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Provider Portal — Create A Portal User

This Quick Reference Guide (QRG) will provide an overview of how to create a Portal User.
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Let us look at the steps in detail for creating a Portal User.

Purpose: Create a new user.

1. From the EmblemHealth Homepage, select the More drop-down.
2. From the drop-down list, click User Management.
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Home Member Management v/ Claims v Referrals v Preauthorization v Dental Pre-Determination v Provider Profile Create ER Notification More v
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EmblemHealth Provider Portal —

Verify member eligibility, submit and view preauthorizations, referrals, claims, p. ~ conactus
more.

»¢ EmblemHealth’ .




Provider Portal —

The User Management page displays.
1. Click Add New Portal User.

User Management

Before adding a new user, please check if the user you want to add already exists.

Search By*
First Name

First Name*
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The User Information page displays.
1. Enter required information.

- First Name and Last Name

- Email and Verify Email

- Street
2. Click Next.

- User Name (this is the email address)

Portal User Information

CREATE PORTAL USER

User Information

I First Name * I Middle Name

Complete the details below and click Mext to continue. All fields with an asterisk * are required.

I Last Name *

[ Email + | [ verify Email *

Please enter user name in 2 email format.

User Name *

Fax

Street *

City State/Province

Zip/Postal Code Country

Cancel

Mobile Office Phone Number
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@ The Tax ID and Provider Association page displays.
1. Select Tax ID from the drop down.

2. Select User Type from the drop down.

Complete the details below ard click Next 1o cortinee. All Selds with an astensk * are required.

Tax 10 and Provider Association

CREATE PORTAL USER

Tax ID and Provider Association

Speleck Tax 1D -
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Office Manager

Clinical Staff

Billing Staff
Approantrment Schedular
Eligibility Checkear

Practice Maintanance

Cancel
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Access to Tax ID question displays.

1. Select Yes or No.
** |f Yes is selected, then click Submit to complete.
** |f No is selected, then continue below.

Tax ID and Provider Association

Complete the details below and click Next to continue. All fields with an asterisk * are required.

Select Tax ID * Select User Type *
190278378 - Sean Clarke v Clinical Staff v

Do you want to grant this user access to all providers under this Tax ID number?

@® Yes No

Selecting “Yes” will automatically allow this user to see all current providers and future providers under this Tax ID number.

This user will have access to all current providers and all future providers with this Tax ID number.

Cancel
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1. Click View Affiliated Providers or Choose a Different Tax ID.

» EmblemHealth © Lucy Livingston Vv

Home Member Management v Claims v Referrals v Preauthorization v Dental Pre-Determination v Provider Profile More VvV

Tax ID and Provider Association

CREATE PORTAL USER

Tax ID and Provider Association

Complete the details below and click Next to continue. All fields with an asterisk * are required.

Select Tax ID * Select User Type *
190278378 - Sean Clarke v Clinical Staff v

Do you want to grant this user access to all providers under this Tax ID number?

Yes @® No
Selecting “Yes” will automatically allow this user to see all current providers and future providers under this Tax ID number.

Click the button below to see all affiliated providers and select at least one provider to continue.

View Affiliated Providers

( Choose a Different Tax ID )

Cancel
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1. Under Select Providers* select the Search by drop down.
2. Click Search.

CREATE PORTAL USER

Tax ID and Provider Association

Complete the details below and click Next to continue. All fields with an asterisk * are required.

Select Tax ID * Select User Type *
190278378 - Sean Clarke v Clindcal Stalf v

Do you want to grant this user access to all providers under this Tax ID number?

Yes (®) No
Selecting "Yes” will automatically allow this user to see all current praviders and future providers under this Tax 1D m

Click the button below to see all affiliated providers and select at least one provider to continue.

View Affiliated Providers

':'\ Choose a Different Tax 1D /}

Select Providers *

Search By D
.." .\I : e >
I,\ Reset Search /,l | .Search
Add
Name Address Provider 1D
| Rey Shilling 564 Port Housa Ave., Bronx, NY 10463 176066893 100000392866
O Krana Beringer 967 North Rd . New York, NY 10033 116907688 1000007155867

9 South Armstrong Court, Ridgewood, NY

O Branda Hippe 182366971 100000208173

11385
| Beoker Wingate 487 Beechwood Ave., Brooklyn, NY 11215 1560667167 100000282731
] Pamela Crafton 983 Sunnyslope Dr., Bronx, NY 10473 113066231 100000399031
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1

Providers affiliated with the Tax ID display.

