or Wednesdays for a semester, or ideally, the full school year. 
  
The program is scheduled to begin on October 13 and will run throughout the 
school year on Tuesdays and Wednesdays from 3:00 p.m. to 5:10 p.m. 
  
Upstate has been asked to provide enrichment opportunities for students in 
grades K through 5. Potential activities may include: 
• Social skills groups 
• Arts and crafts 
• Computer skills 
• Cooking activities 
• Dance or movement programs 
• Music activities 
• Mindfulness and wellness programming 
• STEM and hands-on learning projects 
• Sports 
Other creative ideas and areas of expertise 

  
SCSD will provide funding for program materials, student meals, and transporta-
tion home. 
  
I am reaching out to see if you would be supportive of anyone from your financial 
staff participating as volunteers in this exciting new partnership that will bring 
Upstate even closer to the community we serve. 
  
Of course, participation would require supervisor approval, and I would welcome 
your guidance on individuals from your area who you feel may be particularly 
well-suited for this effort, that begins in two weeks on October 13 
  
Please note that all volunteers will be required to complete background checks 
and fingerprinting, and those costs will be covered. 
  
Reach out to Shelley White if you are interested. 
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• Always ask the patient if they have a 

middle name or initial if one is not 

listed.  

• Be sure to review the MyChart status 

on the storyboard with every registra-

tion.  

• When loading a Generic Insurance al-

ways include a billing address.  

• Be sure to review the HCP information 

that is on file with the patient at each 

visit.  

• There is a revised General Consent. 

The recommended scripting: “I need a 

signature from you today so that you 

can be seen/admitted, so the hospital 

can bill your insurance, and to notify 

that we use AI to document your care. 

• Capture all phone numbers for the patient 

including the area code.  

      

Quote of the Day 

“It’s not how much you do, but how much love 

you put into the doing.” 

 — Mother Teresa 

 PAS Power Hour 

Topic:  Active Shooter Session 

Hosted by  Matthew Portnoy 

Friday October 30th at 2pm  

Room C1071 Cancer Center  

Please click on the link above to access 

the lunch & learn. Please follow the 

prompts for access.  

Join the Teams Meeting by clicking on 

the link above or typing the address 

listed below in a web browser window.  

  If you have trouble with the links use 

the  Meeting ID and Pass codes below.  

https://teams.microsoft.com/

meet/214187738485633?

p=rc1QUKWpmeDTSgNul9  

 

         Meeting ID:  214 187 738 485 633  

               Pass code:    HP7Jc7kC  

  

https://teams.microsoft.com/meet/214187738485633?p=rc1QUKWpmeDTSgNul9
https://teams.microsoft.com/meet/214187738485633?p=rc1QUKWpmeDTSgNul9
https://teams.microsoft.com/meet/214187738485633?p=rc1QUKWpmeDTSgNul9
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                               Proper Patient Search 

 Many patients in our electronic medical record have the same or similar names. The 

registrar’s role in patient safety is properly identifying the patient, therefore it is imper-

ative that they follow the Name Search Guideline when completing a patient search. 

The guideline walks you through an exhaustive search in effort to identify an existing medical record and 

helps to prevent duplicate record creation. 

It is the policy of Patient Access Services to avoid the duplication of patient records by completing a 

thorough name search in the hospital information system prior to registering a patient for services. This 

practice which ensures past medical records are linked with the current encounter assists with maintain-

ing the integrity of the patient medical record and facilitates patient care.  

Completing a proper patient search:  

Step 1 : Electronic Medical Record: Enter the first three letters of the last name and first name separat-

ed by a comma. If a match is found, after verifying with the patient additional demographic infor ation 

that appear on the verification screen, (such as: social security number and date of birth) proceed with 

the registration. If a match is not found, return to the “Patient Look up” screen and pro ceed with Step 2.  

Step 2 : Electronic Medical Record: Delete the first three letters of the last name and first name 

(separated by a comma). Value the patient’s DOB. If a match is found, after verifying with the pa tient 

additional demographic information that appear on the verification screen, (such as: social se curity 

number and name) proceed with registration/pre-registration. If a match is not found, return to the 

‘Patient Look up’ screen and proceed with Step 3. We find that the wrong patient is been easily selected 

because of searching by date of birth only.  

Step 3: Electronic Medical Record: Delete the DOB. Perform the name search by entering only the so-

cial security number of the patient. NOTE: Children or Immigrants may not have a social security num-

ber making this step obsolete for this group. Review the list of names returned for a match to the patient. 

