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Create New Billing Provider 

You can access the Billing Provider page by clicking on New beside ‘Billing Provider’ under the Billing 
section from the Admin tab on your Dashboard.  

               

 

On the Billing Provider form, fill out the information as follows: 

1. The ‘Entity Type’ must be selected as ‘Non-Person’ from the dropdown list. Enter the 

‘Organization Name’ as it appears on the Service Provider form. The option ‘Used for IB’, must 

be selected as well.  
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2. On the ‘Identification Information’ section, the ‘Employer’s Identification Number’ must be 

selected from the ‘ID Type’ drop down list. Enter the ID number as it appears on the ‘Service 
Provider’ form beside the ‘Service Provider Code’ field.  
 

 
 

3. On the ‘Provider Information’ section, enter the information as it appears on the ‘Physical 
Address’ section on the Service Provider form. If the Zip code is 5 digits in numbers, add 1111 

at the end to make the code 9 digits in numbers.   

 

 

 

 


