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Provider Portal 3.0

The Provider Portal, powered by HealthAxis is used by Beacon Health Solutions, the third-party
administrator for Care n’ Care of North Carolina’s products: HealthTeam Advantage and Teal Premier.

This portal is a quick resource that allows Providers convenient access to member benefits and eligibility
details and claim information.

How to Access the Provider Portal

Enter the following link.
Link:

https://htaprovider.prod.healthaxis.net/login

Note: The Provider Portal cannot be accessed through Internet Explorer, users must use Chrome.

e ONLY the provider/practice/vendor administrator should request access. Individual staff
members will be provided access by their provider/practice/vendor administrator. Any
individual staff members that request access individually, will be denied.

al: healthteam | L

* advantage Accessible.

Sign In

to continue to Provider Portal

Remember Me? Forgot Password?

Don't have an account? Request Access
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Login credentials:
Should be emailed to you or provided by your supervisor or Systems Administrator

How to Request Access to the Provider Portal
Sign In

to continue to Provider Portal

{ Username J

Password ‘

Remember Me? Forgot Password?

Don't have an account? Request Access

Click the “Request Access” button and the screen below will be displayed. Select “Continue” to proceed.
Selecting “Back to Login” will return to the log-in page.

e NOTE: ONLY the provider/practice/vendor administrator should request access. Individual
staff members will be provided access by their provider/practice/vendor administrator. Any
individual staff members that request access individually, will be denied.

Health<% Axis

Before You Register

If your office already has an active Provider Portal account, for this Health Plan, please contact your Provider Administrator.

Your Provider Administrator has access to create additional Authorized User Accounts.

This registration is to request a Provider Administrator User Account only.

For any questions, please contact the Health Plan at HTAProvid vices@b h.com or (844)806-8217.

+ CONTINUE 4 BACKTO LOGIN
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Selecting “Continue” will display the Provider Portal Access Request Form. New provider admin users
should request access to the Provider Portal using this form. Fill all the details in the form and submit
request to plan administrator. Each of the provider admins will have ability to create “User” accounts.
NOTE: There are four possible user types, but vendor administrator is the option you should choose.

Provider Portal Access Request Screen

Field Names

Select Provider Type Section — Field Descriptions

STEP 1: Select Provider Type

+ Provider Portal Access Request

Phiysiclan Administrator Facility Adrministrator k"."endnr Administrator IPA Administrator

Vendor
Administrator/Group
Administrator

Facility
Administrator

Physician
Administrator

IPA Administrator

The Vendor Administrator radio button should be selected for Vendor
Group/Physician Group Practice Administrator level access. This user type will
have access to all member information associated with all the physicians
under the group practice. This user can also determine roles within the
practice, and create/update/manage all portal users at their practice.

Do Not Use: Facility Administrator radio button should be selected for
Facility/Hospital Administrator level access.

Do Not Use: Physician Administrator radio button should be selected for
setting up an individual provider their own level access. This user type will
have access to information limited to their members only.

Do Not Use: IPA Administrator radio button should be selected for IPA
Administrator level access.
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Field Names Enter Tax ID or NPI Section — Field Descriptions
STEP 2: Enter Tax ID STEP 2: Enter NPI
Tax D NF
e e
Tax 1D In the Tax ID field, enter the appropriate Tax Identification Number; this field
is displayed for Vendor Administrators or IPA Administrators only.
Note: System will validate the TIN is in HAX system. If not found, it will display
notification: “Tax ID doesn’t exist in the system.
NPI

Field Names

In the NPI field, enter the appropriate NPI (National Provider Identifier)
number; this field is displayed for Physician Administrators and Facility
Administrators only.

Note: System will validate the NPl is in HAX system. If not found, it will display
notification: “NPI doesn’t exist in the system.”

Create a User Name & Password Section — Field Descriptions

STEP 3: Create a User Name & Password
User Name Password Re-Enter Password
Required Requind Required
User Name In the User Name field, create a user name, containing five or more
alphanumeric characters.
Note: System will trigger notification “Enter different User Name” if the user
name entered is already in use.
Password

Re-Enter Password

In the Password field, create a password containing a minimum of six
characters to include: 1 Uppercase, 1 Lowercase, 1 Numeric, and 1 Special
Character.

