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Provider Portal — User Details

This Quick Reference Guide (QRG) will provide an overview of how to find and edit a User’s
information, user type, password, provider affiliation, etc.
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Purpose: Update an existing User’s account.

1. From the EmblemHealth Homepage, select the More dropdown.
2. From the drop-down list, click User Management.
The User Management page displays.
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Member Management v/ Claims v Referrals v/ Preauthorization \/ Dental Pre-Determination \/ Provider Profile Create ER Notificatio | More v
User Management
Resources

Welcome to the

Documents

EmblemHealth Provider Portal

Verify member eligibility, submit and view preauthorizations, referrals, claims, p. =~ comectus
more.
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User Management
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Provider Portal — User Details

1. Search and select a User.
Note: Users will also appear below without having to search, check for duplication of users.
Portal User Information page displays.

User Management

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

Add New Portal User

Search By* ~

Reset Search Search

Filter By @
Q
Name Username Email Phone Status
Ananth Narayana ananth.narayana@emblemhealth.com.eh.uat2 ananth.narayana@cognizant.com Active
Brady Phillips bphill.brady.phillips@baystatehealth.org.uat2 tvsn.varma@cognizant.com Active
Chris Moulton haha@email.com haha@email.com Active
Frik Plaht arik nlahtiAmrnonizant fom 112t arik nlaht@rnonizant fom Artiva

Portal User Information

Reset Password Deactivate User Add New Tax |D Affiliation

> User Information

> 825671892 - Richard Kann

> 789263718 - Sarah Williams
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Provider Portal — User Details

=

Click the arrows to Expand or Hide the User’s information.
Click Edit.

Note: Edit Information page displays.

3. Editinformation and click Save.

n

Portal User Information

Reset Password Deactivate User Add New Tax ID Affiliation
~ Usgr Information —————
% Edit ‘)
Firpt Name Middle Name Last Name Email
Jogn Carter jcarter@zgmail.com
Usgr Name Mobile Office Fax
jcafter@gmail.com (212) 723-7868 (312) 134-79812 (312) 134-79812
Adfress
qofstonybrook Lane,
Brgoklyn, MY 11235
~ 25671892 - Richard Kim -~ ~ -~ ™
| Remove Tax |D Affiliation ) I\ Edit User Type j] I\ Edit Provider Association /:
Taj D Tax Name Contact Type
Hag671892 Richard Kim Billing Staff
This User has access to all Provider affiliated with this Tax 1D,
v 78p263718 - Sarah Willi T N .
arah witams | Remove Tax ID Affiliation ) EdituserType ) | Edit Provider Association _)
Tag ID Tax Mame Contact Type
78p2EIE Sarah Williams Appointment Scheduler

Ergvider Association

Name Phaone
Yogarasa Gandhi 73 Belmont St, Staten Island, NY 10314 1989008873 100000267298
Uesugi Suzuki 88 Broad St., Forest Hills, NY 11375 1981208625 100000163812
Total Records: 2 < Showing1-2 >
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Provider Portal — User Details

2] -
Portal User Information

EDIT USER INFORMATION

User Information

Complste the details below and click Save to continue. All fislds with an asterisk * are reguired.

First Nama ™

Jimmie Middle Name

Email Verify Email

jte@gmail.com Je@Emalloom

Please enter user name in a email format.

Lasr Nama™

jte@gmail.com

b o = Numbe
fonn) ono_nooo fmma oo nooo
(2R 20R-0982 (2w 2eD-DDeR

4209 North 21st Street

NY NY

Zip/rostal Coda Country
10001 uUnited States
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Provider Portal — User Details

From the Portal User Information page.

1. Click Edit User Type to change how the User functions for a provider.
Note: Edit User Type popup displays.

2. From the drop down select User Type.

3. Click Submit or Cancel.

Portal User Information

Reset Password Deactivate User Add Mew Tax 1D Affiliation
¥ User Information .
( Edit )
First Name Middle Name Last Name Email
Jaohn Carter jearter@gmail.com
User Name Mobile Office Fax

jearter@gmail.com (212) 723-7868
Address

40 Stonybrook Lane,

Brocklyn, NY 11235

(312) 134-70812

(312) 134-79812

“ 825671892 - Richard Kim

s N I
| Remove Tax D Affiliation ) Ik Edit User Type \jll\ Edit Provider Association

.

Tax |ID Tax Mama

8ag678az2 Richard Kim

This User has access to all Provider affiliated with this Tax 1D.

Contact Type
Billing Staff

Y
|
A

789263718 - Sarah Williams

Remove Tax |D Affiliation

&
A

“ - N
-’J | Edit User Type ‘/] L\

Edit Provider Association

Tax ID
789263718

Tax Name
Sarah Williams

Pravider Association

Contact Type
Appointment Scheduler

Name Phone
Yogarasa Gandhi 73 Belmont St., Staten Island, MY 10314 1989008873 100000267298
Uesugi Suzuki 88 Broad 5t., Forest Hills, MY 11375 1981208625 100000163812

Total Records: 2
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Provider Portal — User Details

Edit User Type

Select the user type you want to change from the drop-down and click save

Select User Type

Office Manager

Office Manager

Clinical staff

Billing staff
Appointment Scheduler
Eligibility Checker
Practice Maintenance

Edit User Type

Select the user type you want to change from the drop-down and click save

Select User Type
Office Manager

(et )
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Provider Portal — User Details

From the Portal User Information page.

1. Click Remove Tax ID Affiliation if the User is no longer authorized to
access information on behalf of the provider shown.
Note: Delete Tax ID popup displays.

