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Group

Provider Portal 3.0

The Provider Portal is a quick resource that allows Providers convenient access to member and claim
information. The portal is designed to provide access to: Claim status, Member’s Eligibility, Referrals
and Authorizations.

How to Access the Provider Portal

Enter the URL.

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

% Provider Portal

5 Username

iTs} Password

%, FORGOT PASSWORD? + REQUEST ACCESS
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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 authorizations by status, Hospital Census Data, Membership (New, Active and
Terminated Members), Announcements, Messages, and Recent Attachments.

& Annguncemerts - @ = Referral Highlghts v
Date
15,2017 64736 PM TEST Unread Noamal NolUdste
[ Messages- @ v
(=
Mo data available in table Bushs Clinic 1 e 00
% Recent Mtachments ") Second test mading location 1 3B 380
| Sith Medical 7 m 15550
1 Category Flle Mame Deatription Dete
i o Smith Pimary Care 1 148 145100
Claim Category 3811 U8/ 1472017 HF  Admin
P 15t Lah 1 258 15800
Aushorization - Atherizaton Test WIS Admin i I - it
M
, § Membership W
Member Category sample bl WA2NTZN  Admin
P MNew Members @
Member 3 Tesii Atachment f Q6N2ANT 336 Admin
i Category i .ra Imert or 0BN20N7336  Admin Atve Membets B
1HANEG A
Authoeiration - initisl Referal HiTan Teat OHOANT 130 ponjs Teminaied Menbers @
Request M
Member TestforProvider  Testdoo test 06062733 Portallser
Portal PM

How to Request Access to the Provider Portal

= Provider Portal

2 Username

i~ Password

2 FORGOT PASSWORD? -+ REQUEST ACCESS

New Provider Portal users should request access by contacting the Provider Administrator.

Note: There are four possible user types: Physician, Facility, Vendor, or IPA. Access Level is based on
a combination of User Type and Role/Permissions.
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# Provider Portal Acosss Request

B lsPovide?  IsFacity?  IsVendor?
Company Nams Frowidar NP TarlD 108 P4
e

User Name Fassword Re-Password Frstame Last Name Middie Name

Usemams Fasswaord Regaes Passwund Last Nams

] Pegata  fenn: |

Emall Phane Numher Fat
Aoress Level
e Bdnss? oy State Tip Code
Select an Option
BomT | e

Once the Provider 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.

Successfully submited access
request.

User Types Hierarchy

1. System Administrator — Only System Administrators can Approve/Deny a Provider
Administrator’s Access Request Form or they can go to Create User Screen, to create a Provider
Administrator.

2. Provider Administrator (Physician Administrator, Facility Administrator, Vendor
Administrator, or IPA Administrator) — There can only be one (1) Provider Administrator per
NPI/Tax ID. Only the Provider Administrator can complete the Request Access Form (login
screen)

3. Provider Authorized Users (Physician Auth. User, Facility Auth. User, Vendor Auth. User, and
IPA Auth. User) — Only the Provider Administrators can create a Provider Authorization User
account, for their respective NPI/Tax ID. A Provider Authorized User would need to reach out to
their designated Provider Administrator to request a user account.
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Administration Module

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®Axs Messages = Members  Authorizations  Claims  Providers  Maintenance +  Administration =

The dropdown list for the Administration Module contains the following selections.

& Activity Log
& Roles
& Users

&8 Update Account

Activity Log
The Activity Log sub module allows users with administrator privileges full access to search and view
user activities in the system.

Activity Log Screen

Field - . . .
Search Activity Log Section — Field Descriptions
Names
Fiole Area Action Usr Name
First Name Last Name From Date ToDste
Qe D ReseT
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Role
Area

Action

User
Name
First
Name
Last
Name
From
Date

To Date

Search

The Role Area field allows users to select a role area from the dropdown list as part of the
search criteria. Choices are:

Activity Log

Authorization

Claim

Maintenance Attachment
Maintenance ICD Code
Maintenance Member Problem
Maintenance Worklist

Member

Member Problem
Message
Provider

Role

User

The Action field allows users to select an action from the dropdown list as part of the
search criteria. Choices are:

Create

Update

Delste
Search

View

The User Name field allows users to enter and search by the user name.
The First Name field allows users to enter and search by a user’s First Name.
The Last Name field allows users to enter and search by a user’s Last Name.

The From Date field allows users to select the from date using the calendar feature or by
manually keying the date in as follows:

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

e MM/DD/YYYY
The Search button allows the user to launch the Activity Log search based on the criteria
selected. The results table will be populated below with the respective data fields selected.
Note: Clicking Search with no search criteria will return all results.
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I Search Resuft- @)

UserName  ActionType

admin View Member Member detail having member number AH0003 is viewed by admin. 06/05/201701:13PM ~ Active
admin View Member Member detail having member number MC1000542 is viewed by admin. 06/05/201701:10PM ~ Active
admin Search Member Member search is performed by admin with search criteria none. 06/05/201701:10 PM Active

Roles
The Roles sub module allows users to view, add, edit, or delete user role permissions.
Note: Navigation throughout the portal will be based on a user’s role permissions.

Roles Screen

Field
Names

Search Role Section — Field Descriptions

i @ T testeancs OB/03/72017 516 PM admin
i @ Authorization 51182017 213PM akmin adin
B @ Adnn Base Ademin Accotnt &7 1210PH

Search The “Search Role” fields allow users to enter the Name, Description, Last Modified Date,
Role Add by, and Last Modified to perform a search. The results will be displayed under the
entry fields with the respective data fields selected.