In the Re-Enter Password field, type in the password exactly as it was entered
in the password field. Note: System will trigger notification “Value should
match password” if there is a discrepancy between the two password fields.
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Field Names Enter Demographic Information Section — Field Descriptions
STEP 4: Enter Demographic Information
Salutation First Mame Last Mame Middle Initial
Select an Option - ‘ First I e ‘ | Last Mame |
e
Date of Birth Emal Phone Number Ext
........ e e ‘ E ‘ | S |
Required Reequiired
Address 1 Address 2 City State Zip Code
| Address ‘ Address 2 | City | Selectan.. | Zip Code |
Required Required Required
Organization Name Role/Title
| Organizat ‘ | Role/Title |
Required
- RESET

Salutation
First Name
Last Name
Middle Initial
Date of Birth

Email

Phone Number
Ext

Address 1
Address 2

City

State

Zip Code
Organization Name
Role/Title
Submit

Reset

Select an optional Salutation for the user from the drop-down list values.
Enter First Name of the user. Note: Required field.

Enter Last Name of the user. Note: Required field.

Enter Middle Initial of the user, if applicable.

The Date of Birth allows the user to enter the correct birth date by either
using the calendar, or manually entering the date in the following format:
MM/DD/YYYY.

Enter an Email Address for the user. Note: Required field.

Enter a Phone Number for the user. Note: Required field.

Enter an extension for the user’s phone number, if applicable.
Enter the user’s Address. Note: Required field.

Continue entering Address from Address 1 field, if applicable.
Enter the City into the field. Note: Required field.

Select the State from the drop-down list. Note: Required field.
Enter a valid Zip Code. Note: Required field.

Enter the Organization Name into this field. Note: Required field.
Enter the user’s Role or Title into this field. Note: Required field.
Select Submit when all required fields are completed.

Select Reset to clear the fields and re-start the form.
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Once the Administrator submits a request, a popup window as shown below will be displayed stating
that your request has been submitted. The user will receive an email notification, once the
Administrator approves their User Access.

** Be sure to check that this notification did not go into a junk/spam email folder.**

NOTE: An activated user login stays current for 60 days. If after 60 days, there
has not been a log in, the system will automatically deactivate the user.

User Types Hierarchy

1. Vendor Administrator is for a practice, provider, facility or ancillary provider) — There can only
be one (1) Administrator per NPI/Tax ID. Only the Administrator can complete the Request
Access Form (login screen).

2. Vendor Authorized Users (can be set up for billing staff, front office staff, providers, etc.) -
These are individual staff members that the administrator creates and approves access for.
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Dashboard

The Dashboard is the landing page displayed once the user logs into the portal. The dashboard gives the
user an overview of Announcements, Messages, and Recent Attachments.

Please note screenshots provided may show additional portal functions that are not active at this time.

Health® Axis Members Claims = Providers ~ Maintenance -

! Announcements - i)

Date Message

Na data available in table.

& Messages - ) v

From Category Subject Status Priority

No data available in table.

% Recent Attachments >

© HealthAxis 2018

# -Edit/Update, @l - Delete

Double click on table row with icon {3 to view more detail or select.

Administration -

A Welcome .

Referral Highlights v

Authorization By Status

Approved
Denied

In Process

Vaoid

Total

[81 Hospital Census Data

‘!

Version - 3.0.8.1
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Members Module

The Member Module allows users with specific access to search and view member details for benefits,
eligibility and claims level details.

Accessing the Member Module

Once logged into the system, select Members from the dashboard.

Health< Axis Members Claims ~ Providers Maintenance ~  Administration ~

Member Search

Upon selecting “Members,” the Member Search popup window will display. Users may search for
members based on the filters provided in the following table.
However, the member search results are dependent on the user roles:

User — Admin: Can view all active members

User — Provider: Can view members that are tied to the PCP or can search by Member ID and
other available criteria.

User — Facility/Vendor: Can search for all members but will need to enter Member ID and DOB
or Medicare ID number.

Member Screen

Field : . L
Member Search Section — Field Descriptions
Names
Member Search
Member ID First Name Last Name Member DOB
Medicare ID Line Of Business Benefit Plan 1PA
Select an Option . Select an Option X Select an Option
QSEARCH D RESET <& ELIGIBILITY INGUIRY

MemberID | The Member ID allows users to enter the Member’s ID number.

First Name The First Name field allows users to enter the member’s First Name.
Last Name The Last Name field allows users to enter the member’s Last Name.

