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Welcome to ShrinkRapt 2018! 
Thank you for your interest in ShrinkRapt™ 2018.  In this manual you will 
learn how to use ShrinkRapt to keep a complete patient EMR, enter billing 
information, prepare patient statements and submit insurance claims.  

ShrinkRapt 2018 creates an electronic claim file and completes the CMS 
paper form.  ERAs (Electronic Remittance Advice) can be imported directly 
into ShrinkRapt.  The importing and auto posting of ERAs to patient 
accounts is a huge time and money saver.

At Saner Software we understand the needs of today's small medical/
therapy office. We have provided billing and insurance software for over 25 
years and have listened carefully to our many customers to improve 
ShrinkRapt and stay in touch with the rapidly changing requirements of 
insurance companies.  

Lets get started learning about ShrinkRapt. We begin with a description of 
the ShrinkRapt™ Demo program and how to use the manual. There is lots of 
information in this manual so feel free to jump around and only look at the 
information you need to confidently decide that ShrinkRapt is a good choice 
for your practice.

Michael K. Johnson, President

Saner Software Inc.

PS - Please email me directly if you have any questions.  My email address 
is mike@sanersoftware.com.  I hope to hear from you soon!

mailto:mike@sanersoftware.com
mailto:mike@sanersoftware.com


About The ShrinkRapt 2018 Demo
The ShrinkRapt Demo program is a complete version of the 
ShrinkRapt program.  We have entered 12 patient records and 
you can enter a few of your own.    

This manual focuses on keeping a complete electronic medical 
record (EMR), creating patient billing statements and preparing 
insurance claims for paper or electronic submission.

How To Use This Manual
This manual is divided into chapters and sections that provide 
instructions and discuss specific features of the program such as 
keeping a comprehensive electronic medical record, preparing 
billing statements, and submitting insurance claims.

The first page of each chapter describes the chapter content.  On 
the first page of each section, you will find simple steps to 
accomplish a specific task.  These steps do not address every 
screen or dialog that may appear on your computer so you will 
want to also pay attention to what is occurring on your screen. 
The section text will go into varying degrees of an in-depth 
description of the topic and is often combined with screen shots 
from the program. 

Links
Colored text is used to let you know that clicking on the word or 
words will take you to another location in the book, open your 
email program or take you to a designated web address.

Images
Touching or clicking on a small image will cause it to expand into 
a larger image for easier viewing.

Videos Links
Whenever you see this YouTube icon, it means there is a video 
tutorial available on the ShrinkRapt YouTube Channel for 
the topic.

Help Tips
Holding the cursor over a field in the ShrinkRapt program will 
display help messages that explain what to enter and/or how the 
information is used by ShrinkRapt

CMS Insurance Form References
Throughout the manual we will reference boxes on the CMS 1500 
insurance claim form.  They will be referred to as CMS box and then 
the appropriate number. Each CMS box referenced will be included in 
the glossary with a description of how the box is used by insurance 
companies.  The glossary index is a great place to locate areas of this 
manual that describe how ShrinkRapt completes boxes on the CMS 
form.  If CMS Box is in bold 
letters, the words are linked to 
the glossary and clicking on the 
text will take you to the 
glossary.

About The PDF Version
Some features that are available in the eBook version of the 
manual will not be available in the PDF version.  If you have an 
iPad, the manual is best viewed on the iPad.
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NOTE: Signifies a tip, 
suggestion, or general note.
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About Support
Knowing that professional assistance is just an email away is a 
valuable part of your buying decision.  At Saner Software we 
pride ourselves in being able to quickly and efficiently answer 
your questions using email. 

Technical support is free, there are no annual or monthly fees. 

Throughout the year we release free updates that will fix problems 
that were discovered and/or add new features to the current 
version.  If a free update is available to download, you will be 
notified when opening ShrinkRapt.

Technical support is available from 8:30 AM to 4:30 PM central 
time Monday through Friday.  

All support and sales of the ShrinkRapt program is done by email. 
You may ask questions by sending an email message to 
TechSupport@SanerSoftware.com.  

Email is a very efficient way to ask questions, and is the best 
method of receiving technical assistance.  You never have to wait 
on hold, you can simply ask your question and move on to doing 
something else, keeping an eye on your email for a response.  
Because all support is done by email, it is where we focus our 
time and as a result, most emails are answered within a few 
minutes.

Video Help and Tutorials
Our video tutorials are an excellent way to 
receive technical support in an audio visual 
format. Visit the ShrinkRapt YouTube Channel to 
see the videos currently available.

Saner Software maintains a mailing list to keep you up to date 
with what’s happening with ShrinkRapt.  If you have not already 
signed up, click here to signup now. 

System Requirements 
Windows

• Intel© CoreDuo or above

• Windows 7 or higher

• 4GB RAM, 8GB Recommended

• 1280x1024 minimum screen resolution

Mac OS

• Intel© CoreDuo or above

• Max OS X 10.9.5 or higher (Mavericks)

• 4GB RAM, 8GB Recommended

• 1280x1024 minimum screen resolution
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Chapter 1

Lets Get Started

In this chapter you will learn how to download and 
install the ShrinkRapt Demo program. 

Macintosh installation instructions can be found in 
Section 1.  

Instructions for Windows users can be found in 
Section 2.



To install the ShrinkRapt Demo program, follow the steps provided on the left or 
below to install it on your Macintosh computer now.  If you have already 
downloaded and installed the demo, go to Chapter 2, the Patient List.

If you would like to watch a video of the installation process, click here.

1. Click here to go to the ShrinkRapt Demo download web page.

2. Click the Download Now button below the Macintosh Demo choice.

Section 1

QUICK STEPS	

1. Click here to go to the ShrinkRapt 
Demo download web page (Figure 1.1).

2. Click the Download Now button.

3. Click the Downloads icon in 
the upper right hand corner of 
your browser.

4. Double click the ShrinkRapt 
2018 demo.dmg to display 
the installer window.

5. Drag the ShrinkRapt 2018 
Demo folder to the 
applications folder.

6. Double click the Applications folder icon.

7. Double click the ShrinkRapt program icon.

8. If a dialog box appears asking you to 
select a data file, click the Open button, 
choose Demo Data from the list and click 
Open.

If you would like to watch a video of the 
installation process, click here.

Installing On A Macintosh

6

Figure 1.1 Mac Demo Download Page
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3. Click the Downloads icon in the upper right hand corner of 
your browser.

4. Double click on the ShrinkRapt 2018 demo.dmg to display 
the installer window

5. Drag the ShrinkRapt 2018 folder to your applications folder.

6. Double click the Applications folder as shown in figure 1.3 
and locate the ShrinkRapt 2018 Demo folder.

7. Double click on the ShrinkRapt program icon (figure 1.4). 

8. If the dialog box shown in figure 1.5 appears, click the Open 
button, choose Demo Data from the list that appears and 
click Open.  If it does not appear, skip to the next step.