If a match is found, after verifying with the patient additional demographic information that appear on the 

verification screen, (such as: social security number and name) proceed with registration/pre-

registration. 

Always ask the patient if they have ever received care at our facility. Remember that Upstate is a large 

facility and patients may not remember if they’ve received care here. If they answer yes, we need to ask 

additional questions. It is important to ask if the patient could be in the system under any other name. 

This is a step that is often missed. 

Prior to placing a bracelet on a patients wrist, be sure to ask them to spell their full name and 

provide their dob. 

Documenting in the correct patient chart is essential for patient care. Be sure to always follow the steps 

above! Whenever in doubt, create a new record, as it is easier to later merge records if needed.           

Monthly Alert-Insurance Corner 
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Going forward, results will be 

featured quarterly showing the 

top 5 departments with the high-

est percentage of patient partici-

pation for OK to Contact for 

Research Recruitment.  

Results will be featured 

quarterly in the          

newsletter.  

Insurance Basic Classes Schedule 

Note: The Insurance Basics Class will be offered from 

8:30 to 4:30 on the 4th Thursday of every month.  

Sign up will be available in Self-Serve.  

Office Hours with Shelley White or Kaniesha Mason will be      

offered via Conference Call or MS Teams.  Please call Carol 

at 315 464-5035 or email Carol at andrewsc@upstate.edu) to 

schedule.  

When registering always remember to get the full addresses such as Apartment numbers or lot #, 
etc. and  (any other pertinent identifying information on that street.  

The billing department advised , they are finding they are getting a lot of return mail due to this.  

mailto:andrewsc@upstate.edu
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Listed below is the test window and dates for anyone interested in taking an 

upcoming exam.  

 

 

 NAHAM Contact Hour Guide  

The CHAA and CHAM certifications require achievers to earn contact hours to-

wards maintaining their certification. Contact hours are separate from the ongoing 

work experience required for recertification and are specific to education, training, 

and other activities related to patient access or healthcare. NAHAM offers year-

round opportunities to earn contact hours, including the Annual Conference,     

webinars, volunteer opportunities, and more.  
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“Took a friend to be seen.  Receptionist was very friend-
ly.  Watched her interact with an older patient who was    
wheelchair bound.  She was very kind” 

 Pat Jones 
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Compliment for Kim Durand-Nappi Center 
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 Mark White wrote a nice comment about a positive interaction we had here today between 

Shantra Brown and a patient.   

Thank you, 

Brandyn 

Brandyn Austin, MHA 

Patient Access Manager 

Nappi Wellness Institute     

Compliment for Kim Durand from Nappi Manager Brandyn Austin 
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 Celebrating Our Top 10 POS Collectors 

We are proud to recognize the PAS team members who are leading the 
way in POS collections. Their performance demonstrates what is possible 
when we combine knowledge, consistency, confidence, and exceptional 
customer service. 

 

#1- Brett Parsons………..Collected on 139 accounts ($20,763)  
 
#2– Brittany Schlie……... Collected on 99 accounts ($13,266) 
 
#3– Livingston Vincent…  Collected on 67 accounts ($14,049) 
 
#4– Zainab Dougherty…..Collected on 62 accounts ($5,113) 
 
#5– Christine Slicker…… Collected on 49 accounts ($11,924) 
 
#6- Edmund Winwah…….Collected on 42 accounts ($2,163) 
 
#7– Laura Hand………….Collected on 40 accounts ($1,755) 
 
#8– Rusanne Billings……Collected on 34 accounts ($1,205) 
 
#9– Shakira Telpha……….Collected on 29 accounts ($2,895) 
 
#10– Nakia Mobijohn…….Collected on 27 accounts ($3,436) 
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Ambulatory Call Center: 

Call Center Representative 

 

Admitting:  

Outpatient Administrative Specialist 

 

Ambassadors:  

Ambassador-Community 

 

Community Central Registration: 

Patient Access Associate 

 

UH Central Registration: 

Senior Registrar 

 

Emergency Department: 

Outpatient Administrative Specialist 

 

Nappi: 

Ambassador 

Patient Access Associate 

 

PID/Float: 

Patient Access Associate 

Senior Registrar 

 

Pre Services: 

Central Scheduling Coordinator 

Scheduler/Registrar 

 

Verification: 

Senior Admissions Coordinator 

 

Top 10 Skills for a Career in 
Patient Access 
1. Exceptional Customer Service Create a welcoming, re-

spectful, and positive experience for every patient. 