Member The Member DOB date field allows users to select the Member’s DOB using the calendar
DOB feature or by manually keying the member’s DOB in as follows: MM/DD/YYYY

Medicare ID | The Medicare ID field allows users to enter the Medicare Beneficiary Identifier (MBI) as part of
the search criteria.
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Line‘ of The Line of Business field allows users to narrow the member search by selecting a line of

Business business from the dropdown list.

Benefit Plan | The Benefit Plan field allows users to narrow the member search by selecting a benefit plan
from the dropdown list.

IPA The IPA field allows users to narrow the member search by selecting an IPA from the
dropdown list.

Search The Search button allows users to launch the search functionality, based on criteria selected.
The results will populate below the search section.

Reset The Reset button allows users to clear all data from the fields prior to saving.

Eligik.JiIity The Eligibility Inquiry button allows users to send an inquiry requiring a member’s eligibility.

Inquiry Upon clicking the eligibility inquiry button, the eligibility inquiry screen will appear as seen

below:

« Eligibility Inquiry

Reciplent

Category Priority
Other % v Low Normal @ High Urgent

Subject
Member Eligibility Inquiry from admin (Provider Portal)

Enter information for member. Provider, Member Name, DOB, Health Flan, Member ID and/or any other avallable information.

Users can enter the recipient, category, priority and message. Upon clicking the send button,
the inquiry will be sent to the recipient entered.

Member Search Screen

Field : . .

Names Member Results Section — Field Descriptions
[———— e
Mdmrrber I3 ST [ ] P Bt ntcenrwill Nedweccnrnill Typa 'Y Dl T Dt For Lol Bl e
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Search The “Search Results” heading tells the users how many records are displayed in the results
Results table.

Export The Export button allows the user to export the results data into an Excel format.

Results The Results Table is a sortable display of data based on the search criteria specified and
Table

queried. To sort in ascending or descending order, click the header.

Member ID ' The Member ID hyperlink allows the user to open and view the Member Details.

Member Information

Upon double clicking on the selected member from the grid, the member information will populate into
the member information screen. The user can now view the Member’s Information, Current Coverage,
Coverage History, IPA/PCP Information, and Coordination of Benefits.

Member Information Screen

Member Information Section

Hame

Date Of Bt Phons
Sinfun L) Eril Addresy
Mamber I Gender Addness
[T P lattn St Froshriinoy Carmact
Prifraey Languags Ermpissamant Frsrgency Fhons

The Member Information section allows users with specific access to view all active members’ demographic
information. This information is auto-populated from the HAX 2.5 Claims system and cannot be edited.

Member Information Screen

Current Coverage Section

T —
it Flas o Pt i Dok

Lirwr (F Bumirsan FLY Elhiscly

e S L it

P, PP Pt

FHeciren Duin FOF Fax

Tarrination Dade Frimary Lab

The Current Coverage section allows users with specific access to view all active members’ coverage. This
information is auto-populated from the HAX 2.5 Claims system and cannot be edited.
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Coverage History Section

The Coverage History section allows users with specific access to view all active members’ coverage history.
This information is auto-populated from the HAX 2.5 Claims system and cannot be edited.

Member Information Screen

IPA/PCP History Section

The Coverage History section allows users with specific access to view all active members’ coverage history.
This information is auto-populated from the HAX 2.5 Claims system and cannot be edited.

Member Information Screen

Coordination of Benefits Section

£ Coordination of Benefits

Policy Nurnber

No data available in table.

The Coordination of Benefits section allows users with specific access to view all active members’ COBs. This
information is auto-populated from the HAX 2.5 Claims system and cannot be edited.
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Action Buttons

The Action Buttons at the top of the Member Information screen allows users to perform various tasks
within the member information screen.

Member Information Screen

Field Names

CLAIM ~

Action Buttons — Field Descriptions

ATTACHMENTS | HCC/STAR = OUTREACH & PRINT

Claim

Attachments

HCC/Star
Outreach

Print

The Claim button allows users to view all claims tied to the selected member.

Choices are:

View All

The Attachments button allows users to view/download all attachments tied to the selected
member. Upon clicking the attachment button, the following popup window will appear.

Member Attachments

Type File Name Description Date Uploaded By

Mo data available in table.

Future enhancement.
Future enhancement.

The Print button allows users to print the member information screen.
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Claims Module

The Claims Module allows users to search claims using specific search criteria.

Accessing the Claims Module

Once logged into the system, select Claims from the dashboard.