9. Choose if you want to view the demo as a solo practitioners 
of a multi practitioner office (figure 1.6). 

Figure 1.2 Browser Downloads Button
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Figure 1.3 ShrinkRapt Installer

Figure 1.4 Program Icon

Figure 1.5 Open Data File Dialog



The 

Patient List will appear as shown in figure 1.7,  In the next chapter 
we will discuss how to use the Patient List to bill patients, prepare 
insurance claims, record treatment plans, enter visit notes and 
more.

Figure 1.6 Choose Solo Or Multi Version

Figure 1.7 Patient List
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To install the ShrinkRapt Demo program, follow the steps provided on the left or 
below to install it on your Windows computer now.  If you have already 
downloaded and installed the demo, go to Chapter 2, the Patient List.

If you would like to watch a video of the installation process, click here.

1. Click here to go to the ShrinkRapt Demo download web page.

2. Click the Download Now button below the Windows Demo choice.

Section 2

QUICK STEPS	

1. Click here to go the ShrinkRapt Demo 
download web page (Figure 1.8).

2. Click the Download Now button below the 
Windows Demo choice.

3. When the download is complete, there will 
be a file titled ShrinkRapt Demo Installer on 
your computer.  Depending on the browser 
you are using, the file may be displayed at 
the bottom of the browser window. 

4. Double click on the installer icon.  The 
window shown in figure 1.9 will be 
displayed.

5. Click the Next button and follow the on-
screen instructions. 

6. If a dialog box appears asking you to select 
a data file, click the Open button, choose 
Demo Data from the list, and click Open.

If you would like to watch a video of the 
installation process, click here.

Installing On Windows
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Figure 1.8 ShrinkRapt Demo Download Web Page
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3. When the download is complete there will be a file titled 
ShrinkRapt Demo Installer on your computer.  Depending on 
the browser you are using the file may be displayed at the 
bottom of the browser window. 

4. Double click on the installer icon.  The windows shown in 
figure 1.9 will be displayed.

5. Click the Next button and follow the on-screen instructions.

6. If a dialog box appears asking you to select a data file, click 
the Open button.

7. Choose Demo_Data from the list of files displayed and click 
Open.

8. Click Solo or Multi to select the mode you will like to use for 
using the demo. 

Figure 1.9 Windows Installer Window
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Figure 1.11 Choose Solo Or Multi Dialog Box

Figure 1.10 Open Data File Dialog Box



The Patient List will appear as show in figure 1.12,  In the next 
chapter we will discuss how to use the Patient List to bill patients, 
prepare insurance claims, record treatment plans, enter visit 
notes and more.
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Figure 1.12 Patient List



Chapter 2

Patient List	

In this chapter we discuss the Patient List and all 
you can do from this window. The buttons that 
border the Patient List provide a quick and easy 
way to handle practice paperwork. 



Most of what you do in ShrinkRapt will begin at the Patient List.  The Patient List 
buttons have nine areas of focus such as viewing lists of people, creating bills, 
adding records, viewing codes,  creating reports, emailing patients, and viewing 
notes or treatment plans. The pages that follow review each of these areas.

Section 1

QUICK STEPS	

You should now be viewing the Patient List. If 
you have accidentally closed the Patient List, 
choose Home from the Navigation menu to 
open it now.

Take a few minutes now to demo the Patient 
List by clicking buttons.  Go ahead and play, 
you can’t hurt anything.

After you are done playing, continue to 
chapter 3 where you will learn how to enter a 
patient record of your own.

The Patient List
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Figure 2.1 Patient List
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List Views 
There are seven list views that can be displayed.  When you click 
on one of the icons in the list area, the list of people will change.  
From left to right, the list views are patients, patients and 
responsible parties, insurance policy holders, people with active 
alerts, people who will soon have a birthday, households and 
deactivated patients/responsible parties.

Go ahead and click on each of the icons in this area now and see 
how the list changes.  If you double click on a name in the list, the  
complete record for the person will be opened.

Bill
The Bill area is where you will go to print or 
email patient statements and insurance 
claims. ShrinkRapt is setup to bill Agencies for 
multiple patients and the business card icon is 
what you will use to bill Agencies. Click on the 
icons now to see what happens.  How to use 
each of the lists will be explained in later 
chapters.

Add
Adding new patients, visits, payments and 
downloading ERAs is done from this area of the 
Patient List.  To add a new visit, highlight a 
patient name in the list and click the Visit 
button. 

We have setup 12 Patient records and you can 
enter several of your own.  In the next chapter 
we will discuss in detail how to add a patient 
record.

Codes
ShrinkRapt comes with a complete list of ICD 
10 codes that has been organized by chapter.  
To see the list of codes, click the ICD button.  

ShrinkRapt comes with a limited number of CPT 
codes but also provides the ability to enter and 
or import new codes as you need them.  The 
AMA sells the complete list of codes and that 
can be imported to ShrinkRapt.

Practice and Practitioner
These two icons, located in the lower left hand corner of the 
Patient List, take you to the information you 
have entered about you, the practitioner and 
your practice.  This is were you will add your 
address, your NPI number, and other relevant 
information.  In this demo version you will not be 
able to change the practice name or the practitioner name. 
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EMR - Electronic Medical Record
The EMR area is where you will go to view 
visit notes, print a face sheet, review 
treatment plans and look at the patients 
medical history.  To view notes or treatment 
plans for a specific person in the list, 
highlight a name before clicking the button.

Orgs
Organizations include lists of insurance 
companies, employers, agencies and 
referral sources. Click the umbrella icon to 
see the insurance company list.  Be sure 
to checkout all the information provided in 
the list.  Click the graph button at the top 
of the list to see a pie graph of visits by insurance company.

Reports
There are many reports in 
ShrinkRapt that will help you 
keep track of billing 
information and practice 
results.  Click the downward 
pointing arrow next to the 
Reports label to display a list of additional reports.

Mail
Patients can be emailed from within ShrinkRapt.  When emails are 
sent using ShrinkRapt, a copy of the email is saved with the 
patient record.

Deactivate
Patient records can be deactivated 
so their name no longer appears on 
the active Patient List.  If they 
return at a later date, it’s easy to 
reactivate the record and put them 
back on the patent list.

Report
The custom report editor allows you to design reports that have 
the specific information you want in a report.

Labels
The mailing label feature lets you have complete control to create 
mailing labels with the size and font you like.

In the chapters that follow you will learn how to add a patient 
record and enter the information necessary for ShrinkRapt to 
record a visit, print a statement and prepare an insurance claim.
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Chapter 3

Patient 
Records

This chapter will explore the patient electronic health 
record in detail.  Each section describes a page of 
the record.  Information entered here will be used to 
automatically fill out entry windows when you record 
visit and payment information.  It will also be used to 
prepare billing statements and complete insurance 
forms. 