Ex: Name= Admin

Q Search Role + ADDNEWROLE

Descrption Last Modifed Date Last Modifed By

B @ Admin Base Admin Account 04/06/201712:10PM
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Field
Names

Add New Role Section — Field Descriptions

Note: To access this screen, the user must click the “Add New Role” button from the

search role screen J

Q, Search Role + ADD NEW ROLE

Creats New Aok

Mo

Sk Pkt

Aot

ALTNTY Lo

B CRETE  MAD  UPDMRL  DOOETPANT  DOTEMEON REDUDET  DREUENT  APPTML AL
(=1 ] REATE  READ  UPOARE DOONT/PRNT MO0 RDOUENT  APPEAL  ALL

Maintenancs A hrra CREATE  MAD  DELIYE AL

Mairtenancs 0D Cods REATT  READ  UPOMFT  DILOTT AL

Martenancey Mivrder Probism

Martenaeoe Rk AL A PR DETT AL

Create
New Role

Submit

Reset

The Create New Role screen allows users with administrator privileges to create a new
user role with selected permissions.

The Submit button allows the users to submit the permissions select for creating a new
role setting.

The Reset button allows users to clear all data from the fields prior to saving.
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Users
The Users sub module allows System Administrators access to view, edit, or delete provider access
requests.

Once the provider’s access request is submitted, the Provider Administrator will be allowed to set up the
provider’s role settings.

Users Screen ‘

Field . . .
Search Role Section — Field Descriptions
Names P
& Provider Access Request
UserName FirstName LastName Middle Name AccessLevel Email PhoneNumber Extension UserType NPI TaxID CompanyName Requested Date
i (¢ admintest Test Test Authorization, Claim Provider 1811176480 04/26/2017 3:29 P|
Q Search Users
User Name First Name Last Name Role Email Phone Number
Jser Nal First Name Last Name Role Email S
User Type Company Name NPI Tax ID LOB 1PA
Select an Option Company Name NP Tax IL lect Some Options Sel me
Q SEARCH 'O RESET
& Search Result- @
User Name FirstName  LastName  MiddleName  Role Email Is Email Verified Phone Number  UserType  NPI TaxID|
@@ [ Testcencal Test Cencal Admin cencal@healthaxis.com No Provider 1861722134
B & gsurat Greg Surat Admin gsurat@beaconh.com Yes 8135066000 Admin
Provider ' Once a Provider’s Request has been submitted. The request will appear under the Provider
Access Access Request section as seen below. The System Administrator can either approve or deny
Request | the request.

o P Ao et

b0 amntst Tt T

Urhme Fithame LastName Nidde Name: Access vl

Erl Phovehumber Edendon UseTe I

Authrzton, Cam

ToclD ComanyName - Reeted Dt

Povider 1817176280

T33P
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Searc | Once the request has been approved by the System Administrator. The Provider

h Administrator can search a user by a user name, first name, last name, role, email, phone
Users | number, user type, company name, NPI, Tax ID, LOB, or IPA. The results table will be
populated below with the respective data fields selected.

Q Search lsers + ADONEW USER
User Name First Name Last Name Role Email Phone Number
User Name - W
Liser Type Campany Name NP1 TaxiD LB PR
Select an Option ¥ Company Name
O SEARCH ) RESET

Searc | The Search Result section allows the Provider Administrator to view the results of a search.
h

Result {§ Search Resut- )

UserName ~ FirstName  LastName  Midde Name IoEmallVerfied PhoneNumber  UserType NPl TaxlD  Last Modfied Dete
B @ Testoencal Test Oencal Admin - cencalghealthayis com No Provider 1861722134 06/05/2017 6:42P
B @ oot (g Surat Admn gsurati@beaconh.com Yes §135006000  Admin 05/28/2017 1109 A
B @ CenCal  Concal  Test Admin - nehaswendranath@healthaxis com Yes Provider 166172214 0522207323 P
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Update Account
The Update Account sub module allows users to setup and update screen settings.

Update Account Screen

Field Names Update Account Section — Field Descriptions

Actourd Name Lege Preview Loge
P ] Health®Axis

==
Theme The Theme fields allow users to select a background theme/color for the screen. Choices are:
Meterial
Solar
Slate
Superhero
Yeti
Account The Account Name field allows users to enter the name of the account.
Name
LOgO = CHOOSE FILE
= The Logo field allows users to change the screen logo, by using the “choose file”
button (shown above. Once a file has been selected it will be displayed in the field.
Note: Required Field
- The red X (shown left) will clear the selected file.
Contact The Contact Email field allows users to enter a contact email for system issues.
Email
Contact The Contact Phone field allows users to enter a contact phone number for system issues.
Phone

Note: Required Field

Grace Period | The Grace Period field allows users to enter a period of how long a member’s eligibility
information will be viewable after termination.

Announce- The Announcement field allows users to enter a system announcement. Ex: System will be
ment down for maintenance.

Terms of Use | The Terms of Use field allows users to enter a disclaimer for use of the site.
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Privacy Policy = The Privacy Policy field allows users to enter a privacy policy for use of the site.

Submission This Submission Guidelines for Authorization Appeal field allows users to enter personalized

Guidelines guidelines for submission of authorization appeals.
for

Authorization
Appeal

Submission This Submission Guidelines for Claim Appeal field allows users to enter personalized guidelines

Guidelines for submission of claim appeals.
for Claim

Appeal

Submit The Submit button allows users to save the information entered.
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Maintenance Module

The Maintenance Module allows users to maintain the attachments, ICD codes, search member issues,
and create worklist.

Accessing the Maintenance Module

Once logged into the system, select Maintenance dropdown list from the dashboar(y

0 1 A i i il : - A
Health®Axis Messages +  Members  Authorizations  Claims  Providers  Maintenance »  Administration

The dropdown list for the Maintenance Module contains the following selections.

% Attachments
B ICD Codes
= Member Problems

= Worklists

Attachments
The Attachments sub module allows users to search and upload attachments for authorizations, claims,
members or providers.

