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Groups Setup 

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

 To create a new Group, click on the green plus sign labeled “Create a new 

Group”. 

 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. 

 

 

 A Group could be a company or a person. 

 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.  

 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. 

 Enter a unique ID Code for your Group, limiting to two characters. 
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 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). 
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 The Graphics tab is where you can insert logo’s for letters and headers. PNG 

format is recommended for its smaller size. 

 

 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.  
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 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. 

 

 

 

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

 

 

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

 

 The Submitter tab is for entering the ID’s for the specific clearing house, either 

IMS Pro or Abrea. 
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 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.  

 

 

 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. 

 


