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This Quick Reference Guide (QRG) will provide an overview of the Provider Portal – Documents. 

 

 
 
 
 
Let us look at the process for finding, creating and managing documents on the Provider Portal. 

The below table shows the types of reports that can be downloaded and then displayed in the 

documents page.  

 

Type of Report Export Location 

Claim Bulk Export Report Claims Tab 

Concurrent Review Status Report Preauthorization Tab 

Home Health Status Report Preauthorization Tab 

Member Bulk Eligibility Member Management Tab 

PCP Member Panel Report Member Management Tab 

Preauthorization Bulk Eligibility Report Preauthorization Tab 

Referrals Bulk Export Report  Referrals Tab 
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For this example, we will review the Generate Bulk Eligibility Report. 

 

 

Step 1: 

1. Click Member Management tab. 

2. From the dropdown, select Bulk Eligibility Check.  

 

Step 2: 

1. The Generate Bulk Eligibility page will display. Select Member ID in the 

Search By field. 

Purpose: Export reports to documents 
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Step 3: 

1. Enter the member ID numbers you want to include in the search. 
Note: The member IDs you can enter in this field is limited to 25. 

2. Click Search. 

 

 
Step 4: 

1. Click Export To Excel. 
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Step 5: 

1. A pop-up alert indicates when your report will be ready. Click OK. 

 

 

 
Step 6: 

1. Once the download is ready, a notification—a bell icon--will appear next 

to the user icon. Click the Bell Icon. 
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Step 7: 

When you click the bell icon, a drop-down box will list the available 

notifications.  

1. Click the Document. 
      Note: Downloaded documents will be available for 30 days in the documents page.  

 

 



 

 

 

Thank 

You 