Attachment Screen

Fcle Search Attachments Section — Field Descriptions
Names

Q Search Attachments L Upload Attachments

Type
B

Categary Upload Date From

Description
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Type

The Type field allows users to select a specific type from the dropdown list as part of the search
criteria. Choices are:

Authorization
Claim
Member
Provider

Find Button

mOnce a type is selected, the user can click the Find button (shown left) to search all
authorization, claims, members, or providers. (Based on the type selected) Upon clicking the
Find button the Search screen will appear as a pop-window (shown below)

Member Search Double chick on row 1o sekect member,
Search By Search for HICH Numbsr Mamber D08
Select an Optian
Headth Fian Line: Of Business Benefit Plan 1PA
Select an Option v || Sedect an Optin hd select an Option v | | Selectan Dption
QUSEARCH D RESET #1 ELIGIBILITY INGUIRY
B Seqrch Resull - ()
Marne MemberiD  DOB Phone Number  Eff Date TermDate PGP HealthPlan  LOB Benefit Plan [} Benefit ID
&  Abrahem, Lucus MC1000048 12/12/1980  (DOCH00-0000 0215207 021572019 Assignment, General  Blue Cross Medical Plan MA2 Preferred lpa MAZ
£ Accucheck, Accucheck  MCI1000542 10/25/1988  (746)1351321 0205 123172007 Dhaval, Pated Blue Cross Medical  Plan MA2 Preferred Ipa MA2

Note: Users can narrow the search results by entering specific search criteria and clicking
search.

Once the search results are returned they will appear below the search section. Upon double
clicking on the row to the selected result, the search result will be populated in the search
attachment screen.

Q Search Attachimenls 3 \nisad Atachments

Type

Member . Accucheck, Accucheck | Memnber Number: MC1000542 |
Categary Uplead Date From

Select an Opticn . ob/oZrzo?
Deacription

Upon clicking the search button, the result will be displayed below the search attachment
section.

1] Member Test far Provider Mortal Test docx fest O6/06/H0T7 339 M Portalliser

User can then click the file name to view the attachment.
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Category

The Category field allows users to select the category type from the dropdown list as part of the
search criteria. Choices are:

Select an Option

Attachment Category8
Test for Provider Portal

Upload
Date From

The Upload Date From field allows users to select the upload date of the attachment as part of
the search criteria, by either using the calendar, or manually entering the date in the following
format.

MM/DD/YYYY

Description

The Description field allows users to enter the description of the attachment as part of the
search criteria.

Search

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

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

Reset

The Reset button allows users to clear data from the search criteria fields.

Attachment Screen

Field Names Upload Attachments Section — Field Descriptions
Q Search Anachmenys & Upload Attachmens
Category
Sefect % & CHODSEFLE
i
Description

Type

The Type field allows users to select a specific type from the dropdown list for the type of
attachment to be uploaded. Choices are:

Authorization
Claim
Member
Provider

Note: Required Field
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Find Button

mOnce a type is selected, the user can click the Find button (shown left) to search all
authorization, claims, members, or providers. (Based on the type selected) Upon clicking the
Find button the Search screen will appear as a pop-window (shown below)

Member Search Doublke click on row i sekect member,
Search By Search for HICH Numbsr Mamber D08
Select an Option
Headth Fian Line: Of Business Benefit Plan 1PA
Select an Option ' Sedect an Option ¥ Select an Option ” Select an Option
O, SEARCH "D RESET 1 ELIGIMLITY INGUIRY
= Search Resull - ()
Marne MemberiD  DOB Phone Numbes  Eff Date TermDate PGP Health Plan  LOB Benefit Plan [} Benefit ID
&  Abrahem, Lucus MC1000046  12/12/1980  (000K000-0000 0215207 021572019 Assignment, General  Blue Cross Medical Plan MA2 Preferred lpa MAZ
[#  Accucheck Accucheck  MCI000542 107251988 (74611351321 0012005 1312007 Dhaval, Patel Blue Cross Medical - Plan MAZ Preferred Ipa MA2

Note: Users can narrow the search results by entering specific search criteria and clicking
search.

Once the search results are return they will appear below the search section. Upon double
clicking on the row to the selected result, the search result will be populated in the search
attachment screen.

@ Search Attachments & Upload Aachments

Tyt

Mermbes v m pcciicheck, Accucheck | Member Number MC1000542 |
Ll oad Date From

Bgory

Select an Option » DenzanT
Deseription

Category The Category field allows users to select the category type from the dropdown list for the
uploaded attachment. Choices are:
Select an Option
Attachment Category8
Test for Provider Portal
File

The File field allows users to choose a file to be attached by clicking the “choose
file” button (shown above). Once a file has been selected it will be displayed in the field.

Note: Required Field

n The red X (shown left) will clear the selected file.
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Description | The Description field allows users to enter the description of the attachment to be uploaded.
Upload The Upload button allows users to import the selected file.
Reset The Reset button allows users to clear data from the search criteria fields.

ICD Codes

The ICD Codes sub module allows users to search and create ICD9 and ICD10 codes actions.

ICD Codes Screen

Field
Names

Q Search 10D Codes Actions

109 @ 1010

Search ICD Codes Actions Section — Field Descriptions

CD Code Flag Status HCCID

Message

ICD9

The ICD 9 radio button allows users to search ICD9 code actions based on the specific search
criteria selected.

ICD 10 The ICD 10 radio button allows users to search ICD 10 code actions based on the specific search

criteria selected.

ICD Code The ICD Code field allows users to enter an ICD9 or ICD 10 (based on radio button selected) as

part of the search criteria.

Flag Status  The Flag Status field allows users to select a flag status from the dropdown list as part of the

search criteria. Choices are:

HCC/RAF

Star Rating

Show Alternates in HCC Group
Do Not Allow
Display Message

HCCID The HCC Id field allows users to enter a HCC Id as part of the search criteria.

Message The Message field allows users to enter a message as part of the search criteria.
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Search

Reset

Add New
Action

P©AXIS

The Search button allows users to launch the Search ICD 9/ICD 10 functionality, based on the
criteria selected. The results will populate below the search section.

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

The Reset button allows users to clear data from the search criteria fields.

I + ADD NEW ACTION I
The Add New Action button (shown left) allows users to create a new

ICD 9 or ICD 10 codes action based on radio button selected.

ICD Codes Screen

Field : , . .
Create ICD Codes Actions Section — Field Descriptions
Names
+ Create ICD Codes Action
@ 109
C0 Code Flag Satus HCG D
Message

ICD 9 The ICD 9 radio button allows users to create an ICD9 code action.