1. Select the check box(s) next to the Provider(s) the user may
conduct business for.

2. Click Add.

Tax ID amnd Provider Assoclation

CREATE FORTAL USER
Tax ID and Provider Association

Complete the detalls beiow and click Hest to conbrue, & Selds with an asterisk " are required.

Select Tax ID - Select Usar Type *

1902 7FAATH - Sean Glarkn wr Chriral Staff P

Do you want ta grant this user access to all praviders under this Tax 1D nomber?

Ve (# Mo
SELEL‘“IE "eg” will au[l:lmalil:all'_i' allowy thig uger to see all current PII‘J\'idE‘I’B and luture FI'{:"'iﬂEFS- undesr this Tax 1D nwmber.

Click tha buttan below to sea all affliated providers and selact &t least ane provider ta continua

View AMMliated Providers

: Choose a Differant Tas I :

Select Providers -

Search By e

~ \
i AosekSearch | Saarch

[atala)

Mama B0 res: Frosecar 1D
:l Ray Ehilirsg S8 Piar House fve Brore, MY 10453 1 7&E0GREAT 1 00000 EAZRES
] Kiarna Baringer 981 Morth Rd., Mew York, NY 10033 115301688 1000007155867

4 Seath Ammairong Courd, B dgr"a'-'m-d_ i

L Eranda Hippe THZAGR2 T QU HEHLEM | B

h B L
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Add
Address Provider ID
[] Baystate Med Educ Res Fnd 1752 Chestnut st, , Springfield, MA, 01107 100001005625
TT] Baystate Med Educ Res Fnd Md48 sanderson St, , Greenfield, MA, 01301 100001005626
Baystate Med Educ Res Fnd Md759 Chestnut St, , Springfield, MA, 01107 100001005627
Baystate Med Educ Res Fnd Pa759 Chestnut St, , Springfield, MA, 01107 100001005628
] |Baystate Med Educ Res Fnd 100 Wason Ave, , Springfield, MA, 01107-1381 1487655064 100001152420
[] |Baystate Med Educ Res Fnd 10 Main St, , Florence, MA, 01062-3160 1487655064 100001152421
[] |Baystate Med Educ Res Fnd 24 State Rd, , South Deerfield, MA, 01373-9653 1487655064 100001152422
] [Baystate Med Educ Res Fnd 30 Locust St, , Northampton, MA, 01060-2052 1487655064 100001152423
] |Baystate Med Educ Res Fnd 3111 Do325b King St, , Northampton, MA, 01060 1487655064 100001152424
"1 Bavstate Med Educ Res Fnd 3258 King St. . Northamoton. MA. 01060 1487655064 100001152425
Total Records: 152 < Showing1-15¢ >
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Selected Providers display in a new list.
1. Click Submit.

[ Ll Gilden ¥3% Bxpmyhirank St Broaklyn, WY 17230 15817
:| Klaria Poftes FEAD Moeth PinDak 5L, Ithaca, WY 14850 12676EE1S
M Tawana Erasn .'i‘f::l-:‘:::u 2 Divwe, Marth Ton@esanda, MY 145061703

| Jdohin Angerson 120 Kam Avenae, Brooklyn, HY 11211 1910347127
:| Creeil Jacchsen ¥2h Kent Avere, Broaklyn, Ny 11211 THET3EETT

Tatal Records: 150

Select Providers *

BLIIESS

Ry Shiling 564 Poor Houge Awe, Brone, WY 10443 1TE066E3

Kiara Eannger 451 Morth Rd., Mew Yock, BY 10033 TTVEAUTGHE

TEHHHEZEHE S

100000292866
100000735852
10000067 2391
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Famela Crafion 933 Sunnyslooe Dr, Broax, NY 10473 113066231 100000353031
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1. Confirmation page displays.
2. Click Done.

A — o
Confirmation

Confirmation

The Portal User you have just added will be receiving an email with registration information. If the Portal User can't find the email, have them look
in their Spam folders as some messages may get filtered there. Please have them click on the Activation Link. Note that this link expires in 7 days.
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