We have made setting up patient records easy by providing pop-up choice lists, 
automatically capitalizing information if you forget, and looking up the names of 
insurance companies.  Patient records can be imported from other billing 
programs making setup faster.  Section 11 of this chapter provides detailed 
instructions for importing patient records.  You can also email 
techsupport@sanersoftware.com for assistance.

Section 2

QUICK STEPS	

1. Click the Patient button located in the Add 
grouping on the left side of the Patient List.

2. Enter information about your patient on the 
Address page (Figure 3.1).

Adding A Patient
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Figure 3.1 Patient Entry

NOTE: The Face Sheet button in the 
EMR area of the Patient List will print 
the patient electronic health record 
onto paper. 

To print a blank form to use for patient 
intake, make sure no name is 
highlighted the list and click the Face 
Sheet button.

mailto:techsupport@sanersoftware.com
mailto:techsupport@sanersoftware.com


Here are a few things that will speed entering your patient 
records.

•  Have the patient information organized on paper before you 
begin. 

•  You may find it helpful to print out the Patient Intake Form and 
organize your patient information like it is on this sheet.

• The first page of the Patient record displays the patient's name, 
address, birthday, and other information needed to prepare a 
billing statement and insurance claim.

• ShrinkRapt has the capacity to store a great deal of patient 
information, but you only need to enter as much as is required 
by your practice. You are in charge and you decide what is 
important to you. As an example, if you do not file insurance for 
patients, you will not need to enter policy information. 

• On the lower right side of this window there is an area where 
you can record notes and contacts for a patient.  This is 
different from visit notes which we will discuss later.  If you send 
an email to a patient, the email will be stored in this area.

Most of the requested information on the Address page is self 
explanatory but the following explains other fields.

• Role describes the person’s role in a family unit. The 
information is not used in any billing or insurance and is for your 
reference only. 

• Field 1-2-3 are fields that can be used to keep information 
about a patient that is specific to your practice.  You can 
change the label for each of these fields in Preferences.  As a 
silly example, you could change the Field 1 label to “Shoe Size” 
and then enter 9 in the field.

Holding the cursor over a field will display help messages that 
explain what to enter and/or how the information is used by 
ShrinkRapt.
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The Setup page shows the patient's default billing information.  The information 
entered on the Setup page of the patient's record will be used to automatically 
complete a visit record entered for this patient. Of course you can change the 
information at any time.

Section 3

QUICK STEPS	

1. Click the Setup tab at the top of the 
Patient record window.

2. Enter information.

In the next section we will discuss entering 
information required to complete the CMS 
insurance form.  

The Setup Page
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NOTE: The insurance authorization 
tracking feature helps you keep 
track of the many demands of 
managed care companies.  Note 
how ShrinkRapt® automatically 
counts the number of visits that have 
been applied to each authorization.

Figure 3.2 Patient Record Setup Page



You can set default amounts for payments, adjustments and fees.  

The patient is automatically setup to be the responsible party but 
you can change who the responsible party is by typing a different 
name in the responsible party insured area.

ShrinkRapt will handle complex billing scenarios such as multiple 
responsible parties and policy holders. 
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This information entered on this page of the patient record is used to complete 
CMS box 6, 8, 10, 10d, 12, 14, 15, 16, 18, and 19.  The CMS column shows 
where the information you enter will appear on a CMS 1500 form.

Section 3

QUICK STEPS	

1. Click the CMS Patient Info tab

2. Enter information as you want it to appear 
on the CMS 1500 form.

In the next section we will discuss entering 
insurance policy information.

CMS Patient Info
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Figure 3.3 CMS 1500 Patient Info Page of Patient Record



You must complete the policy page of the record of the insured if you plan to file 
insurance for the patient.  If the patient is not the insured, do not complete this 
page in the patient record.

Section 4

QUICK STEPS	

1. Click the Policy tab to go to the policy page 
of the patient record.

2. Click the Yes button and enter the policy 
information.

In the next section we will discuss viewing 
truncations.

Policy Page
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Figure 3.4 Patient Record Policy Page



Entering The Insurance Company
ShrinkRapt comes loaded with a large list of insurance companies 
with their payor id number.  This demo has only a view insurance 
companies entered To choose an insurance company from this 
list, type @ in the Company field on the policy page and press the 
tab key on the keyboard.  This will cause a list of insurance 
companies to appear (Figure 3.5) where you can select from the 
list by clicking on a name.  

Adding Insurance Card Image
You can use a scanner to get an image of the patient’s insurance 
card.  Copy and paste the image into the card image area on the 
policy page of the insured’s record.  Click the Zoom button to 
view a larger image (Figure 3.6).  A scan of the back of the 
insurance card can be pasted on the insurance card zoomed 
page.
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Figure 3.5 Insurance Company Choice List
Figure 3.6 Insurance Card Zoomed



The Account page (Figure 3.7) displays a list of fees, payments and adjustments 
you have entered or that have been added using the import ERAs feature. 

ShrinkRapt provides you with a great deal of flexibility when printing billing 
statements. On the Account page you can tell ShrinkRapt to print or not print a 
statement for this patient. You can even select a specific statement format. This is 
an important consideration if you use ShrinkRapt's batch printing feature to print 
statements. If the Send Statement radio button is set to No, this person will be 
excluded from the batch printing. You can even enter a personalized message to 
be printed on this person's statement.

You will use this window to correct payment and adjustment entries, print a list of 
transactions, and age the balance to quickly see if the account needs special 
attention. 

Section 6

QUICK STEPS	

1. Click the Account tab at the top of the 
Patient Record.

In the next section we will discuss entering 
and viewing medications.

Viewing Transactions
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NOTE: ShrinkRapt allows you to 
specify what portion of a visit fee is the 
patient's responsibility. With this 
feature, you can print a patient balance 
only statement.  This type of statement 
is discussed later in this manual.

Figure 3.7 Account Page



On the Medication page of the patient record you can keep track of the patient’s 
pharmacy, the phone number and list of the medications that have been 
prescribed by either you or other prescribing clinician.

Section 6

QUICK STEPS	

1. Click the Medications tab to go to the 
Medication page of the patient record.

2. Click the Add button at the bottom of the 
page to enter a new medication.

In the next section we will discuss viewing 
and entering treatment plans.

Medications
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Figure 3.8 Patient Record Medications Page



When using ShrinkRapt’s treatment plan feature you can enter treatment plans and 
set alerts to remind you to update the plans as needed.   This page also shows a 
list of ICD codes that have been used in recording visits.  If you enter an alert date, 
ShrinkRapt will display a list of patients and an alert message.

Section 7

QUICK STEPS	

1. Click the Treatment tab to go to the 
treatment page of the patient record.

2. Click the Add button at the bottom of the 
page to enter a new treatment plan.

In the next section we will discuss entering 
and viewing medical and social history.

