
4B.   (4)  Software Set Up – Clearinghouse 
 

(Note: If you are not ready to bill electronically, you may skip these set up 
steps and refer back to them when you are ready.  You must have purchased 
the Electronic Claims Filing option as part of this software’s package in 
order to use this feature). 

  

 
  
  

 

This section will go over key information on how to select an Electronic 
Claims Processor, how to sign up with a Clearinghouse, and what important 
information is needed to be obtained from the Clearinghouse before we can 
begin to set up our software to bill claims electronically. 
 
A Clearinghouse may be a third-party intermediary whom receives your 
claims as an electronic file and then prepares them for submission to the 
individual insurance company (ies), or a Clearinghouse can also be the 
Electronic Data Interchange (EDI) office at the insurance company you are 
directly sending your claims to. 

  
1 Selecting Your Electronic Claims Processor 

 
To send claims electronically, you have two options: submitting directly to the 
insurance company (through their Electronic Data Interchange (EDI) program), or 
through a third-party intermediary commonly known as a Clearinghouse. 

  

 
You can contact each insurance company you see Patients for to inquire about 
joining their EDI program and send claims to them directly.  To select a 
Clearinghouse, you can start with the list of popular Clearinghouses on our web site 



at http://www.mpmsoft.com/clearinghouse_all.htm, or you can ask other providers 
in your area to see which company they use or may be able to recommend to you 
from experience.  *As of April 1, 2009 MPMSoft will be processing claims 
electronically as their own clearinghouse for all MPM Office users.  Please call or 
visit our web site, www.mpmsoft.com, for more details. 

  
  
2 Signing Up with a Clearinghouse 

 

Note:  It is important to understand that not all Clearinghouses submit claims to all 
insurance companies.  Make sure you confirm with the Clearinghouse whether or 
not they file claims to the insurance companies your Patients belong to.  Sometimes, 
you may need more than one Clearinghouse to assist you in submitting your claims 
electronically. 

   

 

You may be able to sign up directly with the Clearinghouse through their web site. 
The process can be lengthy – taking anywhere from two weeks to a month before 
you can start sending test claims to be processed.  If you are considering sending 
claims electronically, the sooner you sign up, the less time you spend waiting.  
Once the Clearinghouse advises that you can begin sending test claims, refer to 
section “FILING CLAIMS ELECTRONICALLY ”. 

   
   
 Important Information to Obtain  
   
 1 Clearinghouse Set Up Information 

 

 Within the paperwork that you may 
receive from the Clearinghouse, or 
some time in your conversation with 
them once you have signed up for their 
services, you will need to obtain the 
information to the right to set up the 
Clearinghouse (see “Adding A 
Clearinghouse” in this section) in 
order to bill claims through them:   

 
   
   
 2 Log-in and Password Information 

 
 This information is important to getting you into the Clearinghouse web site in 

order to upload your claim file, retrieve your reports, and obtain other 
important information that the Clearinghouse may have for their clients. 

   
   



 3 Payor ID Information  

 

 From the Clearinghouse’s website (or from the representative helping you to 
sign up for their program), obtain the list of the insurance companies which 
they partner with containing an assigned Payor ID number.  This number will 
be needed when the insurances are set up for electronic billing (see section 
“SOFTWARE SET UP / INSURANCE”). 

   
   
3 Adding a Clearinghouse 
 From the Top Navigational Menu, select “Set Up” and “Clearinghouse”.  
   

 A In the opened Clearinghouse Data screen, click on the “Add” button at the 
bottom to open a blank “Edit New Clearinghouse Data” screen. 

 

B In the Code field, create a code name or number for this Clearinghouse which 
will allow you to identify whom the Clearinghouse is when the code appears 
on various screens and reports.  For example:  Gateway EDI would be coded 
as GATEWAY; Blue Cross EDI as BCEDI. 

 C In the Website field, add the Clearinghouse’s web site address. 

 D In the Name of Receiver field, enter the name of the Clearinghouse as 
instructed by the Clearinghouse.  (This is known as the Loop 1000B NM103). 

 E In the Receiver Id field, enter the Received ID number that may have been 
given you by the Clearinghouse.  (This is known as the ISA08 or GS03). 

 F In the Submitter Id  field, enter the Submitter ID number that may have been 
given you by the Clearinghouse.  (This is known as the ISA06 as GS02). 

 
G Loop 1000A NM109:  Click the box on the left of this field and enter the 

Submitter ID number that may have been given you by the Clearinghouse.  
(Not necessarily needed by all Clearinghouses.) 

