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Setting up New Insurance Companies with Payer ID’s for Practiceworks 
 

From time to time you will need to add in a new insurance company. There are two reasons 
you will need to add a new one in : 1. You don’t have that Insurance Company at all or 2. 
You don’t have the specific address.  Once you add the new insurance company, you will 
need to that company up to go electronically. 
 
When you add in a new Insurance Company into Practiceworks, you first want to make 
sure you have the following fields filled in :  
 

 
 

1. Company Name 

2. Address 

3. City, State, Zip Code 

4. Phone Number 

Once this information is entered in, on the Insurance Definition Screen, you will setup the 

Payer ID by clicking the  button. This will open up the Payor Setup list.  

Before you start a search for an Insurance Compnay, Click on  button, above the 
names of the Insurance Companies. This will sort the Insurance Companies by “Name” and 
make it easier for you to find the Insurance Company  
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On the Payer Pick List, you can search to see if the Insurance Company you entered in can 
go electronically. You can search two different ways. You can either 1. Scroll down using 

the down arrow until you find the company you’re looking for or 2. Click in the  field 
and start typing in the name of the Insurance Company.   
Once you find the Insurance Company you’re looking for, just click to highlight the name 

and click the  button to save. You will return to the Insurance Definition Screen 
and the 5-digit Payer ID will be filled in.  

Should the Insurance 
Company you just 
added in not appear 
on this list, it is not 
electronically 
capable. You will 
need to select “A 
Paper Claim BCBS or 
Commercial”.  
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You can then click the  button at the bottom to save. 
 


