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Corporate Setup – Creating/adding a facility 

 

Click on the Facility link 

You will see a list of your current facilities. 

Here you can choose EDIT to work on one you already have or NEW to create a 

new facility 

 

 



 

 

 

Detail 1 – This is the basic 

information for the facility such as 

address and NPI. 

Facility ID will identify this facility in 

all our modules 

Short Name can be the same as 

facility name or another if you 

prefer 

Detail 2 – This is the 

detailed information for 

the facility that is 

required for submissions. 



You can now create Facility Groups 

Click NEW – Create name for your Facility Group 

 

You can create as many groups as you wish. 

You can have a group for each region, a group for each district, a group for each 

supervisor, whatever you decide is appropriate for your business needs. 

 

 

 

 



Once you have created your Facility Groups, you need to assign facilities to the 

group. 

 

You can add as many facilities as you need. 

 

 

 

You click on the Facility Group 

Link and choose the Facility 

Group you wish to work on. 

You can also create a new 

Facility Group here by clicking 

on the + sign. 

Next, you click on the 

Facility Link and choose 

the Facility you wish to 

include in this group. 



One facility can be in multiple groups as well. 

 

This Facility Group can now be used when you are running many of the reports in 

ADT and MDS 3.0. 