Health“s AXiS Members Claims ~  Providers  Maintenance ~  Administration ~

\

The dropdown list for the Claims Module contains the following selections:

Claims ~ I

Search Claims

Search Claims

Upon clicking the Claims Module, the Search Claim Popup Window will appear.

Claim Screen

NIZrilgs Search Claim Section — Field Descriptions
Clalrn Numbar Claim Status DOS From Dos To
mber Select an Dption v Select Date select Date
Member Rendering Provider Lina Of Business IPA

ember IDVMemibe m Provider ID/NPI/Prc m Select an Option - Select an Option -

& instiutional Claim (UB) 3 Professional Claim (HCFA)

Claim The Claim Number field allows the user to enter the claim number as part of the search
Number criteria.

Claims The Claims Status dropdown list allows users to select the claim status from the dropdown list
Status as part of the search criteria.

DOS From The DOS From field allows users to select the date of service from using the calendar feature

or by manually keying the date in as follows: MM/DD/YYYY
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DOS To

Member

Rendering
Provider

LOB
IPA

Institutional
Claim

Professional
Claim

Search

Reset

The DOS To field allows users to select the date of service to using the calendar feature or by
manually keying the date in as follows: MM/DD/YYYY

mThe Member field allows the user to enter the member’s name (Last Name, First
Name) or click the Find button (shown to the left) to select the member from the Member
Search popup window as part of the search criteria.

mThe Rendering Provider field allows users to enter the name of the rendering provider
(Last Name, First Name) or click the Find button (shown to the left) to select the provider from
the Provider Search popup window as part of the search criteria

The LOB dropdown list allows users to select the LOB as part of the search criteria.
The IPA dropdown list allows users to select the IPA as part of the search criteria.

The Institutional Claim check box allows users to select only institutional claims as part of the
search criteria.

The Professional Claim check box allows users to select only professional claims as part of the
search criteria.

The Search button allows users to launch the Claim Search functionality based on the criteria
selected. The results table will populate below with the respective data fields selected.

Note: Clicking Search with no search criteria will return all results.

The Reset button allows users to clear all data from the fields prior to saving.

Claim Screen

Field
Names

Claims Results Section — Field Descriptions

Export

Results
Table

Claim
Number

The Export button allows the user to export the results data into an excel format.

The Results Table is a sortable display of data based on the search criteria specified and
qgueried. To sort in ascending or descending order, click the header.

The Claim Number hyperlink allows the user to open and view the claim details.
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Claims Information

Claims Review Screen
Upon double clicking on the selected claim from the grid, the claim review screen will be displayed. The
user will be allowed to view the details of the member’s claim selected.

The claims review screen consists of the following collapsible sections: member’s information,
member’s current coverage, claim header, provider or facility information, claim process detail, claim
details, coordination of benefits, attachments, authorization information, anesthesia, ambulance, and
check details.

Note: Each section can be collapsed for easier viewing. This section is for review only, users will not be
allowed to edit.

Claims Review Screen

Member Information Section

Claim - 2017061200045817
© Mambes Infarmation v
Salutation Last Name First Name Middle Name Suffix Status
Member ID CIN Nus Date of Birth Age Gender
Phane e Phone Cell Phone Fax Ernail Address
Primary Language Ermplayment Emargency Fraae Addre:

The member information section allows users to view the member’s demographic information.
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Claims Review Screen

Current Coverage Section

1D Curront Cavernga ]

Health Plan Line Of Business Benafit Flan B Effective Dty B Tarm Date

[ P& Effective Date

PCP Effective Date PCF Tarm Dute PCP Location
Gander Etficity PCP Phone PCP Extangion PCP Fix Primacy Lab

Berwifit Pises Dacketiption

The Current Coverage Section allows users to view the member’s current coverage details.

Claims Review Screen

Claim Header Section

(Claim Number Status Claim Type Header Level Pend
Encounter Batch Page Extarnal i Tokal Charges
Received Type First Date Of Senvice Original Received Date Received Date

Claim Mamber Information

Member Number First Name Lest Name Middle initial Dete of Birth Gender

Address Line £1 Address Lins £2 (Sull/ApL) ity State Iip Code

Natwork Geoup Name Effective From Effactive Ta
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Claim Member PCP Information

PCP PlanID PCPName PCPNPI PCPTIN Taxonomy
FO0002076 Kumar Saroj m MD. 04201970 0va7nan 03/041970
Address Line 41 Address Line #2 (Suf/Apt) Cly State ZipCode
57 link road Miami Gardens fl 306

The Claim Header section allows the users to view the Claim Member’s Summary, the Claim Member’s
Information, and the Claim Member’s PCP Information.