ICD 10 The ICD 10 radio button allows users to create an ICD 10 code action.

ICD Code The ICD Code field allows users to enter an ICD9 or ICD 10 (based on radio button selected) for
the new ICD Code being created. Users can type in the field or click the field to select a code
from the dropdown list.

Note: Required Field
Flag Status | The Flag Status dropdown list allows users to enter or select the flag status of the new ICD Code
being created. Choices are:
Star Rating
Show Alternates in HCC Group
Do Not Allow
Display Message

HCCID The HCC Id field allows users to enter a HCC Id of the new ICD Code being created.

Message The Message field allows users to enter a message for the new ICD Code being created.

Save The Save button allows users to store the newly created ICD Code Action.

Reset

The Reset button allows users to clear all data from the fields prior to saving.
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Member Problems
The Member Problem sub module allows users to search a specific member’s problem/issue.

Member Problems Screen

Field . . .
Search Member Problems Section — Field Descriptions
Names
Q Search Member Problems
Member
m Deactive Orly?
The Member field allows users to search for a member using the “Find” button.
Note: Required field.
When users click the “Find” button a Search Member popup window will appear. The window
will display member search criteria at the top and the search results at the bottom. The users
can enter specific search criteria to narrow search results. Upon double clicking the row of the
selected member, the member name will be populated in the Member field of the Search
Member Problems screen. Note: See Member Module Section.....
Member Search
W Search fesul - @ m
Hame Mamber ID DOB Phane Number Eff Date Torm Date PCP Health Pl Lo& Beneft Plan PR Benafit D
Search

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

Note: Clicking Search with no search criteria will return all results.
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Worklist
The Worklist sub module allows users to assign and create worklist to users.

Maintenance Worklist Screen

Fiel . . . : ..
28 Maintenance Worklist Screen Section — Field Descriptions
Names
B Maintenance Worklist
=
Workst Neme Users Last Modfied By Lest Modfed Dte
f 2 & s s
Worklist The Worklist Name field allows users to enter the name of the worklist to be assigned.
Name Note: Required Field.
Assign The Assign Users field allows users to assign multiple users to a worklist.
Users Note: Required Field.
Update The Update button allows users to store newly created worklists. The results will appear below
the Maintenance Worklist section.
Reset The Reset button allows users to clear all data from the fields prior to saving.
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Provider Module

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

Accessing the Provider Module

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

0 1 A i i il : - A r
Health%Axis Messages +  Members  Authorizations  Claims  Providers  Maintenance »  Administration

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

Provider Search Screen

Field : . : .
Provider Search Section — Field Descriptions
Names
Provider Search
Search By Search for
Tip Code Spactalty Locality
Health Ptan Line Of Business P&
8 Fa
QR OREST

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:

Ex: Last Name

Last, First

Last Name

First Name
License Number
TIN

Provider Mumber

Organization Name

24| Page



Health“sAxis

Search For

City

Zip Code
Specialty
Locality
Health Plan

Line of
Business
IPA

Par
Provider

All (Par and
Non-par)

Search

Reset

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.

The City field allows users to enter the city as part of the search criteria.

The Zip Code field allows users to enter the zip code as part of the search criteria.

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 Health Plan dropdown list allows users to select a health plan as part of the search criteria.

The Line of Business dropdown list allows users to select a LOB as part of the search criteria.

The IPA dropdown list allows users to select an IPA 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
EXIES Frovider Search T ——

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 errors next to the header. (as

shown below) .
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Provider Information

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 1D Degree Salutation Suffix (aender (Organization Name
MRA Degree Healthkais Clinic
Last Kame First Name Middle Name
Address 1 Address Gty State Tip Code
15451 W greenst N | [
National Provider ID Taxonomy [0 Tax i Language Phone Fax

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

Provider Information Screen

Provider Assignment Section

© Provider Assignment ("

Assignment Plen D Line of Busiess [PA Network Bilng Address Oy Stte&Zip Ty Effecive Date Tem Dete Staus

PAA0TTOR0TI 0322773122768 Med(Cal Preferred PA Aetna Network PP O5/01/2007 Acthe

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

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

Accessing the Claim Module

Once logged into the system, select Claim from the dashboy

Health®Axis Messages +  Members  Authorizations  Claims ~ Providers  Maintenance ~  Administration +

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

Claim Screen

Field . . . .
Search Claim Section — Field Descriptions
Names
Claim Number Member Claim Stats Payment Status
Select Some Optio Sele
HICN Number Member DOB LO8 IFA
Sve Date From St Nate To Ordering Prowider Requested Providar

Ingttitional Claim ~ Professional Claim | CHDP Claim

G SEARCH D RESET
Claim The Claim Number field allows the user to enter the claim number as part of the search
Number criteria.
R - |
The 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.
Claims The Claims Status dropdown list allows users to select the claim status from the dropdown list
Status as part of the search criteria.
Payment The Payment Status dropdown list allows users to select the payment status as part of the
Status search criteria.
HICN The HICN Number field allows users to enter the HICN Number as part of the search criteria.
Number
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Member
DOB

LOB
IPA

Svc Date
From

Svc Date To

Ordering
Provider

Requested
Provider

Institutional
Claim

Professional
Claim
CHDP Claim

Search

Reset

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

e MM/DD/YYYY
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 Svc Date From field allows users to select the svc date from using the calendar feature or
by manually keying the date in as follows:

e MM/DD/YYYY
The Svc Date To field allows users to select the svc date to using the calendar feature or by
manually keying the date in as follows:

e MM/DD/YYYY

mThe Ordering Provider field allows users to enter the name of the ordering 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.

m The Requested Provider field allows users to enter the name of the requested
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 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 CHDP Claim check box allows users to select only CHDP 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

B (laim Search

Claim Number

@ 2017051700045564

& BXPORT

Stas UM Vendor HegthPln L0B  IPA PBP NetPayment LostModfed Dete

DaeOfSevce  OngRodDete  Member  Requested Provider

MPend  Professional  05/15/2017 05152017 Hil Mary  Hayes, Robert RoberHayes  BlueCross  Medical  Prefemedlpa  MC20S  $50.00 05/17/2017 1239 Pt