Treatment Plans
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Figure 3.9 Patient Record Treatment Plans Page



The Notes page of the patient record will display a list of visits, the reason for the 
visit and the first view characters of the note.  Double click on a date in the list to 
see the complete note. 

Section 8

STEPS	

1. Click the Notes tab to go to see a list of 
visits and the notes you have entered for 
the patient.

In the next section we will discuss the history 
page of the patient record.

Notes
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Figure 3.10 Visit Notes List



The History page is where you will record information such as reason for seeking 
treatment, general health, social history and family history.

Section 9

History
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Figure 3.11 History page of patient record

QUICK STEPS	

1. Click the History tab. 

In the next section we will discuss how stored 
scanned documents in the Patient’s record.



Intake forms, test results, and hand written notes can be quickly added to a 
patient record where they can be viewed, printed, emailed or faxed. There is no 
limit to the number of documents that can be stored.  The days of searching your 
hard drive for the document you need are over when you use ShrinkRapt's new 
document storage features.

Section 10

STEPS	

1. Click the Documents tab to open this page 
of the patient record.  

2. Click the Add button to select an image file 
or PDF to add to the list.  On the left side of 
the window is a list of documents that have 
been added.  

3. Click on the document name in the list to 
see an image of the first page displayed on 
the right.

Documents
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Figure 3.12 Stored Documents



Patients, their responsible parties and insured can be added to ShrinkRapt 
manually using the Patient List or by importing them from a list created by your 
current billing program.  Exporting and importing this information into ShrinkRapt, 
which will save time. 

Exporting From Your Current Program
Your current program should be able to export your patient information to a file 
that can be opened and viewed by a spreadsheet program such as Microsoft 
Excel or Apple Numbers.  Check your current program user manual or help files for 
instructions for how to export information.  See the example in figure 3.13 to 
choose what information to export.

Preparing The List For Importing
The best way to view the information you exported is to open the file you created 
with a spreadsheet program.  The spread sheet should look something like figure 
3.13.  You should rearrange the order of the information so the columns are in the 
exact order shown in the example and in the description provided below the 
picture.

If you do not have information shown below (because it was not available to export 
from your current program) you should insert blank columns as needed.

Section 11

QUICK STEPS	

1. Create a list of patients, their 
insured and responsible parties 
by exporting the information 
from your current billing software. 

2. Open the list you created with a 
spreadsheet program such as Microsoft 
Excel or Apple numbers.

3. Rearrange the columns of the information 
as needed so it matches the exact order in 
the example provided in figure 4.1 and the 
list example provided.  

4. Save the spreadsheet as a tab delimited text 
file.

5. Close the Patient List in ShrinkRapt and 
choose Import Patients from the File menu.

6. Select the text file you created and open it.

7. Review the list of people and make any 
changes needed.

Importing Patient Records
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The following is a description of the information that should appear in each column:

Column A: Insert a column before the first name and enter Yes to designate this person as a patient or No if they are the responsible party 
or insured but not a patient.  

Column B: First Name of the person

Column C: Middle Name/initial of the person

Column D: Last Name of the person

Column E: Address 1 

Column F: Address 2.  If you do not have an address two column, you should insert an empty column

Figure 3.13 Patient List Spreadsheet For Importing

31



Column G: City

Column H: State, change as needed so the state abbreviation is 
showing,  e.g.. IL not Illinois

Column I: Zip, use 5 or 9 digit zip

Column J: Home Phone, format as all numbers, e.g. no dashes or 
parenthesis

Column K: Office Phone, format as all numbers, e.g. no dashes or 
parenthesis.

Column L: Cell Phone, format as all numbers, e.g. no dashes or 
parenthesis

Column M: Date of birth, format as mm/dd/yy

Column N: Gender, enter Male or Female

Column O: Social Security Number, format as all numbers, e.g. no 
dashes or parenthesis 

Column P: Employer, name of the company. 

Column Q: Insurance Company, name of insurance company. 
ShrinkRapt will try to find a match with the insurance company 
records in ShrinkRapt.  If none is found, a new insurance 
company record will be added.

Column R: Payor Id - if you have the insurance company payor Id, 
this is the best way to identify an insurance company and you 
should enter it in the list.  When the id number is imported, 
ShrinkRapt will search it’s list of existing insurance company 
records and match the company record to the person’s record.

Column S: Policy Number, policy number of the insured.  The 
number should be entered only if that person is the insured.  If 
they are the patient, but do not own the policy, leave this field 
blank.  Put the Policy number in the row of the person who is the 

insured.  If you do not have the name and address of the insured 
in the list, you will be able to enter this information after importing 
the patient information.

Column T: Insured Id No from insurance card.  The number 
should be entered only if that person is the insured.  If they are 
the patient, but do not own the policy, leave this field blank.  Put 
the Id number in the row of the person who is the insured.  If you 
do not have the name and address of the insured in the list, you 
will be able to enter this information after importing the patient 
information.

Column Z: Beginning Balance, balance owed before you started 
entering transactions in ShrinkRapt

After rearranging the columns of information and inserting blank 
columns where necessary, save the spreadsheet as a tab 
delimited text file.  It is important to use tab delimited text as the 
file type when saving so ShrinkRapt can properly import the 
information. Pay close attention to where you are saving the file 
on your hard drive so you can easier locate it for importing.
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Importing The List
To import patient records, close the Patient List in ShrinkRapt and 
choose Import Patients from the file menu.   The following 
window will appear:

Click Yes and navigate to the location of the text file you created, 
select and open it to begin the importing.

Reviewing The List In ShrinkRapt
After ShrinkRapt completes importing, the Patient List window 
will appear as shown in figure 4.3.  Anyone that was designated 
as a patient, will have your name in the practitioner column. 
Anyone without your name shown as the practitioner has been 
designated as a responsible party or insured.  Double click on a 
name in the list to review and make changes to the information.

Figure 3.14  Confirm Importing Figure 3.15 Patient List After Importing

33



Matching Patients and Insured
To make someone the responsible party or insured for a patient 
follow these steps:

1. Double click on a patient name in the list.

2. Click the Setup Tab.  You will see that the patient’s name is 
listed in the responsible party insured area.

3. If someone else is the responsible party, highlight the name, 
type a few characters of the person’s last name and press the 
tab key.

4. ShrinkRapt will locate the record of the responsible party and 
link it to the patient.  

5. If someone else is the insured but not the responsible party, 
click the Add button and enter the name of the insured in the 
responsible party insured area.

In the next section you will find more information about the 
patient record, how to enter policy information, CMS patient 
information, treatment plans, and medications.
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Figure 3.16  Changing the responsible party



Chapter 4

Entering 
Visits and 
Payments
In this chapter we will discuss how to add visits, 
payments and adjustment records that are used to 
prepare billing statements and print insurance 
claims forms.



