How to create WSI

Note: this guide was created using a test environment. No real-world PHI is used in this
guide.

1. Create a new guarantor.
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2. Select Workers Comp.
3. Add date of injury and create.

Account Type
Warkers Comp B ParsonallFamily [Wortm Eomp] Third Party Liability Corporate

Relationship lo Patent
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Guarantor Demographics

Employer Date of Injury

GRAND FORKS PUBLIC SCHOOLS 0

NamealD

ALBY MARY

Date of Birth Lagal Sex S5N

712311973 Female 316-63-8378 .
City (or ZIP) State ZIP

GRAND FORKS Morth Dakota 58201

Home Phone Work Phone

701-T46-5222
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4. Make sure the workers’ comp guarantor is attached to the visit, then we will add WSI insurance
to the visit.
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5. Add the workers comp number for the subscriber ID

i Encounter Guarantor and Coverages #

WIC - Salf

) Imactive
i Employer. Grand Forks Public Schools - Full Time
&¥ Date of Injury: 572072025

6. Scan all paperwork into the document center
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