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7.5  
Before you begin: 

Make sure you are logged in  
as a user that has Administrative rights. 

1. From the File menu, click Administration,  
2. Select Maintain Electronic Filing Information 

 
 
This box will pop up. It will default to the Electronic Activation Tab 

 
 

For ISA Header  
Call Gateway or 
log onto 
https://www.gate
wayedi.com/gedi
/docs/HipaaCom
panionDoc.pdf 
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The screenshots are broken down for you. 
Follow these steps to complete the E-Filing set up  
 
 
3. 
 
 

 
 
 
 
4. 
 

  
 
 
 
 
 
 
 
5. The Export folder for NSF/837 is the location where the batch claim file will be 
output.  This is the location you will specify to Gateway so that they can retrieve 
your file.  This location can be changed. 

 
 
 
 
 
 

Make sure this box is checked. By checking 
this box it will automatically add the Receiver 
Company Info at the bottom of this screen. 

Make sure the Active button is selected If the NSF\837 
Test Mode is 
checked the claims 
will NOT finalize. 
 
This is a Great tool 
to use when you 
are in the testing 
with Gateway 

Clicking the Ellipses 
button will allow 
you to Browse to a 
location of your 
choice. 

Vista and XP operating systems will not allow you to export files to the 
C:\Program Files directory.  If the default location is there please 
browse to a different location.   
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6. In this section of the box, Submitter ID is required.  It is supplied to you by 
Gateway.  It will be 4 characters and will also be your log in for Gateway  

 
 
 
 
 
7. You must fill out this section with Name and Telephone Number (No Spaces or Dashes) 

. 

 
 
 
 8.   Type MUST be specified as Telephone.  Gateway will not accept anything else 
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9. Click the Providers Filing Electronically Tab.  
You need to select the providers you want included in the E- filing process.  
This box will pop up. 

 
You will be filing claims for All the Providers listed in the Included 
box 
 
 
 
10. Click on the next Tab…Insurance Companies Filing Electronically 
Choose the Insurance Companies you want to be included the filing 
process. 
You can elect to move ALL Insurance Companies from Excluded to Included and 

visa versa by clicking a double arrow box  or  
Or 
Move a SINGLE Insurance Company by click on that Ins. Companies  name and 

clicking the single arrows  or  
 

 
 
 
 

You can elect to 
move ALL 
Provider’s from 
Excluded to 
Included and 
visa versa by 
clicking a double 

arrow box  

or  
Or 
Move a SINGLE 
Provider by click 
on that providers 
name and 
clicking the 
single arrows 

 or  

 
11. Use the drop down arrow and click on 
NSF/837 Format 
 
12. Click Convert Format 
 
13. Click OK 
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Company Information 

 
Step 1. Click File, Administration, Maintain Company Information. 
 

Step 2.  
Fill out the information and    Check the box “Use Company information for 
the 837 pay To Address” 
 
Click OK. 
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PROVIDER SET UP 
Step 1.  
From the View menu, click Providers; double click a provider, E-File tab. 

 
 
Step 2. Check the box.  Activate Electronic insurance filing for this provider. 

 
Step 3.  Scroll down through the fields to find Speciality. 
This is where the TAXONOMY code needs to be inserted 

 
 
 

Taxonomy Code: 
A taxonomy code is 10 digit 
code required by Gateway 
EDI that identifies your 
specialty.   
If you do not have a 
taxonomy code you must look 
one up. 
www.wpc-EDI.com/codes/taxonomy 
is a Web site with more 
information on how to obtain 
a taxonomy code 
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Step 4. Click on the HCFA Details Tab 

 
25. An insurance company may require either a SSN or an EIN (Tax ID) number 
 
24J. This is for the New National Provider Identifier number assigned to you. 
33a. This is for the Organizational NPI 
 
31. The Physician or Supplier. (Signature) 

  
33. This is the rendering providers’ information. 
 
33. (PIN #).  This is a field for the secondary Id that may be assigned by an 
insurance company. 
Step 5. 

 

Choose an Insurance Company 
 
Type an Id 
 
Choose a Type 
 
** For Gateway EDI you must 
select NO next to Rendering 
Provider is the same as the Pay 
to Billing Provider when filing 
the 837 Format 
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Insurance Company Set Up 
Step 1.  
From the View menu, click Insurance Companies; double click an Insurance 
company, E-File tab. 

 

 
 
Step 2. Check the box.  Activate Electronic insurance filing for this Ins. Co. 
 
Step 3. Select NSF/837 Format in the Electronic Filing Format box. 
   
Step 4. National Payer ID is a 5 digit provider number you will receive from Gateway 
 
Step 5. Click on HCFA Details: 
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Step 6. If you were issued a Group number from the Insurance Company you will need 
to put it in 33 – Grp.#. 
 

Client Set up 
Step 1.  
From the View menu, click Clients; double click a client , Insurance tab. 
This is where you insert the clients Primary and Secondary insurance Information.   

 
 
Step 2. Make sure File Claims is checked  
Step 3.  Gateway EDI requires values in the Claim Filing Ind. and the Ins. Type  
Step 4.  Click HCFA/837 Details 

Box 1. IF APPLIES Choose the 
Insurance Type, 
Box 33 Grp#   Insurance Id and 
ID Type. 
 
There may be 
additional values 
needed in the 
Additional HCFA 
Fields 
Required by your 
insurance company 
 

This is where you insert the 
clients Primary and 
Secondary insurance 
Information.   
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Special Notes. 
 
14. Make sure Date of Current Illness is ON or BEFORE the date of service. 
 
32. Fill in Facility Name and Address 
 or Make sure Copy HCFA Box #33 is checked. 
32a and 32b. are listed for facility NPI numbers, however, some Insurance Companies are requiring the fields to be populated 
 
 
***Complete any other information the Insurance Company may require 
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Creating your test batch 
Step 1.  
Click on the  button on the left hand side of the screen to open 
the Insurance Filing Expert.  
Use the first selection of “Submit new charges to primary insurance companies” 
and click on Next.  (This will generate a batch of claims for ALL Open Charges in 
the program) 
To submit one at a time please use Resubmit for One Client. 
Follow the instructions of each page of the Filing Expert 
Click Finish to finalize the creation of the 837 file. 
If there are errors in the creation of the 837 file, you will see a pop up 

 
You MUST correct these errors and regenerate the claim. 
The errors and locations can be viewed on the Electronic Claims Log (Below) 
 
Step 2. 
Once the 837 file is created you will see on your screen a preview of an Electronic 
Claims Log that should look something like this: 

 
You have the option of Printing, Saving, and Closing this screen.  
It may be beneficial to keep a record of the claims that were sent 
in the file. 
Step 3. 
You are now ready to upload your test file to Gateway EDI.  Please contact them 
with and questions as to how to transmit the file. 

Be sure to make note 
of the line labeled 
“837 Claim File to…” 
This will tell you 
where on the computer 
the file you have 
created can be found 
in order to upload it to 
Gateway EDI. 
This is the same path 
that can be found on 
the Maintain 
Electronic Filing 
Information screen 
found here. 