 
H 1J Qualifier:  Click the box on the left of this field and enter the 1J Qualifier 

code that may have been given you by the Clearinghouse.  (Not necessarily 
needed by all Clearinghouses.) 

 
I Sender Code:  Click the box on the left of this field and enter the code that 

may have been given you by the Clearinghouse.  (Not necessarily needed by 
all Clearinghouses.)  (This is known as the GS02). 

 
J Vendor Id Code:  Click the box on the left of this field and enter the Vendor 

Id that may have been given you by the Clearinghouse.  (Not necessarily 
needed by all Clearinghouses.) 

 
K Loop 1000B NM109:  Click the box on the left of this field and enter the 

Receiver ID number that may have been given you by the Clearinghouse.  
(Not necessarily needed by all Clearinghouses.) 

 

L Type:  When you submit claims electronically using MPM Office, you will be 
sending the data as “PRODUCTION DATA ” unless instructed otherwise by 
the Clearinghouse.  Use the menu provided in this field to make your 
selection. 

 
M Use 004010X098A1 – Check this box if instructed by your Clearinghouse to 

transmit your electronic claim file with this number in it.  (Not necessarily 
need by all Clearinghouses.)   



 
N ISA=01 – Check this box if instructed by your Clearinghouse to transmit your 

electronic claim file with this number in it.  (Not necessarily need by all 
Clearinghouses.)   

 O Click “Save” when done.   
   
   
 Here Is What This Would Like In The Setup: 
   

 

 
   
   
4 Loops and Segments and REFs 

 
Ah, the language of electronic claims.  Interestingly enough, one must almost need 
a background in cryptography to understand what it means when a Clearinghouse 
talks about Loops, Segments, ISA’s, REF’s, and GS’s.  

   

 

 
   
   



 Additionally, the claim form below has each box/field mapped with Loops, 
Segments and REF’s.: 

   

 

 
   
   
5 Samples of Clearinghouse Set Ups  

 Once you are ready to bill electronically – after you have chosen your 
Clearinghouse – you will need to set up the Clearinghouse in our software. 

  

 
On the following pages you will find samples of how some of the more popular 
Clearinghouses need to be setup on our program including the information needed 
for each field. 

  
 Note:  Where the field is marked as “Leave Blank” do not enter anything. 
  



 

AVAILITY/THIN 

 

 
   
   

 

CLEAR CONNECT 

 
   
   

 

ECLAIMS 
 
 

Additional Notes: 
 

(1) Make sure that the 
ECLAIMS number entered 
(“Your ECLAIMS #”) is a 6 

digit number 
 

(2) In the Provider Setup, the 
Site ID # field needs to contain 

the numbers 0001 
 

   
   



 

EMDEON/WEBMD 
 
 

Additional Note: 
 

In the Provider Setup, the Site 
ID # field needs to contain the 
numbers to be given you by 

EMDEON 

 
   
   

 

ENS 

 
   
   

 

GATEWAY 

 



   
   

 

IPLEXUS 

 
   
   

 

MCC 

 
   
   

 

NHS 

 
   



   

 

OFFICE ALLY 

 
   
   

 

ZIRMED 

 
   
   
6 Editing the information of a previously entered Clearinghouse 
   
 A From the Top Navigational Menu, select “Set Up”, then “Clearinghouse”. 

 
B Left click on the name of the Clearinghouse you want to edit, and either click 

on the “Edit ” button at the bottom of the screen or double-click on the 
Clearinghouse name to open it. 

 C Make the necessary changes to the information in the “Edit Clearinghouse 
Data” screen. 

 D Click “Save” when done.   
   
   
7 Deleting a Clearinghouse 
   
 A From the Top Navigational Menu, select “Set Up”, then “Clearinghouse”. 



 B Left click on the Clearinghouse you want to delete, and then click on the 
“Delete” button at the bottom of the screen. 

 C If you are certain that you want to delete this Clearinghouse, answer “Yes” 
when asked if you are sure you want to delete it. 

  

 

Note:  When attempting to delete the Clearinghouse, should a message appear 
stating “Cannot Delete. Data in Use” , click the “Ok” button to close the message 
window.  Then, click the “In Use” button at the bottom of the “Clearinghouse 
Data” screen.  A “Clearinghouse Data in Use” screen will open listing the ID 
Code and Name of the Insurance Company (ies) using this Clearinghouse as part of 
their set up.   This Clearinghouse must be changed or removed from each Insurance 
Company (ies) record that appears on this list before being able to delete this 
Clearinghouse.   

   
 


