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Your Patient Directory allows you to add a patient's routine information, such as address and member ID, to a 
directory you manage. You can easily pre-populate many required fields for claims entry by selecting a patient 
from your directory. You can also add, delete and update patient information in your directory. 
 
After logging into My Insurance Manager, you can access the Patient Directory from several locations.   
 

  
 
 
 
 
 
In this example, under Patient Care, choose Patient Directory.
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PLAN AND LOCATION SELECTION 
 

  
 
Under Plan Information, choose the patient’s Health Plan from the list. Then choose the Date of Service. 
 
 

 
 
Under Location Information, click Select to pick the Provider’s Name for the patient’s visiting location. The 
Provider ID field will automatically populate. 
 
 
Note: From this page you can either Search, Edit or Add a Patient.  
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PATIENT DIRECTORY SEARCH 
 
 
 

 
 
Once you select Search/Edit Patient, the Patient Directory Search window will appear. You will have several 
different patient search options. You can search by the: 
 

• First letter of the Patient’s Last Name  
• Member ID number or Social Security Number 
• Patient’s Account Number (ID Card Number)  
• Patient’s Last Name 
• Patient’s First Name 
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PATIENT DIRECTORY SEARCH 
 

 
 
If you choose to search by the first letter of the patient’s last name, you will receive a list of all patients whose last 
names start with that letter. For this example, we used “Z.” From this screen, you can select the patient and 
choose to Continue, Edit or Delete the patient’s information. 
 
If you select Continue, you must indicate if you want to start a dental, institutional or professional claim entry.  
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EDIT OR ADD PATIENT INFORMATION 
 

 
 
When you choose Edit or Add from the Patient Directory Search, you will see this page. Enter the patient’s 
information and click Update to save.  
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ACCESSING THE PATIENT DIRECTORY FROM CLAIMS ENTRY 
 

 
 
 
You can also access the Patient Directory under Patient Care by choosing either Professional or Institutional 
Claim Entry.  
 
After going through the Welcome and Provider Information screens, you’ll see the Patient Information screen.  
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ACCESSING THE PATIENT DIRECTORY FROM CLAIMS ENTRY 
 

 
 
Click Choose a Patient. This will take you the Patient Directory Search screen shown on page 4. To search for or 
add a patient, follow the steps on pages 4-6. 
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