Entering a visit record is easy.  ShrinkRapt uses the information you entered on the 
Setup page of the patient record to automatically enter information into the visit 
record.  You can change what has been entered at any time.

The Visit record has three pages, the Detail page (Figure 4.1), the Notes page and 
the Insurance Payments page.  The information entered on the Detail page of the 
will be used on the Billing Statement and the CMS 1500 insurance claim form.

Section 1

QUICK STEPS	

1. Click on a name in the Patient List.

2. Click the Visits button on the left side of the 
Patient List window (in the "Add" area).  
ShrinkRapt completes the visit entry with 
information saved on the Setup page of the 
patient record.

3. Make any changes needed.

4. Click OK & Next to save the visit or click 
the Notes tab to enter a visit note.

Add A Visit

36

Figure 4.1 Visit Entry
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Detail Page
The following is a description of some of the fields on the detail 
page and where the information will appear on the billing 
statement and insurance claim forms.

• Visit Date can include a start and stop time but is not required.  
The start and stop times are for your reference only and not 
used on statements or insurance forms.

• Visit Attendees is where you will list who was present at the 
visit.  This area allows you to keep track of who was present 
other than the person considered to be the patient for insurance 
purposes.  To list a name you must also create a record for the 
person.

• CPT Code 1, 2, and 3 fields will print on the billing statement 
and in CMS box 24d.  You can enter up to three codes per visit 
and a fee for each code.  

• ICD describes the diagnostic codes you have chosen for this 
visit and or patient.  You may enter up to four codes per CPT 
code.

• Modifier describes the modifier for the code on the same line.  
The modifier will print in CMS box 24d.

• Units describes the number of units or days for the CPT codes 
listed. One is most commonly used for units.  The number entered 
will print will print in CMS box 24G.

• Reason For Visit describes the purpose of the visit such as 
Marriage Counseling.  This information is for your use only and does 
not print in on the Billing Statement or CMS form.

• Place of Service describes the location of where the visit is 
occurring.  You must use one of the locations you have entered 

as a place of service in ShrinkRapt.  A place of service was 
automatically setup when you entered your practice 
information.   You can add new places of service (such as a 
hospital) by using the place of service button on the Patient List.
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Visit notes can be entered at the same time you enter the visit record or afterwords 
using the Notes button on the Patient List.    Notes can be easily reviewed and 
edited from the Patient List.

Section 2

QUICK STEPS	

1. Click the Notes Tab on the Visit Entry 
window. 

Or

2.  Click the Notes button on 
the Patient List (Figure 4.3)

3. Click OK & Next to save 
the changes or click 
another tab to enter more 
information.

Visit Notes
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Figure 4.2 Figure 4.3 Visit Note



The payment entry screen is automatically completed with the payment 
information that has been entered on the setup page in the patient record.  If you 
enter a check number, you will be able to use ShrinkRapt's Deposit Slip feature 
and save having to write check numbers and amounts on your bank deposit slip.   

When you use the auto importing of ERAs, ShrinkRapt will automatically enter 
insurance payments and apply them to the appropriate visit dates.  This makes 
tracking unpaid claims a snap.

Section 3

QUICK STEPS	

1. Click on a name in the Patient List.

2. Click the Payment button located on the 
left side of the Patient List window. 

3. Click the Receipt button to print Super Bill/
Receipt to give to the patient.

4. Click OK & Next to save the payment entry.

Add A Payment
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Figure 4.4 Payment Entry



A receipt to be printed and given to the patient when the payment 
is entered.  If you don’t file insurance claims for your patients, this 
receipt has all this information they need to submit the claims 
themselves.

Figure 4.5 Patient Payment Receipt and Super Bill
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Chapter 5

Billing & 
Insurance

ShrinkRapt® will handle all your billing and 
insurance needs. Billing statements can be printed 
to plain paper or on preprinted statements available 
from Saner Software.   Insurance claims can be 
printed on paper or filed electronically using a 
claims clearinghouse.  In this chapter we will walk 
you through preparing a billing statements and 
insurance claims.



ShrinkRapt® offers a great deal of flexibility when it comes to preparing and 
sending billing statements.  The statement list displays balance due, date of the 
last statement that was sent to the patients, if you have received approval from the 
patient to send statement via email and many ways to filter the list to your needs.

Section 1

QUICK STEPS	

1. Click the three person 
icon in the Bill area of the  
Patient List.

The statements list is 
displayed as shown in 
figure 5.1.

Billing Statements - Paper and Electronic
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Figure 5.1 Statement List



Statement style, detail, and appearance can all be customized so 
you present the image you want, and provide your patients with 
the information they need.  Statements can be printed on plain 
paper, preprinted forms available from Saner Software, or  
emailed to patients. ShrinkRapt is designed so you can customize 
the statement to the needs of your practice. 

Three distinct statement types are available to choose from and 
you can mix and match the type of statements used by each 
patient.  The statement types are Detailed, Simple, and Patient 
Balance Only.

Earlier we showed how to set the type of statement you would 
like to send to your patients and how it can be customized patient 
by patient.

Simple Statement
The simple statement choice prints fees, adjustments and 
payments from patients and insurance companies. This is a good 
statement choice if the patient is self pay. If you do not accept 
insurance, this statement provides all the info needed for the 
patient to submit a claim to their insurance.company
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Figure 5.2 Simple Plain Paper Statement
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Detailed Statement
For patients with insurance, who want to see exactly what the 
insurance paid and adjusted, the Detailed Statement offers the 
most information.  Providing a high level of detail on the billing 
statement can reduce billing phone inquires from patients.

Patient Balance Only
Sometimes the most simple is the best.  If you want a statement 
that shows the patient only the amount they owe and excludes 
the insurance detail, the Patient Balance Only statement is the 
one to choose.

Figure 5.3 Detailed Plain Paper Statement
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Figure 5.4 Patient Balance Only Statement



Preprinted Forms
A preprinted billing statement form is available from Saner 
Software for use with the simple and patient balance only 
statement type.  These form can be bought online at 
www.shop.sanersoftware.com.Emailing Statements

When printing statements you can choose to save the statement 
as a PDF rather then printing it to paper.  The Save As PDF 
feature is part of your computer’s operating system.  After saving 
the statement as a PDF, you can send it to your patient as an 
attachment to an email.

IMPORTANT - If you choose to email statements to patients, it is 
important that you make yourself aware of HIPAA laws for patient 
email.  Click here to visit the HHS web page that discusses email 
communication requirements. 

 As of this writing, HIPAA does NOT require you to use encrypted 
email to send patient communication.  It does require you to 
reasonably protect privacy by limiting the amount of information 
disclosed. 