Claims Review Screen

Provider or Facility Information Section

Provider or Facility Information -

Rendering Provider: Billing Vendor: Service Facility
. Location:
Provider Number Neme ‘Vendor Number Fay to Mame
POODD9283 KIM, SHIN Y10000001 SAINT MARYS MEL Frovider Mumber Hame
000238 KIM. S
Provider NP TIN NP TIN FHILLeEE L
1821199063 1538424239 433557032 Provider NP TIMN
1821199068
PA Specialty Addreas 1 City <
FILE 1463 PASADEMA PA Specialty
Address 1 City State Zip Code
643 N ARLINGTON REHO CA 01199-1463 Address 1 City
18653 WEDG | REHO
State Zip Code 18653 WEDGE PKY E
NV 89503 State Zip Code
NY 859511
Referring Provider
Provider Number Mame Degrea HFI TIN

The Provider or Facility Information section allows users to view the rendering and referring provider/facility
information of the member’s claim.
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Claim Process Detail Section

Claim Line ltems

Status  SvcFrom  SvcTo CPT Modl Mod2 Modd Mod4 POS ICDDx QTY FreqType Billed  Allowed Adjusted

Approved 05/07/2018 05/07/2018 77067 TC 49 A 1 Unit 5311.50 5103.21 50.00 S0.0
Reazon FOOO1 - PAYMENT BASED OM FEE SCHEDULE
2 Approved 05/07/2012 05/07/2018 77080 TC 49 B.C 1 Unit 5127.00 53291 50.00 50.0
Reason FOOO1 - PAYMENT BASED ON FEE SCHEDULE

otal 5438.50 513612 50.00 S0.0

The Claim Line Items section allows the users to view the details of a processed claim.

Claims Review Screen

Claim Details Section

Claim Details
Iz Patient's Condition Related To: Dates Patient Linable to work in cumment occupatio
Employment Accident? Auto Accident? From: Ta:
Mo Mo
Other Accident? Asg Ben: Rel Info: Hospitalization detes related to current servicea
Mo ‘&5 Yes F T
Fatient Accourt Number Fatient Status
Outside Lab Charges:
Lab? o
Reserved For NUCC Use Additional Claim ofo+ - Suu
Mo
Resubmiasion Code Origional Ref Mo.
Reserved For Local Uae Date of Current |lleness, Injury, or
Pregnancy (LMP}

The Claim Details section contains two sub sections: Claim Codes and DX Codes. The Claim Details section
allows users to view the member’s claim detail information, along with the claim codes and dx codes on the
claim.

Claim Codes @
Dx Codes @
CD9 @ ICD1C
DXA DXB
Z51.81 - Encounter for therapeutic 148.91 - Unspecified atrial fibril
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Coordination of Benefits Section

Mo data available in table.

The Coordination of Benefits section allows users to view COB’s on the member’s claim.

Claims Review Screen

Authorization Information Section

Authorization Information

Authorization Number Referral Dete Approved Date Effective Date Expiration Date Aurthorization Override

The Authorization Information section allows users to view authorization information on the member’s claim.

Claims Review Screen

Anesthesia Section

Aneatheaia Time Type Start Date Start Time End Date End Time

The Anesthesia section allows users to view anesthesia information on the member’s claim.
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Ambulance Section

Pick-Up Detalls Dropoff Details

Facility L Facility NP

Address Line 41 Address Line #2 (Suit/Apt) Address Line #1 Hddress Line #2 (Suit/Apt)

cay e Tip Code city Sune Zip Gode

Bagin Milss End Miles Total Mies Rourd Trip Description Transport Reason Patisrt Weight(fb) Stretcher Description

The Ambulance section allows users to view ambulance information on the member’s claim.
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Providers Module

The Provider Module allows users search providers using specific search criteria.

Accessing

the Providers Module

Once logged into the system, select Providers from the dashboard.

Health“s Axis

Providers

\

Members Claims ~

Provider Search

Upon clicking the Provider Module, the Provider Search Popup Window will appear.

