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Provider/Team Set Up 

 On the Provider / Team menu you will find “Type” and “Status” values. There are 

master types and statuses that come with the program which you can use for 

searching and reporting. 

 

 

 You can add new values to the “Type” and Status lists. On the Type tab, click the 

“Create a New Type” button to create a new type if it is not in the list. For instance, 

you can type in “Billing Assistant”, which will then create “Billing Assistant” in the list. 
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 Patients and the Provider/Teams share the “Status” values. So if you want to add 

new statuses for the patients, you will return to the Provider/Team menu in order to 

do that.  
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 If you will be using the scheduling system in the Easy Billing Professional program, 

the color-coded bar graphs to the right of the names of the Provider/Team and at the 

top in the Log In are chosen during the setup process for the Provider/Team 

members. 

 To create a new Provider or Team, go to the Members tab and click on the “Create 

New” button.  
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 For “Administrator”, the type “Administrator” has been checked. When first entering a 

Provider/Team person, you will see that the type field is highlighted in yellow, 

indicating that this field must be filled in. Throughout the Easy Billing program, when 

you see fields in yellow, make special notice to get them filled in.  

 Company name field is typically NOT used, especially for providers for whom you 

are going to be doing billing.  

 

 For instance, if you were creating a new Rendering Provider, you would be shown 
that the NPI field needs to be filled in by seeing that the field is yellow.  
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 The Contact tab is typically used as a reference to the provider or team member. If 

it is a Rendering Provider, or someone that is doing billing for specific groups or 

facilities, you would check the “Group” and “Facility” to which they are associated. 

 

 Click on the “Qualifier Codes” tab to enter qualifiers for the providers. Then click the 

drop down and choose whichever code that you are filling in. These will be used 

later when entering the contract pricing. 
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 Easy Billing Professional has the ability to have system wide defaults, user level 

defaults and Provider/Team level defaults. In the Preferences tab, you will enter the 

“Default Group”, “Default Facility”, the Zoom Level, the Statement and Superbill 

headers, the information for using the Scheduler, Place of Service and Default Date 

of Service. 

 

 If this is for a Rendering Provider, you will put the Provider name, so that it will 

appear in the “Signature” field, Box 31 on the actual CMS form.  
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 Any provider or team member that will actually be using the system and logging in, 

must have a user name and password. When entering the user name and password, 

remember that they are case sensitive. The Access Status must then be clicked to 

“Y” in order to give that user access to the system.  
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 Appointments can be scheduled not only for patients, but anyone who is part of the 

Provider/Team setup. 

 

 A claim that is created is put on the work list of the user that created the claim. Claim 

status is then used to find claims that you want to work on. Claims can also be 

moved from one person’s work list to another. 

 

 If you wanted to pull up only the claims that are “Ready Electronic” on your work list, 

you would simply uncheck all the other claims by clicking the “X” up at the top, or 
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individually, and then click the status of the claims that you want to appear on your 

work list.  
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 On the Contracts, Patients and Ledgers tabs you can view activity that is attached 

to the Provider/Team member account.  
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