In ShrinkRapt you can limit the information printed on a billing 
statement to protect patient privacy.  You can choose to remove 
ICD and CPT codes so all that is shown is the visit charge and 
payments.
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Figure 5.5 Pre-Printed Billing Statement
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Customizing The Billing Statement
Billing statements can be customized so they include or exclude 
the following information:

• ICD and CPT Codes.  

• A line showing what part of the balance is over 30, 60, and 
90 days old

• A Dunning Message for balances over 30 days old

• A line saying, "For the Professional Services of: your name 
and credentials“.

• A line saying, "Under the Supervision of: the name and 
credentials of a Supervising Practitioner".

• A line saying, "Make checks payable to: the name of your 
practice".

• The patient's name on each line; This is important when one 
responsible party is paying for more than one patient's visits

As you can see, ShrinkRapt provides a great deal of flexibility to 
set up a billing statement to look exactly the way you want it to 
look!
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ShrinkRapt® completes the CMS 1500 insurance claim form, ready to mail or 
submit as an electronic file to a clearing house of your choice.

For electronic claims, ShrinkRapt creates a Print Image file.  The claims clearing 
house we recommend for electronic claims is Claim.MD. You can contact them 
directly at (855) 757-6060 for pricing information.  Please be sure to tell them you 
will be using ShrinkRapt as you billing and insurance program.  When you use 
Claim.MD, you will be able to download insurance payments and ERA details 
directly into ShrinkRapt, saving you from having to manual enter payment info. If 
you choose a different clearing house (some are free), just make sure they accept 
a Print Image file.

If you choose to print claims on paper, forms and envelopes can be ordered online 
at the Saner Software Online Store.

Claims can also be previewed and edited on-screen to check for errors before you 
submit the claims to an insurance company.  In the pages that follow we will 
discuss each of these choices in detail.

Section 2

QUICK STEPS	

1. Click on CMS button in the 
Bill area of the Patient List

2. Choose to print claims to 
paper, create an eclaim file 
or preview claims on 
screen. 

For a detailed description of the various claims 
processing options, continue reading this 
section.

Insurance Claims
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Preparing A Claim List
The first step for submitting claims is to 
prepare a claims list.  To prepare a claims list 
follow these steps:

• Click the CMS button on the Patient List as 
shown in Figure 5.7.

A list of all claims that have not been filed 
(from the last 180 days) will appear as shown 
below in Figure 5.6. The list includes the insured’s name, patient 
name, insurance company, number of visits on the claims and the 
total dollar amount of the claim.

Filtering The Claims List
The claims list can be filtered in several ways so you can process 
the exact claims you need.

• Company - Use the Company drop down menu to reduce the 
list to claims for a specific insurance company.

• Remove - To remove a claim from the list, highlight a row and 
click the Remove button.

• Include Previously Filed - Click the Yes button and then the 
Update button to get a list of all claim within the selected date 
range even if they were submitted previously.  You will use this 
feature when you need to resubmit a claim.

• Date Range - To create a list for a specific date range, change 
the dates and click the Update button.

• Subset - Hold down the command key on a Mac or control key 
on Windows to select specific name in the list.  Click the Subset 
button to reduce the list to the selected names.

• Restore  - Click the restore button to return to the original list of 
claims.
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Figure 5.6 Claims List

Figure 5.7



Submitting Claims
When you have created the claims list you want, there are three 
choices for processing the list.  

• Preview - Click the Preview button at the bottom of the claim 

list to display a filled out claim form on-screen. Information on 
the form can be changed by clicking on it.  When you click, you 
are taken to the source of the data in ShrinkRapt where you can 
change it.  What you see on-screen is what will print on paper 
and in the electronic claim file.

• Print - Click the Print button in the Submit area to send 
the claims to your printer.  ShrinkRapt will complete the 
preprinted CMS 1500 form.  These forms are available to buy 
at shop.sanersoftware.com.The print alignment can be adjusted 
mm by mm on the Paper Choices page in Preferences to get 
perfect print alignment on the paper for

Figure 5.9 CMS 1500 Form (2/12)
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Figure 5.8  Insurance Claim Preview

http://shop.sanersoftware.com
http://shop.sanersoftware.com
ibooks:///#chapterguid(36B513A6-0AC5-4126-A1D5-FB450B683DF6)
ibooks:///#chapterguid(36B513A6-0AC5-4126-A1D5-FB450B683DF6)
https://www.youtube.com/watch?v=VMrGKESBeNw&t=14s
https://www.youtube.com/watch?v=VMrGKESBeNw&t=14s
https://www.youtube.com/watch?v=VMrGKESBeNw&t=14s
https://www.youtube.com/watch?v=VMrGKESBeNw&t=14s
https://www.youtube.com/watch?v=VMrGKESBeNw&t=14s
https://www.youtube.com/watch?v=VMrGKESBeNw&t=14s
https://www.youtube.com/watch?v=VMrGKESBeNw&t=14s
https://www.youtube.com/watch?v=VMrGKESBeNw&t=14s
https://www.youtube.com/watch?v=VMrGKESBeNw&t=14s
https://www.youtube.com/watch?v=VMrGKESBeNw&t=14s
https://www.youtube.com/watch?v=VMrGKESBeNw&t=14s
https://www.youtube.com/watch?v=VMrGKESBeNw&t=14s


• eClaim - Click the eClaim button in the Submit area to create an  
electronic file. The file created is a tab delimited text file.  It is 
commonly referred to as a Print Image file and will look like the 
image shown below if you were to open it with a text editor.

You can choose to send your claims to any clearinghouse that 
accepts a print image file. The claim clearinghouse you use needs 
to map their software to read this file properly.  

Saner Software’s preferred clearinghouse is Claim.MD and we 
guarantee they can properly read the file ShrinkRapt creates.

Sending The File To Your Clearinghouse
After saving the electronic claim file, you can upload it to your 
claims clearing house.  It is important to choose a claims 
clearinghouse that will makes it easy to submit and check claims 
for errors.  Claim.MD does this plus they have partnered with 
Saner Software to offer auto uploading of claims and importing of 
ERAs.

Figure 5.11 Uploading An Electronic Claim File

Figure 5.10 Print Image File
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Chapter 6

Scheduling

The scheduler is fully integrated with the billing and 
insurance components of ShrinkRapt. Information 
entered in the scheduler is automatically used by 
ShrinkRapt so you only have to enter the 
Information once.



ShrinkRapt Demo comes with a basic, straight forward scheduling program that is 
seamlessly integrated with it’s billing and insurance capabilities. You can create a 
list of time slots for your schedule, add a patient name to a time slot and then post 
the visit’s accounting to the patient account with the click of a button at the end of 
the day.  It does not get much easier than that.  

Your schedule can be viewed as a 
single day (the Day Sheet), a month 
calendar or a week.