Provider Search Screen

Fiel . . . ..
28 Provider Search Section — Field Descriptions
Names
Provider Search
Search By Search for Lina Of Businass IPA
Provider Number X - Select an Option - Select an Option
Requined
City Zip Code Speclalty Lacallty
Select an Opticn - Select an Option
é Par Pravider All (Par and Non-par)
Search By The Search By field contains a dropdown list that can be utilized to narrow down a search to
only display providers with specific criteria. Choices are: Any Name, Last Name, First Name, TIN,
NPI, Provider Number and Organization Name.
Search For | The Search For fields corresponds to the selection chosen in the Search By field.
EX: Smith
NOTE: An entry is required in this field, if a selection is made in the “Search By” field.
Line of The Line of Business dropdown list allows users to select a LOB as part of the search criteria.
Business
IPA The IPA dropdown list allows users to select an IPA as part of the search criteria.
City The City field allows users to enter the city as part of the search criteria.
Zip Code The Zip Code field allows users to enter the zip code as part of the search criteria.
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Specialty
Locality

Par
Provider

All (Par and
Non-par)

Search

Reset

The Specialty dropdown list allows users to select a specialty as part of the search criteria.
The Locality dropdown list allows users to select a locality as part of the search criteria.

The Par Provider radio button allows users to select only Par providers as part of the search
criteria.

The All radio button allows users to select both Par and Non-Par providers as part of the search
criteria.

The Search button allows users to launch the Provider Search functionality based on the criteria
selected. The results table will populate below with the respective data fields selected.

Note: Clicking Search with no search criteria will return all results.

The Reset button allows users to clear all data from the fields prior to saving.

Provider Search Screen

Field
Names

Provider Results Section — Field Descriptions

& Search Result

Number
Yes PO0001204  Smith, David HTAMCR HTA_PAR INTERMWAL MEDICINE 1200 M. Elm St., Greensboro, NC 27401
Yes PO0001284 Smith, Christopher HTAMCR HTA_PAR CHIROPRACTIC 300 Virginia Rd, Edenton, NC 27932

Yes PO0001580 Smith, Rebecca HTAMCR HTA_FAR PEDIATRIC MEDICIN 1200 M. Elm 5t., Greensboro, NC 27401

Yes PO0001621 Smith, Steven HTAMCR HTA_PAR CHIROFPRACTIC 256 Third Ave. MW, Hickory, NC 28601

Yes PO0DD1761 Smith, Esther HTAMCR HTA_FAR PEDIATRIC MEDICIN 301 E. Wendover Ave., Greensboro, NC 27401
Yes POO0001899  Smith, Roosevelt HTAMCR HTA_PAR CHIROFPRACTIC 4518 W Market 5t, Greensboro, NC 27407
Yes P0O0001912  Smith, Alexis HTAMCR HTA_PAR PULMONARY DISEASE 520 M. Elam Ave.,, Greensboro, NC 27403
Yes PO0001962 Smith, Tracey HTAMCR HTA_PAR CHIROFPRACTIC 1623 York fve., High Paint, NC 27265

Yes PO0002033 Smith, Virginia HTAMCR HTA_PAR MIDWIFE 801 Green Valley Rd., Greensboro, NC 27408
¥Yes PO0002304 Smith, Leslie HTAMCR HTA_PAR PEDIATRIC MEDICIM 861 Old Winston Rd., Kernersville, NC 27284
Yes PO0002483 Smith, James HTAMCR HTA_PAR CHIROFRACTIC 2113 Glenbumie 5 Rd, Mew Bern, NC 28562

4 PREY MEXT=

Search
Results

Export

Results
Table

The Search Results heading tells the users how many records are displayed in the results table.

The Export button allows the user to export the results data into an excel format.

The Results Table is a sortable display of data based on the search criteria specified and
queried. To sort in ascending or descending order, click the header.
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Previous The Previous button allows user to return to the previous page of the search results.
Next The Next button allows user to skip to the next page of the search results.
Edit Pencil | The Edit (Blue) Pencil allows the user to open and view the message details.

Provider Information

Provider Information Screen

Upon double clicking on the selected provider from the grid, the provider information will populate into
the provider information screen. The user can now view the Provider Information and the Provider
Assignment Details.

Note: Each section can be collapsed for easier viewing. This section is for review only, users will not be
allowed to edit.

Provider Information Screen

Provider Information Section

Provider ID POOO01204 Address 1 1200 N. Elm St. Mational Provider ID 1053429373
Degrea NP Address 2 Taxonomy D

Mame Smith, David J City Greensboro Language

Gender State MG Phone (336) 832-8040
Organization Name Zip Code Fax (336) 832-8099

The Provider Information section allows the users to view the demographics of the Provider.

