
DEMOGRAPHICS ENTRY 

 

To enter a new patient, click on “Accounts”  

 

Click “generate next account #”  

 

Your new account # will appear here:  

 

Use “TAB” to move easily through fields… 

 

 

 



Select account status – it should be “Active” 

 

Next, choose account category (which should match the primary insurance you are entering 
for that patient)  

 

The “Account Billing” should default to what is appropriate for the “Account Category” and 
should automatically populate. For example, BCBS would say “send statement after ins” 

 

 



Proceed to enter as much demographics information you have on the patient as shown 
below, tabbing through so that fields which populate automatically will populate  

 

Click “APPLY” to save and stay on the page 

 

Once you “APPLY”, the information tree will appear on the left side of the demo screen… 
RIGHT CLICK on “Insurance” then click “NEW” to select insurance plan and enter insurance 
information 

 



Click the italicized Insurance Plan to select insurance.  

 

Here you can type in the first few letters of the insurance plan you need and a list will come 
up. Click “OK” once you highlight the one you want. In this case, “blue cross” code 19 is the 
correct one 

 

 

 



The arrow below shows where the plan is populated. Enter the information needed in the 
highlighted sections. Click “OK” to save and close or “APPLY” to save and stay on the screen.  

 

Once compete and saved, you will see your insurance plan on the demo screen tree on left 
hand side:  

 

The demographics and insurance information for this patient should be saved at this time.  

 