Export

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

Note: The appeal button allows users to appeal the claim. Upon clicking the appeal button, a popup
window will appear. (the Claim Appeal button will be explained in more detail following the Claims Review
Section)

Claim - 2017061200045817

-

Salutation Last Name First Name Middle Name Suffix Stutus
S = M1 - Active Membe

Marrdae 1D CIN Numibar Date of Birth Age Gandar Marital Status

Work Phane Cell Phane Fax Emall Addoess

Primary Languaga Emergency Contact Emergency Phone Address

Star Fasher

The member information section allows users to view the member’s demographic information.
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Current Coverage Section

© Current Coverage w

Health Fan Banaét Plan BF Effectioe Date BF Term Date

PCP Number PCF Term Date PCP Location
Gander Ethescity PEP Phane PCP Extension PCP Fax Primary Lab

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

Claim Header A

Claim Number Status Claim Type Header Level Pend

Encounter Batch Page Extarnal i

FReceived Type First Date Of Service Original Received Date Receéved Date

Claim Mamber Information

Member Number First Name Lest Name Middle Initial Date of Birth Gender

Address Line £ Address Line #1 (Sull/ApL) Ciny State Iip Code Courtry

Province County Health Pien Line of Bursiness Product P
Hi i) hed IPA

Natwark Group Name Effective From Effactive Ta
(leim Member PCP Information
PCP Plan D PCP Name PCPNPI PCPTIN Taxonomy

P00002076 Kumar, Saroj mn M.D. 047201970 01/071910 03/04/1970
Address Line 41 Address Line #2 (Suft/Apt) City State Zip Code

657 ink road Miami Gardens fL 33056

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.
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Provider or Facility Information Section

Provider or Faciiity Information -~
Rendering Provider: Billing Vendar: Sendce Faciity Location:

Prenider Humbes Mame Vendos Number Pay to Name Provider Number Name

VOOOO100% Vendor Alled

Prosider NPY ™ L TN Provider NP| L]

P& Speciaity Addresa 1 Ciy PA Specialty
Address 1 Ciy St Zip Code Address 1 oy

BT link road Miami Gardens 2K 628
State Zip Code ate Zip Code
Referring Provider
Prowider Number Name Degree NPl TIN

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

Claims Review Screen
Claim Process Detail Section

The Claim Process Detail section contains two tabs: Claim Detail and Claim Audit. This section allows the
users to view the details of a processed claim and view any audits made on the claim.

Claim Audit

freq Primany Co  Cor Dl
Stelus  SwFom  SwTo  CFT  Modl Mod2 Modd Modd POS Ox Q7Y Type Blled Allowed Adusted Paid Py  Iswece Deductable Lisblty WhHold nterest Penlly Paid Duplicate Aulhd NOC 1D

The Claim Detail tab allows users to view the details of the process claim of the member.
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Claim Process Detail A

ClaimDetal  Clam Audt

Auded By Examiner Procedurel Score Finenciel Score Other Findings Is Queue Is Corrected I3 Examiner

No data available in table

The Claim Audit tab allows users to view any audits processed on the member’s claim.

Claims Review Screen

‘ Claim Details Section

Claim Details A
I3 Patient's Condition Relsted To: Dates Patient Unsble to work in current ooccupstion
Employmen Accident? Ao Accident? Frome T
Mo Na
Other Accident? Asg B Rel Infi: 5 s dated services
Mo Yes Yes P i
Patient Account Number Patient Status
Outside Leb? Leb Chaspes:
Reserved For NUCE Use Additional Claim Info Na 50,00
Resubmission Code (Origiona! Ref No.
Reserved For Local Use Date of Current Heness, Injury, o Pregrancy (LMP)
Cleim Codes @ A

A

700.3- Dependence on wheelchair

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.
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Coordination of Benefits Section

Coordination of Benefits A

Othet

Health BT Prmery Pimay Pimay Py  Pimay  PimayNet Pwayy  Pimay  Membe Lfetime Non  Days
Pn  OtertesthPlan  Prior  Belance Amoint Alowed P Deducteble Coernce CoPey  Covered  WitwHold  Adustment Oblgetion  Subrogetion Resenve Coveed Covered Covered by
Une Name  Polly/Grouptiumber Pement Due  Due  Amount  Avolnt Amount  Amoint  Amount Amoint  Amout  Ameut  Amowt  Amout  Dae e Deys  Coleuence

Mo data avalable ntable

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

Claims Review Screen

Attachments Section

Pl Nae pkededBy

Nodeta avalale el

The Attachment section allows users to view any attachments on the member’s claim.

Claims Review Screen

Authorization Information Section

Authorzafion Information

Authorization Number Reforal Date onioved Dete Effectie Date Ppleton Date Authorzafon Overide

No

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

Aot e Tie St St Time £t £ g Tt N

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

Claims Review Screen

Ambulance Section

Pick-Up Detalls Dropoff Details

Facility L Facility NP

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

chy Sane Tip Code Chry Saane Tip Code

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.

Claims Review Screen

Check Details Section

Check Details A
Check No. Date Amourt Total
BB106 06/12/2017 $ 0 NN

EOPthisClaim | | EOPforCheck | | EOBthisClaim & DEMAND

The Check Details section allows users to view check details, and reprint the check. Users can check the box
to EOP the Claim, EOP for Check, or EOB this Claim. Once the check boxes have been selected the user can

& DEMAND
click the Demand button. Upon clicking the Demand button, the reprinting process will initiate.
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Claims Appeal Screen
The Claim Appeal section allows users to appeal the member’s claim. Upon clicking the appeal button,
the popup window shown below will appear.

Claim Appeal Popup Window

Claim Appeal Section

Claim Appeal

Caegoey -1

Justification
or
Explanation

Additional
Information
or
Comments
Category-1

Attachment-
1

Send

Reset

The Justification or Explanation field allows users to enter the reason for appealing the claim.
Note: Required field

The Additional Information or Comments field allows users to enter any additional
information or comments pertaining to the appeal.

