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e From the Main Menu, or the Welcome screen, click on the Groups menu.

e To create a new Group, click on the green plus sign labeled “Create a new
Group”.

e To view an existing group, click the blue arrow next to the group name. On all of

the screens, that is where you will click to edit, update, or view information.
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e A Group could be a company or a person.

e The Name tab is where you will enter the billing provider information and where
you will enter the “Name”, “Address”, “City”, “State” and “Zip Code”, information
that goes into Box 33 on the CMS form.

e A group is identified by the group NPI number, as well as the EIN number for the
company. The “Group NPI#” must be filled in.

e Enter a unique ID Code for your Group, limiting to two characters.
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Group | H& Medical Clinic of New Mexico J D  EBA1 J @

m Name Codes | Contracts | Payment Options | Team Linked | Submitter | Bank | Ledgers

" com pany Person Graphics | Contact Remittance Return

Medical Clinic of New Mexico ~ MC

‘Medical Clinic of New Mexico Address
| 343 Paseo de Peralta

ID Code
( Limit to 2 Characters ) MC

[ Active
Oinactive

¢ You will need to enter your remittance address on the Remittance tab and your
return address on the Return tab ONLY if you are sending electronic patient
statements with IMS Pro (clearing house).

Contact Remittance -. Return
This is the data that will appear on IMS Pro
Statements for remittance of payment.
Contact | Remitance | Retum

Transfer Contact Data This is the data that will appear on IMS Pro
To Remittance Statements for return address.

Name

Transfer Contact Data
To Remittance

‘ Medical Clinic of New Mexico

Address Name

| 343 Paseo de Peralta ‘ Medical Clinic of New Mexico

City Address

| Santa Fe | 343 Paseo de Peralta

Phone City

5056326363 ‘Santa Fe
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e The Graphics tab is where you can insert logo’s for letters and headers. PNG

format is recommended for its smaller size.

G —
roup | H:m Medical Clinic of New Mexico

Mame Codes | Contracts | Payment Options | Team Linked | Submitter

Company |

Logo for Letters, Headers ’E

Position

OlLeft
O Center
@ Right

@ Insert ”6 Clear ]
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e Employer Identification Number, the EIN number, is the main reason to have a
group. On the Codes tab, click on the drop down menu to select the “EIN
Employer’s Identification Number”. There are several other identification numbers

or qualifying numbers that you can choose from.

G
B HEE Medical Clinic of New Mexico

I Codes Contracts Payment Options Team Linked Submitter Bank Ledgers
Group Identification Numbers

Count of this code & number

Click into the next empty line and select an Enter the appropriate
identification code to add —| |— ID number here
1 | 853233694

]
| 0B State License Number

)

555-66-7789

1B Blue Shield Provider Humber

| 1C Medicare Provider Humber

| 1D icaid Provider
1G Provider UPIN Humber
1H CHAMPUS ldentification Number

El Employer's ldentification Number
G2 Provider Commercial Number
LU Location Humber

N5 Provider Plan Network Id

SY Social Security Number

X5 State Industrial Accident Prov. #
X NPl Humber

ZZ Provider Taxonomy onomy Code

| 853233694 I| 555-66-T789

r

Groups Setup Instructions Copyright © 2011 Easy Billing, Inc. 6/7/2011



Groups Setup

¢ You will enter the number to the right and it will be displayed at the bottom of the

screen. These numbers will automatically get pulled into the claim, or filed
electronically as you have set them up in your defaults and contracts.

oo @

G
roup | H.‘E Medical Clinic of New Mexico

7 Codes Confracts | Payment Options

Group Identification Numbers

Team Linked | Submitier | Bank | Ledgers

Count of this code & number

Clickinto the next empty line and select an Enter the appropriate Description
identification code to add —| |— ID number here —| |—

1853233594
1| 555-66-7789

Employer's Identification Number
Social Security Number

Contracts that are linked to this group will show up on the Contracts tab once
they have been attached to the Group.