Provider Information Screen

Provider Assignment Section

© Provider Assignment v

Assignment Plan ID Line of Business IPA Network  Billing Address  City,State &Zlp Type EffectiveDate TermDate Status

PAZD1B04300842123832718  HTAMCR HTA_PAR 01/01/2016 Active

The Provider Assignment section allows users to view the provider assignment plans.
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Administration

The administration module allows users with administrative privileges to manage user accounts in the
Provider Portal. The user will have access to create, terminate or update a user level account details.

Accessing the Administration Module
Once logged into the system, select Administration dropdown list from the dashboard.

Health“ Axis Members Claims ~ Providers Maintenance ~ Administration ~

\

The dropdown list for Administration Module contains the following selections:

Activity Log

Administrators have full access to view activities through the Activity Log feature.

Administration Activity Log Screen

Field .. . : ..
Activity Log Search Section — Field Descriptions
Names y 9 P
Role Area Actlon Usar Narme
Select an Option Select an Option
Flrst Mame Last Mame From Date To Date
04/27/2018 05/02/2018

Role Area The Role Area dropdown list allows users to select the module or section of the provider portal
to include as part of the search criteria.

Action The Action dropdown list allows users to select the type of action to include as part of the
search criteria.

Username  The User Name field allows users to enter a username as part of the search criteria.
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First Name | The First Name button allows users to enter the user’s first name as part of the search criteria.
Last Name  The Last Name button allows users to enter the user’s last name as part of the search criteria.

From Date  The From Date field allows users to select the “from date” of the activity log as part of the
search criteria, by either using the calendar, or manually entering the date in the following
format: MM/DD/YYYY.

To Date The To Date field automatically defaults to the current date in the MM/DD/YYYY format.

Administration Activity Log Screen

Field . . . L
Activity Log Search Results Section — Field Descriptions
Names
i= Search Result - g
Action
Type
jortiz Search Maintenance ICD Cede action search is performed by jortiz with search criteria ICD Type:  05/02/2018 Active
ICD Code ICD 10. 11:33 AM
jortiz Search Maintenance ICD Cede action search is performed by jortiz with search criteria ICD Type:  05/02/2018 Active
ICD Code ICD 10. 11:33 AM
jortiz Creats Maintenance Worklist Test worklist1 has been create by jortiz. 05/02/2018 Active
Worklist 11:01 AM
jortiz Search Maintenance Worklist data has been viewed by jortiz. 05/02/2018 Active
Worklist 10:59 AM
Search The Search Results heading tells the users how many records are displayed in the results table.
Results
Results The Results Table is a sortable display of data based on the search criteria specified and
Table qgueried. To sort in ascending or descending order, click the header.

NOTE: An activated user login stays current for 60 days. If after 60 days, there
has not been a log in, the system will automatically deactivate the user.
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Announcements

Announcements allows users to create announcement messages and send them to select user recipients

or create and manage distribution lists.

Administration Announcement Screen

Field . . o
Announcement Section — Field Descriptions

Names .

Distribution List

Select an Option v

Reciplant(s)

[L——

Announcemeant Massage

z

Required
Distribution The Distribution List dropdown list allows users to select from already created lists to send
List the announcement message to.
Manage Selecting the Manage button opens a Manage Distribution List popup window, which allows

users to create distribution lists by entering a Name for the list and assigning corresponding

Users.

Manage Distribution List

Name Users

g & Testl jortiz

Last Modified  Last Modified
By Date

jortiz 05/02/2018
11:47:22 AM

Select Save to create the distribution lists with the completed required fields.

Select Reset to clear the values from the fields prior to saving.
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Recipient(s) The Recipient(s) field allows users to enter one or more recipient names to send a message.

Note: Required field

Announcement ' The Announcement Message field allows users to enter the details of the message being
Message sent.

Note: Required field
Send The Send button allows users to send the message to the entered recipient(s).

Reset The Reset button allows users to clear all data from the fields prior to saving.

Administration Announcement Screen

Field . . ..
Announcement Resul ion — Field Description

Names ouncement Results Sectio eld Descriptions

Is Deactivate? Message Recipients Last Modified By Last Modified Date

test123 jortiz jortiz 05/02/2018 11:47:53 AM

Is The Is Deactivate? checkbox allows users to deactivate the message so that it is no longer
Deactivate? | (jsplayed for the indicated recipients.
Results The Results Table is a sortable display of data based on the search criteria specified and
Table qgueried. To sort in ascending or descending order, click the header.
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Roles

User can add a new role or choose the existing roles. Roles are tied to permissions which allows the
users to navigate through the portal.