Section 1

QUICK STEPS	

1. Click the calendar icon in the 
upper left hand corner of the 
Patient List.

2. Click the Create Schedule Button and 
follow the on-screen instructions

3. Click in the patient field for a time line.

4. Enter the first few characters of a patient’s 
last name and press tab.

5. Make changes to the information as 
needed. 

6. Double click on any line to view complete 
information for the visit.

7. At day’s end, click the Process button to 
add the visit, payment and adjustment 
records.  When the records were created, a 
check mark will appear in the D column on 
the time line.

Scheduling Module	
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Chapter 7

You and Your 
Practice

In this chapter we discuss the information you need 
to enter about you and your practice to properly 
prepare patient statements and claims to be 
submitted to insurance companies.



This section describes entering information about you as the practitioner using 
ShrinkRapt.  The information you enter here will be used for patient statements 
and insurance claim forms.

Section 1

QUICK STEPS	

1. Click the Practitioner button on the 
Patient List as show in Figure 7.1.

If you are using the Solo Practitioner 
version a window will be displayed (Figure 
7.2) where you make changes to show 
your practice information.  

If you are using the Multi Practitioner 
demo, a list with two practitioner names 
will appear.  You can double click on a 
name in the list and change the 
information to you.

About You
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Figure 7.1 Practitioner Information
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The following is an explanation of the information stored in each 
field of the practitioner record:

• Name describes your first and last name. 

• Degrees describes your academic degrees such as PhD or MD.  
What you enter here will be appended to your name when it is 
printed on the billing statement and in CMS box 31.  

• Title is where you should enter your professional title such as 
“Clinical Psychologist”.

• The field titled License # is a field label that can be customize 
to your practice.  As an example, if you would like your NPI# to 

be printed on the billing statement, replace “License #” with 
“NPI #” and enter your NPI number in the next field. Your NPI 

can then be printed on billing statements.  

• NPI# is a unique 10-digit identification number issued to health 
care providers by the Centers for Medicare and Medicaid 
Services (CMS). The number entered in this field will be printed 
in CMS box 24 J. 
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Figure 7.2 Practitioner Entry

Figure 7.3 Multi Practitioner Entry



• Non-NPI Qualifier and Non-NPI # are not normally used by 
insurance companies since an NPI number became required so 
you do not need to enter this information.

• In the Signature field you can paste a digitized signature.  This 
signature will automatically be printed in CMS box 31.

• In some cases an insurance company will require that an 
insurance claim be signed by a practitioner with a higher level of 
credentials than the practitioner who has provided the service.  
If you have a supervising practitioner and submit claims to 
insurance companies with this requirement, go to Adding a 
Supervisor to learn how to add a supervising practitioner to a 
Practitioner record.
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When you begin using ShrinkRapt you will be prompted to enter information such 
as your practice name, address, and email server so you can email statements to 
patients.  The address information you enter here will be printed in the return 
address area of Billing Statements and in box 33 on the CMS insurance claim 
form.  The information can be changed at anytime by clicking the Practice 
Information button on the Patient LsIt.

Section 2

QUICK STEPS	

1. Click the Practice icon on the Patient List 
(Figure 7.4) to enter or make changes to 
your practice information.

About Your Practice
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Figure 7.4 Practice Information Button



Below is a description of the other information that should be 
entered in the Practice Information area.

Tax ID # is where you enter your FEIN or social security number.  
You should enter the number you use for filing taxes.  If you are 
filing insurance claims for your patients, the number will be 
printed in CMS box 25.  In Preferences you can choose to 
have this number printed on billing statements.

NPI# is a unique 10-digit identification number issued to health 
care providers by the Centers for Medicare and Medicaid 
Services (CMS). The number entered in this field will be printed in 
CMS box 33. 

The following fields are optional for entry and are not critical to 
your using ShrinkRapt for billing and insurance.

Bank Account Name and Number are used to print a deposit 
slip for the bank.

Email Address and SMTP field are used when sending email from 
within ShrinkRapt.

Non-NPI Qualifier and Non-NPI # are not normally used by 
insurance companies since an NPI number became required so 
you do not need to enter this information.

Figure 7.5  Practice Information Entry Window
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ShrinkRapt can be customized to your specific needs using the Preferences area 
of ShrinkRapt.   Most, if not all, of the settings we have selected will work well for 
your practice.  Go ahead and explore the choices you have clicking the Billing 
Statement, Insurance, Releases Messages and Paper Choices tab.  ShrinkRapt 
offers the flexibility you want in a billing and insurance program.

Section 3

QUICK STEPS	

1. Click the Preferences button at the top of 
the Patient List.

2. Click the tabs at the top of the 
page to view each page and 
make changes.

3. Position the cursor over each item to see a 
description of it’s function.

Preferences
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Figure 7.6 ShrinkRapt Preferences Window - Page 1



ShrinkRapt comes with a small number of CPT codes included with the permission 
of the AMA.  You can manually add more codes by closing the Patient List and 
using the Entry menu.

If your practice uses 100s of different CPT codes, you may want to purchase the 
complete CPT code list and import it to ShrinkRapt. Please email 
techsupport@sanersoftware.com for more information if you want to import CPT 
codes.

Section 4

QUICK STEPS	

1. Click the CPT button on the Patient List to 
display the codes list

2. Click the Usage button to 
reduce the list to the codes 
you have used for patients..

CPT Codes
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Figure 7.7 CPT Code List
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Analyzing CPT Usage
ShrinkRapt makes it easy to analyze the 
types of procedure your practice utilizes the 
most.  The CPT code list displays the 
number of patients and number of visits 
that have used the code during the past 12 
months.  When you click the Usage button, 
as shown figure 7.9, the code list will 
display only codes used in the last 12 
months.  

Graphing Code Usage
Click the Graph button to view a graph code usage by visit.

CPT Code Entry Window
Double click on a code in the list to open the entry window and 
see a list of patients. 

Figure 7.8 CPT Code Usage Graph
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Figure 7.9 
Usage Button

Figure 7.10 CPT Code Entry



A complete list of ICD 10 codes comes with ShrinkRapt 2018.  The codes are 
organized by chapters  as defined by the world health organization.  Click a button 
in the Chapter area to change the list to those codes.  You can double click on any 
code in the list to view a list of patients with that ICD code.

Section 5

STEPS	

1. Click the ICD  button on the Patient List to 
display the codes list

2. Click the Usage button to 
reduce the list to the 
codes you have used for 
patients.

ICD Codes
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Figure 7.11 ICD Code List



Analyzing ICD Code Usage
ShrinkRapt makes it easy to analyze the 
types of ICD 10 codes your practice utilizes 
the most.  The code list displays the 
number of patients and number of visits 
that have used the code during the past 12 
months.  When you click the Usage button, 
as shown figure 7.13, the code list will 
display only codes used .

Graphing Code Usage
Click the Graph button to view a graph code usage by visit.