G
roup | [.m Medical Clinic of New Mexico

| Confracts Payment Options | Team Linked | Submitter | Bank | Ledgers

Expiration . .
e J Patient Plan Name

Contract Name

[ 11112004 (12312018 |

@[ Default Medical Clinic of NM

|® | Medicare MCNM

[ 11112004 (12312018 |
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¢ Click on the Payment Options tab. These options were entered in your
Preferences. If you decide now that you do not want to put one of these options,

or the icon on your statement, or Superbill, you can simply unclick it here.

Group

[(E—B Medical Clinic of New Mexico ] (? EBA1 ] E

Mame | Codes | Confracts | Payment Options TeamLinked | Submitter | Bank Ledaers

Click to add or remove Payment Option for this Group

Logo Name

V Mastercard

I
‘V‘ VISA | Visa
|

‘ V D'-"EQYER'J Discover

‘V AMEX

e Team members that are linked to this group will appear on the Team Linked tab.

Group ]

H& Medical Clinic of New Mexico ] ID EBA1 ] @

Bank

‘ Codes | Contracts | Payment Options | TeamLinked Submitter Ledgers

Team Linked
Work Phone Home Phone

| ACME Emergency Organ Removal B88-999-6565 -

| Blackwel, Jackie

| Grissom, Gil, 1.D.

| Istrator, Admin
I

| |
| |
| Doe, John | |
| |
| |

e The Submitter tab is for entering the ID’s for the specific clearing house, either
IMS Pro or Abrea.

| HE Medical Clinic of New Mexico ] D EBA1 ]@]

odes | Contracts | Payment Options | T

Interchange Sender ID ( ISA06 )

ImsPro

Application Senders Code ( GS02 )

ImsPro
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e The Bank tab is where you can record information about your bank account,
which will be used when you are creating a deposit slip in the Payments section
of the program. You can return to this screen later to see exactly how many
deposits were made and what date for each bank account.

Group | |\E_ﬁ Medical Clinic of New Mexico | |‘F‘ EBA1 ‘ |§}|

Name Payment Options | Team Linked | Submitter | Bank Ledgers

| Peoples Savings & Loan 4 % Create a new Bank Account

Bank Name

Peoples Savings & Loan

e

it Banking

|Q * Peoples Savings & Loan | Address ( Street & Number )

1232 Easy Street

Address ( Suite & Unit#)
Unit 2388

‘Woodruff Wi 54568

999-888-7777 T77-888-6655 441-236-5478

Email

Account# Routing #

ACT123456789987 RTE3698745214785

= A .-

e The Ledgers tab shows all transactions for this group, including claim no., date,
description, transaction code, amount, patient name and responsibility, as well as

charges, adjustments and payments.

Group | oy ) . - T —
! ‘I&'ﬁ Medical Clinic of New Mexico |[ 0 EBat | @
ode ontract Pa ent Optio ea 2 D ] dg
g 03/24/2010 P 01/25/2011

Go to Claim

& (03742010 |CLA43 150.00 v| | 150.00 | Smart, W Smith, Zachary, Dr., M.D.

& (0410812010 |CLA44 25.00 M 85.00 | Munster, H. Smith, Zachary, Dr., W.D.

* 04/06/2010 |CLA4S 200.00 10.00 190.00 Y|Y|Y 0.00| Anderson, S. Maulder, Kevin L, MD

* 08/22/2010 | CLAS2Z 140.00 10.00 B60.00 Y(N|Y 70.00 | Cassidy, S. Dbrien, Sharon, PT

* 09/01/2010 | CLABY 195.00 195.00 YIN|Y 0.00|Jones, J. Maulder, Kevin L

* 09/24/2010 |CLASS 95.00 Y(N|Y 55.00|Jones, J Maulder, Kevin L

# 10/04/2010 | CLA102 45.00 N|Y 45.00 | Adame, M.

* 10405/2010 | CLA103 185.00 N|Y 185.00 | Munster, H. Smith, Zachary, Dr., N.D.

* 1072072010 |CLATD 190.00 190.00 Y(N|Y 0.00 | Corbett, R. Maulder, Kevin L

& |11/07/2010  |CLAT11 50.00 50.00 N|Y 0.00 | Cassidy, S. Obrien, Sharon, PT

* 01252011 CLA140 50.00 45.00 N|Y 45.00 | Colmax, B. Smart, George, MD
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