The Category-1 field allows users to select a category from the dropdown list.

The Attachment-1 field allows users to choose a file to be attached by clicking the
“choose file” button (shown above). Once a file has been selected it will be displayed in the
attachment field.

n The red X (shown left) will clear the selected file.
The Send button allows users to send the claim appeal.

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

The Authorization Module allows users with specific access to search and view providers details.

Accessing the Authorization Module

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

Health®Axis Messages +  Members  Authorizations  Claims ~ Providers  Maintenance ~  Administration +

LN
N\

Hospital Census Data
Upon clicking the Authorization Module, the Hospital Census Data will display. (If it is collapsed, click
the arrow on the right to expand).

Authorization Screen

Hospital Census Data Section

& Hospta Cansus Data

Fcly Name

Bushs Clrc 1 n 80
Second test maling location 1 n nn
Smith Medical 1 w 14850
Smith Prmary Care 1 £ 13900
festLab 1 il 50

Wellness Cinic 1 w 1410

The Hospital Census Data section allows the users to view the number of admissions, total days, and
average length of stay for admitted members.
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Search Authorization
Upon clicking the Authorization Module, the Search Authorization screen will display. (If it is collapsed,
click the arrow on the right to expand).

Authorization Screen

Auth Number

Log

Search Authorization Section

Mamnbar Mambar D08 HICN Numbae

P& Enfier Date From Entes Date To

Received Date From Received Dete To

Requested Provider

The Hospital Census Data section allows the users to view the number of admissions, total days, and
average length of stay for admitted members.

Auth
Number

Member

Member
DOB

HICN
Number
Auth Status

Type

Auth Type

Place of

Service

LOB

The Auth Number field allows users to enter an authorization number as part of the search
criteria.

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.

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

e MM/DD/YYYY
The HICN Number field allows users to enter the HICN Number as part of the search criteria.
The Auth Status field allows users to select the appropriate Authorization Status from the
dropdown list as part of the search criteria.

The Type field allows users to narrow an authorization search by selecting the authorization
type from the dropdown list.

The Authorization Type field allows users to select the appropriate Authorization Type from
the dropdown list.

The Place of Service field allows users to narrow an authorization search by selecting the
service location from the dropdown list.

The (LOB) field allows users to select a LOB from the dropdown list as part of the search
criteria.
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IPA The IPA field allows users to select an IPA (or Network) from the dropdown list as part of the
search criteria.

Enter Date The Enter Date From field allows users to select the “enter date from” of the authorization as

From part of the search criteria, by either using the calendar, or manually entering the date in the
following format.
MM/DD/YYYY
Enter Date | The Enter Date To field allows users to select the “enter date to” of the authorization as part
To of the search criteria, by either using the calendar, or manually entering the date in the
following format.
MM/DD/YYYY
Ordering m
Provider The Ordering Provider field allows users to enter the name of the ordering 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.

Requested m
Provider The Requested Provider field allows users to enter the name of the requested 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.
Received The Received Date From field allows users to select the “received date from” as part of the
Date From search criteria, by either using the calendar, or manually entering the date in the following
format.
e  MM/DD/YYYY
Received The Received Date To field allows users to select the “received date” (to) as part of the search
Date To criteria, by either using the calendar, or manually entering the date in the following format.
e MM/DD/YYYY
Search The Search button allows users to launch the Search Authorization functionality based on the
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.

Authorization Screen

Field
Names

2 Search Result £ EXPORT

Authorization Results Section — Field Descriptions

RecovedDate Status AdmitDate AuthMumber — Member  [PA HP SubmitType Category Type  Place Of Service Ordering Provider  Requested Provider Requested Facility ICD Code Assigned To  Refered to

@ 06192017 Pend 1706190000041114  Patel Davshan Preferred loa BlueCross Referal  Outpatient Standard Quipatient Hospiall22)  Assignment, General - Das, Jony 09,1 No

@ 0819017 Pend 1706190000041113  Fatel Davshan Preferred loa BlueCross Referal  Outpatient Standard Quipatient Hospitall22) - Assignment, General - Das, Jony 089 No

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

Upon double clicking on the selected authorization from the grid, the authorization review screen will
display. The user can view the details of the member’s authorization selected. The authorization review
screen consists of the following collapsible sections: member’s information, member’s current
coverage, authorization summary, ordering provider, requested facility, requested services, decision and
routing information, attachments, notifications (letters), and inpatient tracking log.

Note: The action buttons at the top of the screen will be explained following this section.

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

Authorization Review Screen

Member Information Section

@ Member nformation

Szlation Last Hame Frst Name Wil Hame Suffx REH
Me Pate Dzrznzn 0 1801 - Aotive Member
erier|D CINHumber Datecf Bith e Gender Marital Statag

2% Mok

07141590 b ik Singks
Fhome Heme Fhene Herk Facne CelPhene Fax Email Address

REEIRE (hE

PraryLanguage Emgleymen Emergency Comatt Emergeny Fhone AAdress

Gz FullTime

The Member Information section allows users to view the member’s demographic information.

Claims Review Screen

Current Coverage Section

Heath Plan Benefit Flan AR Effcthe Date B TermDate

Bl Cross W05 Prefrred P4 100172008
PCP Number PCP Name

PN Kssgnment G

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

Authertration # Sratus Friered By Drates Time

Pend Porializar

Recsived Date Recehed Time Start Date Expiration Date
GEfwang 64200 06{19/2017

Typa Category FOS Anharization Tyne
Slandard Outpatent Outpe SURG « Surpery

AdmE Type Al Cane Admit Time Dlecharge e

MR Actount No Planied Dischange Date Flanned Dischnrgs To

The Authorization Summary section allows users to view the summary details of the member’s authorization.

