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Copy Feature: Tip Guide

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. 

The copy Feature is 
available in these 
three sections:


•Practice/Employer

•Facility Affiliation

•Healthcare Payors



Copy Feature: Tip Guide

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.


Start here!
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Copy Feature: Tip Guide

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 

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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Copy Feature: Tip Guide

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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Copy Feature: Tip Guide

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.
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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 