Code Entry Window
Double click on a code in the list to open the entry window and 
see a list of patients. 

Figure 7.12 ICD Code Usage Graph
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Figure 7.13 
Usage Button



Chapter 8

Reports

ShrinkRapt has many pre-designed, ready to use 
reports.  There is also a powerful custom report 
editor you can use to create your own reports.

Is there a report you need but don’t see?  Let us 
know and we might be able to add it for you.



ShrinkRapt comes with many predesigned reports to help you manage your 
practice.  The predesigned reports that can be accessed using the icons on the 
report bar are:

* Visits List

* Aged Balance Report

* Insurance Authorizations

* Bank Deposit

* All Transactions

* Fees

* Payments

* Adjustments

Reports that can be accessed using the reports drop down 
menu are:

• Clinical Summary

• Patient Activity

• Financial Summary

• Insurance 1099

There is also a custom report creator you can use to create 
your own reports.  Look for the icon in figure 8.2 to create your 
own reports.  Take some time now to play and look at the various reports.

Section 1

STEPS	

1. Click on an icon in the reports area of the 
Patient List.

2. Click the Close button to return to the 
Patient List.

3. Click the down area next to Reports to see 
more pre-designed reports.

Reports
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What’s Next

lxvi

Thank you for taking time to tour ShrinkRapt 2018. Let's review what you 
have learned about this powerful, yet easy-to-use, complete EMR, billing 
and insurance program:

• The Patient List provides an efficient way to access patient information.

• The Day Sheet in the Scheduler is an extremely fast way to enter all your 
billing information with just a few key strokes and mouse clicks. 

• The List button on the home page makes it easy to toggle to various views 
of patient information including upcoming birthdays, deactivated patients, 
households, and responsible parties. 

• Paper insurance claims are easy to print to the CMS 1500 form with perfect 
alignment.

• Want to file claims electronically?  ShrinkRapt creates a print image file that 
can be submitted to a clearing house of your choice. Some clearing houses 
are free.

• There are no annual or monthly fees when you use ShrinkRapt.

• Several pre-designed reports are available to help you be in-touch with 
your practice clinical and financial well being. Plus, there is a custom report 
editor you can use to create your own reports.

• As you can see, ShrinkRapt is a valuable tool that no mental health care 
office should be without. When you put ShrinkRapt to work in your practice, 
client statements will be mailed sooner and insurance claims will be 
processed faster and more accurately. Simply put, you are paid sooner! 

Thanks again for your time. To order ShrinkRapt 24 hours a day seven days 
a week, visit our online store at shop.SanerSoftware.com.

Order online at shop.sanersoftware.com.

To ask questions, email Sales@SanerSoftware.com . We want to hear from 
you!

http://shop.sanersoftware.com
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mailto:Sales@SanerSoftware.com
mailto:Sales@SanerSoftware.com


CMS box 6, 8, 10, 10d, and 12

Item 6 - Check the appropriate box for patient's relationship to insured when item 4 is 
completed. 

Item 8 - Form version 08/05: Check the appropriate box for the patient's marital status and 
whether employed or a student. 

Items 10a through 10c - Check "YES" or "NO" to indicate whether employment, auto 
liability, or other accident involvement applies to one or more of the services described in 
item 24. Enter the State postal code. Any item checked "YES" indicates there may be other 
insurance primary to Medicare. Identify primary insurance information in item 11. 

Item 10d - Use this item exclusively for Medicaid (MCD) information. If the patient is entitled 
to Medicaid, enter the patient's Medicaid number preceded by MCD. 

Item 12 - The patient or authorized representative must sign and enter either a 6-digit date 
(MM | DD | YY), 8-digit date (MM | DD | CCYY), or an alpha-numeric date (e.g., January 1, 
1998) unless the signature is on file. In lieu of signing the claim, the patient may sign a 
statement to be retained in the provider, physician, or supplier file in accordance with 
Chapter 1, “General Billing Requirements.” If the patient is physically or mentally unable to 
sign, a representative specified in chapter 1, may sign on the patient's behalf. In this event, 
the statement's signature line must indicate the patient's name followed by “by” the 
representative's name, relationship to the patient, and the reason the patient cannot sign. 
The authorization is effective indefinitely unless the patient or the patient's representative 
revokes this arrangement. 

NOTE: This can be "Signature on File" and/or a computer generated signature. 

The patient's signature authorizes release of medical information necessary to process the 
claim. It also authorizes payment of benefits to the provider of service or supplier when the 
provider of service or supplier accepts assignment on the claim. 

Signature by Mark (X) - When an illiterate or physically handicapped enrollee signs by mark, 
a witness must enter his/her name and address next to the mark. 
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CMS box 24 b

Enter the appropriate place of service code(s) from the list provided in section 10.5. Identify 
the setting, using a place of service code, for each item used or service performed. This is 
a required field. 
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CMS box 24 J

Enter the rendering provider’s NPI number in the lower unshaded portion. In the case of a 
service provided incident to the service of a physician or non-physician practitioner, when 
the person who ordered the service is not supervising, enter the NPI of the supervisor in the 
lower unshaded portion. 
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CMS box 25

Enter the provider of service or supplier Federal Tax ID (Employer Identification Number or 
Social Security Number) and check the appropriate check box. Medicare providers are not 
required to complete this item for crossover purposes since the Medicare contractor will 
retrieve the tax identification information from their internal provider file for inclusion on the 
COB outbound claim. However, tax identification information is used in the determination of 
accurate National Provider Identifier reimbursement. Reimbursement of claims submitted 
without tax identification information will/may be delayed. 
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CMS box 31

The providing practitioners name should appear in box 31.

Related Glossary Terms

Index

Chapter 7 - About You

Drag related terms here

Find Term



CMS box 32

For services payable under the physician fee schedule and anesthesia services, enter the 
name and address, and ZIP code of the facility if the services were furnished in a hospital, 
clinic, laboratory, or facility other than the patient's home or physician's office. Effective for 
claims received on or after April 1, 2004, enter the name, address, and ZIP code of the 
service location for all services other than those furnished in place of service home - 12. 
Effective for claims received on or after April 1, 2004, only one name, address and ZIP code 
may be entered in the block. If additional entries are needed, separate claim forms shall be 
submitted. Effective January 1, 2011, for claims processed on or after January 1, 2011, 
submission of the location where the service was rendered will be required for all POS 
codes. 

Providers of service (namely physicians) shall identify the supplier's name, address, and ZIP 
code when billing for anti-markup tests. When more than one supplier is used, a separate 
CMS-1500 claim form shall be used to bill for each supplier. (See Pub. 100-04, chapter 1, 
§10.1.1.2 for more information on payment jurisdiction for claims subject to the anti-
markup limitation.) 
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CMS box 33

Enter the provider of service/supplier's billing name, address, ZIP code, and telephone 
number. This is a required field. 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