Authorization Review Screen

Ordering Provider Section

Ordering Pravider
Frovider Mumber Last Name First Mame MI Degree
FPOOOOT072 Assignment General
org Mame Specialy IFA Name
ABCD Cardiologist Preferred IPA
NFI Tax 1D Phone Fax
79809809 (0003000-0000
Address City State Zip Code
3801 N Mebraska fve Tampa FL 33609

The Ordering Provider section allows users to view the ordering provider’s details.

Authorization Review Screen

Requested Provider Section

Requested Provider
Provider Number Last Name First Name Mi Degree
FOODDZODF7 Das Jonmy
Org Name Speciahy IPA Name
Das Jony Freferred IPA
NP1 Tax I Phone Fax
845871432732 876007009 {0003000-0000 (965341 3-2132
Address Chty State Zip Code
Address line 1 Aguadilla FR 00603

The Requested Provider section allows users to view the requested provider’s details.
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Authorization Review Screen

Requested Facility Section

Requested Faciity A
Facdy Namber O Name P& Name Specklty
KF TaxlD Fhone Fax
Addrese oy Tate I Cnde

The Requested Facility section allows users to view the requested facility’s details.

Authorization Review Screen

Requested Provider Section

Requested Provider

Provider Number Last Name First Name I Cregree
FOODOZ077 Das Jamy
Org Name Specialy 1P& Nare
Das Jony Preferred IPA
NP1 Tax I+ Fhone Fax
8451432132 676007009 [0003000-0000 [9653413-2132
Address Cry State Zip Code
Address line 7 Aguadilla PR 00603

The Requested Provider section allows users to view the requested provider’s details.

Authorization Review Screen

Requested Services Section

mn o 2 ox e o 44

059,71 - DTHER PARAFOXVIRUS INFE

o #s o 98 o E7 o ee

K0 Proc M1 1D Fros 12 KD Froc #3 1L Pross 04

Stz From S Ta P Prouedurs Mad! Mad2 Tty Feuflinil Fou/Linu Oty Type Deciaion Ruszan
D6/1/2017 BOTM i i

The Requested Services section allows users to view the requested services of the member’s authorization.
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Decision and Routing Information Section

Decision and Routing Information

Dite Entgred®y ~ Hoath PlanAuth Numbir (e Assied To Decision Dte Deciion Time Decision ~~ Ressn

B9/ 2017 057 P Portllser Portallser (1972017 Pend Provider is UINHONU Proviceris UMDONL

The Decision and Routing Information section allows users to view the decision and routing details of the
member’s authorization.

Authorization Review Screen

Attachments Section

Htachments @

Tipe Category FieName Description Uloaded By

Auhorization Clinical Informtion 06192017 &5H8Phoct Clinical nformation DA/19/2017 557 P Portallser

The Attachments section allows users to view any attachments for the member’s authorization.

Authorization Review Screen

Notifications (Letters) Section

Noficaions { e

Date Date Notiied Notifed Via Downloed

No dia availabl n fabl.

The Notification section allows users to view any notifications (letters) for the member’s authorization.

Authorization Review Screen

Inpatient Tracking Log Section

Inpatient Tracking Loa @

Fram Date

Mo data salable In 20l

The Inpatient Tracking Log section allows users to view the tracking log of inpatients.

43| Page



Health“sAxis

Action Buttons

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

Authorization Information Screen

[2' UPDATE AUTHORIZATION

Action Buttons

# MODIFICATION REQUEST  # EXTENSION REQUEST 4 APPEAL & ADDATTACHMENT & PRINT

Update
Authorization

Modification
Request

The Update Authorization button allows users to update the current authorization being
viewed. Once the user clicks the update authorization button the authorization will appear.
Users can update the desire information and click submit.

The Modification Request button allows users to modify the authorization being viewed.
Upon clicking the modification button, a popup screen will display as seen below.

Autherization Madification Request
Medif: Guidel

Fiald Driginad Vel Herw Vahs with Explenation

A H 7061900000411 14

Authorknth

Explrtlon Bate

SeeCode #1 Sye Code 02 v Code 1)
e )]
[ L

h X Zode 11 e 02 DxTode 13

o

Rwssd®s oo . m
B3
Addtionl | r Corrrmants

Categary-1 Anachrent-1

A8 DT tl
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Extension The Extension Request button allows users to request an extension for the authorization.
Request Upon clicking the extension request button, a popup screen will display as seen below.
Sathorization Bension Reguest
Feld Originad Value New Vil with Erplanation
1706190000041114
Perd
FODOZFT | Dag, Jony
Addtionsl nformation or Domemants
Category =1 Aitachract 1
Seact an Opticn ¥ e t e
AE0  TERT
Appeal The Appeal button allows users to appeal the authorization being viewed. Upon clicking the
appeal button, a popup screen will display as seen below.
Sathorization Appeal
vigiral Valie e Vil with Explanstian
Aurhodzation Number 1706130000041114
Authordzation Status Pend
Anpeal Kotes
(o]
camegery-1 Ammachvment -1
St an Gy . et e m
420 | o
Add The Add Attachment button allows users to add an attachment to the authorization being
Attachment ' yjewed. Upon clicking the add attachment button a popup screen will display as seen below.
Add Anachmes
Newe Virlue with Fxplenatian
1705190000041 114
-*;m:;an | b, Jony
Addrional néormation or Comments
i A v ) o e e ol 2 o) £ T o 2 o o ot |
Sebert an0tn . Selact 1 m
S
Print

The Print button allows users to print the authorization information screen.
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Member Module

The Member Module allows users with specific access to search and view member details.

Accessing the Member Module

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

Health®Axis

Messages +  Members  Authorizations  Claims ~ Providers  Maintenance »  Administration

N\

Member Screen

Member Search Section

Member Search
Search By Searthf HIC Nember Member DOB
Health Plan Lina OF Busine: Banaft Pt P
CLSEARCH D REBET £ ELIGIBILTY IQURY
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:
Last, First
Last Name
First Mame
CIN Mumber
Member ID
PCP Last, First
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.
HICN The HICN Number field allows users to enter the HICN Number as part of the search criteria.
Number
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Member
DOB

Health Plan

Line of
Business

Benefit Plan
IPA

Search
Reset

Eligibility
Inquiry

P©AXIS

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

e MM/DD/YYYY
The Health Plan dropdown list allows users to select a health plan as part of the search criteria.

