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Tip Guide: Copy Feature

Introduction: Use the copy feature to quickly and accurately add Locations and Payors from one profile to 
another. Both, FAC profiles and individual profiles support the copy feature.

•Practice/Employer 
•Facility Affiliation 
•Healthcare Payors

The Copy Feature is 
available in these 
three sections:



Navigate to the profile you wish to add locations to. Use the copy function to quickly add multiple locations to existing profiles.
Practice/Employer & Facility Affiliations

KEY: 

Copy from: This will display a drop down of all other 
profiles in your team roster. Select a profile from that 
list and the locations attached to that profile will 
appear in the location section. 

Locations: This section will provide a drop down of 
individual locations that you can chose from. You will 
have the option to select as many locations from the 
drop down as you would like.

Step 1 - Select the copy button from the lower right 
side. The “Copy to:“ section will auto populate the 
name of the profile you are currently in. (note – If this 
section is blank, select “Cancel” and click “Copy” again.) 

Step 2 – You have a choice to select either the “Copy 
from:” or “Location(s)” section. 

Step 3 – Review the locations you have selected. Use 
the small gray “x” to remove any locations that you may 
not need. 

Step 4 – Click Save. The selected locations will now 
appear in the provider profile.
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Introduction: Use the copy feature to quickly and accurately add Locations and Payors from one 
profile to another. Both, FAC profiles and individual profiles have the copy feature.

Copy a group of payors from one profile to another

Start here!

Continued

Step 1 – Click the copy button on the lower right. 

Step 2 – Select the radio button for “Another 
provider” 

Step 3 – A drop down list of the other providers 
on your roster will appear. Select the provider or 
FAC profile that you want to copy. 

Step 4 – The payors from the selected profile will 
appear in the “Add New Payors Names” and 
“Update Existing Payor names” Review and 
remove any payors that you do not need to copy 
over.
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Note* - While selecting Copy From “Provider” is the 
most common use case, there is also an option to 
select “State” or “Practice Employer” the copy 
feature will function the same if any of the tree radio 
buttons are selected.
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Introduction: Use the copy feature to quickly and accurately add Locations and Payors from one 
profile to another. Both, FAC profiles and provider profiles have the copy feature.

Copy a group of payors from one profile to another

Step 4 – The payors from the 
selected profile will appear in the 
“Add New Payors Names” and 
“Update Existing Payor names” 
Review and remove any payors 
that you do not need to copy over. 

Step 5 - Click Save
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There are additional time saving options in the Payor Copy feature. Use the information in the 
screenshot below to save time and ensure accuracy when copying payors to profiles.

Payors

Step 1: Select the “Payor 
Fields” section. Select “Payor 
Contact” Any contact 
information saved in the payor 
profile will copy over. 

Step 3: Select “Practice Employer/ 
FacilityAffiliations” A new field 
labeled “Practice/Affiliations Fields” 
will appear. Use the dropdown to 
select existing locations to copy 
over with the selected payors. (The 
location must live in both the profile 
you are copying from AND the 
profile you are currently working in.)

Step 2: Click “Payor 
Status” and select 
from four different 
statuses in the drop 
down. The status 
selected will apply 
to all Payors listed 
above.

Step 4: Select “PAR 
Status” and select from 
PAR or non-PAR. This 
selection will apply to all 
Payors listed above.

Step 5: Click “Save” and 
your payors and payor 
statuses will be added to 
your provider profile.

1

5

2

3

4

Tip Guide: Copy Feature



Frequently Asked Questions

Q - Why are the status options limited when using the Copy function for Payors? 
The current available status list for Payors is extensive, so we want to avoid adding the whole 
list. Due to the variety of uses and meanings behind statuses, especially across different 
clients, there is no additional short-list of options that could be added. The current list is 
designed to suit the needs of every client without causing additional confusion. 
Additionally, if we did add all statuses, it could cause issues if matching records already exist. 
With this simplified list, it’s easy to spot duplicate records should something be copied over 
without needing to be. 

Q - Is there a fast way to copy Practice/Employers to the Work History section? 
While there isn’t an easy way to bulk copy all locations at once, you can do so individually via 
the Edit icon next to the Practice/Employer of choice. 
In the window that pops up, there is a field labeled List This Practice/Employer In on the 

right-hand side. Click that dropdown for the following options: 
a. Practice/Employer Only - This location will only live under Practice/Employer 
b. Work History Only - This location will move under Work History and fall off Practice 

Employer 
c. Practice & Work History - The location information will be copied over to Work 

History. Selecting this option will create a new field (Reason for Leaving) and a 
checkbox for updating the Payor Status (which will generate a new field to the right 
that allows you to choose that Payor Status). 

Once you make your selection, hit Save and those updates will be made. 
The List This field also exists in items added to the Work History section. So, if your provider 
accidentally put a location there that should be under Practice/Employer, you can use the 
same method to move/add it to where it needs to be. 
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Frequently Asked Questions

Q - Will profile specific information copy from one to the other? For example, 
items like a start date, end date, provider ID#, credentialing information etc.   
No, profile specific information does not copy when you use the copy feature from one 
profile to the other.  

Q - What is the best order to copy information from one profile to another? 
The most efficient way to copy information from one profile to another is to ensure that 
the locations are the same before you copy payors.  Using the copy feature for practice 
employer and/or facility affiliations first to ensure all locations are in place and the same 
before you copy payors is a best practice.  

Q - Is the copy feature available in v2? 
Not yet, the copy feature has not been added to v2 yet. There will be an announcement 
in the release notes when this happens. 
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For additional questions or further training, 
contact the Modio Team via:

Online: 
Live Chat Support

Email: 
Support@modiohealth.com

Phone: 
844.696.6346

mailto:Support@modiohealth.com