2. Communication Skills Communicate clearly and profes-
sionally with patients, families, providers, and coworkers. 

3. Attention to Detail Accurately capture patient de-
mographics, insurance information, consents, and other criti-
cal data. 

4. Insurance & Benefits Knowledge Understand eligibility, 
coverage, copays, deductibles, referrals, and authorizations. 

5. Technology Proficiency Navigate electronic health records, 
registration systems, insurance verification tools, and multi-
ple applications. 

6. Medical Terminology Understand common healthcare 
terms, procedures, departments, and clinical language. 

7. Problem-Solving & Critical Thinking Identify issues, re-
search solutions, and make appropriate decisions while fol-
lowing established workflows. 

8. Empathy & Emotional Intelligence Recognize that patients 
may be experiencing stress, fear, or uncertainty and respond 
with compassion. 

9. Teamwork & Collaboration Work effectively with Patient 
Access colleagues and clinical, financial, and administrative 
teams. 

10. Adaptability & Accountability Remain flexible in a fast-
paced healthcare environment, learn new processes, and 
take ownership of your work. 

 
 
Visit https://careers.pageuppeople.com/872/ci/en-us/listing to 
apply today!  
 
Adaptability & Accountability Remain flexible in a fast-paced 

healthcare environment, learn new processes, and, Cuse  
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October Birthdays: 

Tricia Eldred                        10/01                                 Verification 

Hannah Stilwell                    10/01                                 Pre Services 

Katelynn Jaeger                   10/02                                UH CR 

Greg Schuyler                      10/02                                ACC 

Alexander Colella                 10/06                                ACC 

Emerson Badeau                 10/07                               UC CC 

Lori Covington                     10/07                                ED Reg 

Livingston Vincent               10/08                               UH CR 

Coleen Schaefer                  10/09                              Verification 

Edmund Winwah                 10/09                               Nappi 

Maggie Durham                  10/10                               Pre Services 

Mary Martellotta                  10/10                               ED Reg 

Shelley White                      10/10                               All 

Shaunvay Tatum                 10/11                              UH CR 

Anne Otterness                   10/12                              Verification 

Ruth Hooker                        10/14                              ED Reg 

Mariya Yakuta                     10/14                              ACC 

Hayam Khalil                       10/15                             ED Reg 

Marisol McCullin                  10/15                             ACC 

Adrianne Brown                   10/16                             UC CC 

Marty Prater                         10/16                            MDD 

Robin Thomas                     10/17                            Data 

Megan Carey                       10/19                            UH CR 

Stacy Wieczorek                  10/22                            Nappi 

Jessica Bowles                    10/23                           ED Reg 

Zainab Dougherty                10/24                           CG CR 

Kachelah Flournory              10/25                          PID/Float 

Jarquese Mitchell                  10/26                          ED Reg 

Amanda Parson                    10/28                         UH CR 

Rhiannon McDonald             10/29                          Nappi 

Welcome to the following new employees: 

Nothing to report 

Mary Martellotta took at state position in 
ED Reg 
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Did you know that the following training resources are available to you and can be found on the PAS 

Website at :  http://www.upstate.edu/ihospital/intra/pas/contact.php 

• Tips and Tricks: Outlining approved workflows 

• PAS Newsletter: Including updates and Registration Tips  

• PAS Bulletins: Highlighting specialized desk procedures 

• Policies: Link to intranet policies 

• Insurance Links:  Insurance Websites with instructions on navigating 

• Insurance Cheat Sheet:  Overview of insurance entry rules 

• Point of Service Resources: Co-pay collection tools and scripting 

• Have a Question?  Ask us!:  Email hyperlink to request information from Performance 

Improvement Team 

• UH Inpatient Handbook: Hospital guides with information specific to site 

• CC Inpatient Handbook: Hospital guides with information specific to site 

• Interpreter Services: Link to Interpreter and Patient Communication Services 

• Participating Provider List: includes  a list of  participating insurances 

• Training Resources: Sign-up for Lunch and Learn Sessions.  (If unable to attend, com-

plete  by Blackboard) 
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Did you know that in addition to the PAS Website, resources can be found on the Patient  Access Learning 

Home Dashboard. The dashboard allows easy access  to resources.  If something could not be found on the 

dashboard, the PAS website is easily accessed by scrolling to the bottom of the page.  

Nice feature to use is the BCBS pre-fix list.  To access just follow the steps listed below: 

1) Click on Insurance Links found under Quick Links  

2) Insurance sites will populate 

3) The BCBS Prefix List is the first one listed 


