
Add Insurance Details 
1. From the Patient Account, click Insurance Details 

2. Mark patients with no insurance as ‘Self Pay’ and use “Patient relationship to insured” to indicate the 

responsible party for bills, then Save 

 

3. For insured patients, select “Insurance” and then “Add Carrier” to select the patient’s insurance 

carrier. 

 

 



4. Choose the patient’s Insurance Carrier from the drop-down menu, then select the patient’s 

relationship to the policy holder and enter Insured ID Number and Group Number, and click Save.  

 

5. Use the right-side drop down to indicate which plan is primary vs secondary. 

 