Administration Roles Screen

Field . : .
Search Roles Section — Field Descriptions
Names >
Q sear ke
@ & Vendor Admin Vendor administrator default 04/18/2018 Admin, Super 04/18/2018 Admin, Super
permissions 8:55:20 AM 8:55:20 AM
@ & Facility Admin Facility administrator default 04/18/2018 Admin, Super 04/18/2018 Admin, Super
permissions 8:54:43 AM 2:54:43 AM
@ [ Physician Admin Physician administrator default  04/18/2018 Admin, Super 04/18/2018 Admin, Super
permissions 8:57:59 AM 8:57:5% AM
g ¥ Admin Base Admin Account 01,/22/2018
3:47:39 PM
Add New The Add New Role button allows specific users to create new roles. The fields will be
Role described in the following table.
Name The Name field allows users to narrow down the search criteria by entering a name.
Description The Description field allows users to narrow down the search criteria by entering a
description of the role.
Add Date The Add Date field allows users to narrow down the search criteria by entering a date.
Add By The Add By field allows users to narrow down the search criteria by entering a date.
Last The Last Modified Date field allows users to narrow down the search criteria by entering a
Date
Last The Last Modified By fields allows users to narrow down the search criteria by entering a user
Modified By | nhame.
Delete Icon The Delete Icon (red trash can) allows specific users to delete the selected user role.
Edit Icon

The Edit Icon (blue pencil) allows specific users to edit/update the selected user role.
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Field
Names

Health% Axis

# Home > @ Search Roles

Name
Description

Select
Permissions

Submit

Reset

Users

Add Roles Section — Field Descriptions

=3 =3
Select Permissions
Activity Log READ
Claim READ EXPORT/PRINT AL
Member READ  EXPORT/PRINT  ALL
Provider READ  EXPORT/PRINT  ALL
Role READ CREATE UPDATE DELETE AL

Uszer READ CREATE UPDATE DELETE  ALL

The Name field allows users to enter a name for the role.
The Description field allows users to enter a description for the role.

The Select Permission section allows users to select the user’s access within each module and
section of the Provider Portal. User Roles are created with specific accesses that include: Read
only, Create, Update, Delete, or ALL, among others settings per the corresponding modules.

The Submit button allows users to submit the changes to the role.

The Reset button allows users to clear all data from the fields prior to saving.

When a new user is creating an account in Provider Portal, then the user needs to request access, as
described in the “How to Request Access to the Provider Portal” section.

Admin will be able to see the list of users requesting access under the ‘Provider Access Request’ section.

& Provider Access Request

User Name First Mame Last Name Middle Name Access Level Phone Number Extension User Type NP1 Tax|D Company Name Requested Date

=} # CenCal Cencal

Test Authorization, Claim  cencal@healthaxis.com Provider 1861722134 05/22/2017 2

B [ admintest Test

Test Authorization, Claim Provider 1811176480
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Admin can select the Edit Icon (Blue pencil) to open the request and will now be able to assign a ‘Role’
to the user from the “Role Name” dropdown list. Proceed to hit “Approve” if the request is valid or
select “Deny” if invalid.

Note: The user requesting access to the provider portal will receive an email confirmation.

Create User From Reguest

Salutatlon Firgt Name Last Name Middle Initlal
Select an Option v Test User M
Date of Birth Emall Phone Number Ext
Select Date (o jortiz@beaconh.com (813)555-5555 Ext
Organization Mame Role/Title
Testing Provider Portal Request Test Role
Address 1 Address 2 Clty State Zlp Code
5415 Mariner 5t Ste 215 Tampa Florida X 33612
User Type NPI Line Of Business
Physician Administrator x T 1003006503 HTAMCR x
User Name Role Nama Password Re-Enter Password
testingadmin Select an Option - Password Re-Enter Password
Provider(s) Avallable Provider(s) Included
9 > € €€
- PO0001007 - Jegede, Clugbemiga -
- v
wk APPROVE "8 DENY

NOTE: An activated user login stays current for 60 days. If after 60 days, there
has not been a log in, the system will automatically deactivate the user.
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