The Line of Business field allows users to narrow the member search by selecting a line of
business from the dropdown list.

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

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

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

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

The Eligibility Inquiry button allows users to send an inquiry requiring a member’s eligibility.
Upon clicking the eligibility inquiry button, the eligibility inquiry screen will appear as seen
below:

Erter indormacion for membar. Provides, Memaer Name, D08, Hasits Plan, Merbar I andiar ary other svslabée information

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

Field

Names Member Results Section — Field Descriptions

= Search Result - )

Dhaval, Putel

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 errors next to the header. (as
shown below)
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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, Coordination of Benefits, and Cases.

Member Information Screen

Member Information Section

© Member Information v

Salutetion Last Name FirstName Middle Name Suffx Stetus
Mrs Abrahem Lucus Test 5. MO - Active Member
Member (D CIN Number Dateof Birth Age Gender Marttal Status
MC1000048 121211980 3 Female Maried
Phone Home Phone Work Phone Cell Phone Fax el Address
(000)00C-0000 (000)00c-0o0 (000)000-0000 (000joo0-0000 (333)096-1231 test@mal.com
Primary Language Employment Emergency Contact Emergency Phone Address
Achinese Part Time Addressline 1, Tortugas, N 88001

The Member Information section allows users with specific access to view all active members’ demographic
information.

Current Coverage

Member Information Screen

Current Coverage Section

© Current Coveraga v

Health Plan Line Of Business Benefit Plan BP Effective Date BP Term Date

PA |PA Effuctive Date |PA Term Date

PCP Number PCP Name PCP Effective Date PCP Team Do PCP Locatitn

Gender PCP Phone PCP Extension PCP Fux Primeary Lab

Berssfil Plan Description

The Current Coverage section allows users with specific access to view all active members’ coverage.
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Coverage History

Member Information Screen

Coverage History Section

I oegeison

HahPln Lo OfBuse ] B D Mtiede ~ Tembde PP FCP Efet Dee PCPTem Dee St

Bielmss el PefredPh WCIS (53 g 000 ol e DB Ikt

The Coverage History section allows users with specific access to view all active members’ coverage history.

Coordination of Benefits

Member Information Screen

Coordination of Benefits Section

&= Covdnaon ofBnes

Pl e T P Fde TemDie Yo 6Pt

Mo dea el

The Coordination of Benefits section allows users with specific access to view all active members’ COBs.
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Cases

Member Information Screen

Cases Section

& Coordination of Benefits

Policy Number Tem Dete

No data avallable Intable

The Cases section allows users with specific access to view all active members’ Cases.

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

Action Buttons

AUTHORIZATION~  CLAIM~  ATTACHMENTS  NOTES  PROBLEMS  HCC/STAR  LABS  OUTREACH RX & PRINT

Authorization | The Authorization button allows users to view all authorizations tied to the selected member,
or create an authorization for the selected member.

Choices are:

View All

Create Authorization

Claim The Claim button allows users to view all claims tied to the selected member, or create a new
claim for the selected member.

Choices are:

View All

Create Claim

Attachments  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 Category File Name: Deacription Date Uploeded By
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Notes The Notes button allows users to add/view notes tied to the selected member. Upon clicking
the note button, the screen seen below will appear. Users can create a new note, or view
existing notes at the bottom.
coeve ]

Problems The Problems button allows users to view or manual create a new problem for selected
member. See Member Problem Section

HCC/Star Future enhancement

Labs Future enhancement

Outreach Future enhancement

RX Future enhancement

Print

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

The Message Module allows users to search, view and send messages.

Accessing the Message Module

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

Health®Axis Messages »  Members  Authorizations  Claims  Providers  Maintenance ~  Administration +

N\

The dropdown list for the Message Module contains the following selections.

Q Search Messages

4 New Message

Message Screen

Search Message Section

0 Search Message
Search Category
Enter Dete From Enter Date To
ad i Un

W e

Qe O RESET
Search The Search field allows users to enter the subject of the message as part of the search criteria.
Category The Category field allows users to select a category from the dropdown list as part of the

search criteria.

Enter Date The Enter Date From field allows users to select the “enter date from” of the message as part
From of the search criteria, by either using the calendar, or manually entering the date in the
following format.

e MM/DD/YYYY
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Enter Date
To

Radio
Buttons

Search

Reset

Field
Names

Message Screen

The Enter Date to field allows users to select the “enter date to” of the message as part of the

search criteria, by either using the calendar, or manually entering the date in the following
format.

e MM/DD/YYYY

The All, Read, Unread, Deleted, Received and Send radio buttons allows users to select as part
of the search criteria.

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

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

Message Results Section — Field Descriptions

B Search Resut-

From

[ admin

admin Autharization test Read Nomal T

Search
Results

Results
Table

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

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 errors next to the header. (as
shown below)
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Message Information
Upon double clicking on the selected message from the grid, the details of the message will be
displayed.

Message Information Screen

Message Details Section

o MARKASUNREAD ~ WREFLY  * FORWARD

B test

From admin

Date 412417136 PM
Categary: Authorization
Priority: Normal

test

The user can view the details of the message, mark as unread, reply, or forward the message.

New Message
The New Message sub module allows users to create a new message to send to a recipient.

Message Screen

Field

Names New Message Section — Field Descriptions

Announcemant 7

==

Recipient The Recipient field allows users to enter one or more recipient names to send a message.
Note: Required field
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Announce-
ment

Category
Priority
Subject

Enter
Message
Detail
Send

Reset
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The Announcement check box allows users to select if the message is an announcement for all
users.

The Category field allows users to select a category for the message.
Note: Required field

The Priority radio buttons allow users to select the priority of the message: Choices are: (Low,
Normal, High, Urgent)

The Subject field allows users to enter the subject of the message.
Note: Required field

The Enter Message Detail field allows users to enter the details of the message being sent.
Note: Required field

The Send button allows users to send the message to the entered recipient(s).

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