2. Click Cancel to return to the Portal User Information page or Gold Cancel to
remove the Tax ID.

Jimmie Test Child jte@gmail.com
User Name Mobile office Fax
jte@gmail.com (229) 222-2992 (229) 299-9922

Address

4202 North 21st Street, NY,
NY, United States, 10001

v 042888373-Amanda Cook4

Remove Tax ID Afﬁliation) ( Edit User Type ) (Edit Provider Association)

Tax ID Tax Name Contact Type
042888373 Amanda Cookd Office Manager

This user has access to all Providers affiliated with this Tax ID.

Delete Tax ID

0 Are you sure you want to remove access to this Tax 1D?

®¢ EmblemHealth 8



Provider Portal — User Details

From the Portal User Information page:
1. Click Reset Password.

Portal User Information

Reset Password Deactivate User Add New Tax 1D Affiliation
~ User Information ——,
% Edit ‘)
First Name Middle Hame Last Mame Email
John Carter jcarter@gmail.com
User Name Mobile Office Fax
jcarter@gmail.com (212) 723-7868 (312) 13479812 (312) 134-79812
Address
4o Stonybrook Lane,
Brooklyn, MY 11235
v B25671892 - Richard Kim -~ ) = “j I - B
| Remove Tax |D Affiliation | l\ Edit User Type ) |\ Edit Previder Asscciation /l
Tax ID Tax Name Contact Type
Hac671802 Richard Kim Billing Staff
This User has access to all Provider affiliated with this Tax 1D.
W 789263718 - Sarah Williams N R -
| Remove Tax D Affiliation _}] i\ Edit Usar Type ) [\ Edit Provider Association ;!
Tax 1D Tax Name Contact Type
7892638 Sarah Williams Appointment Scheduler

Frovider Association

Name Phone
Yogarasa Gandhi 73 Belmont 5t., Staten Island, NY 10314 1989008873 100000267298
Uesugi Suzuki 88 Broad St., Forest Hills, NY 11375 1981208625 100000163812
Total Records: 2 ¢ Showing1-2 »
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Provider Portal — User Details

I

The Reset Password popup displays.
1. Click Reset Password or click Cancel to return to User Information.
Note: An email will be sent to users email to fully reset password.

Reset Password

Are you sure you want to reset the password for this user? They
will receive an email with an link and instructions to reset their
password?

Com ) G
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Provider Portal — User Details

From the Portal User Information Page:

1. Click Deactivate User to completely remove the User’s access to our portals.
Note: Deactivate popup displays.
2. Click Deactivate User or click Cancel to return to User Information.

Portal User Information

Reset Password Deactivate User Add New Tax ID Affiliation
v User Information —
(L Edit )
First Name Middla Name Last Mame Email
John Carter jcarter@gmail.com
User Name Mobile Office Fax
jearter@gmail.com (212) 723-7868 (312)134-79812 (312) 134-79812
Address
40 Stonybrook Lane,
Brooklyn, NY 11235
v 825671892 - Richard Kim -~ ~ Fa ~,
| Remove Tax D Affiliation ) .\ Edit User Type \;] . Edit Provider Association /:
Tax 1D Tax Name Contact Type
fBa5678az Richard Kim Billing Staff
This User has access to all Provider affiliated with this Tax ID.
v 789263718 - Sarah Willi ! N N )
Aral witiams Remove Tax ID Affiliation | EditUserType ) {  Edit Provider Association ;‘
Tax ID Tax Name Contact Type
789263718 Sarah Williams Appointment Scheduler

Provider Association

Name Addres Phone
Yogarasa Gandhi 73 Belmont St., Staten Island, NY 10314 1989008873 100000267298
Uesugi Suzuki B8 Broad St., Forest Hills, MY 11375 1981208625 100000163812
Total Records: 2 ¢ Showing1-2 >
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Provider Portal — User Details

Deactivate

Are you sure you want to make this user inactive? They will lose
their access, and all history associated with their account. This
action cannot be undone.

C )
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Provider Portal — User Details

From the Portal User Information page, click Add New Tax ID Affiliation to give
the User access to providers who use a different Tax ID and to assign the
appropriate User Type(s).

1. The Tax ID and Provider Association screen displays.

Portal User Information

Reset Password Deactivate User Add New Tax ID Affiliation
v User Information -
( Edit )
First Mame Middle Name Last Name Email
John Carter jearter@gmail.com
User Mame Mobile Office Fax
jcarter@gmail.com (212) 723-7866 (312) 134-79812 (312) 134-79812
Address
40 Stonybrook Lane,
Brocklyn, NY 11235
% B25671892 - Richard Kim ~ ) R s ™y
| Remove Tax D Affiliation | l\ Edit User Type \J . Edit Provider Association /l
Tax 1D Tax Name Contact Type
82567892 Richard Kim Billing Staff
This User has access to all Provider affiliated with this Tax ID.
W 789263718 - Sarah Williams / N R ™y
'\ Remove Tax ID Affiliation -,} i\ Edit User Type ‘) L\ Edit Provider Association /:
Tax ID Tax Name Contact Type
78026378 Sarah Williams Appointment Scheduler

Provider Association

Name Addres: Phone
Yogarasa Gandhi 73 Belmont St., Staten Island, NY 10314 1952008873 100000267298
Uesugi Suzuki 88 Broad 5t., Forest Hills, MY 113735 1981208625 100000163812
Total Records: 2 < Showing1-2 >
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Provider Portal — User Details

Tax ID and Provider Association

EDIT PORTAL USER
Tax ID and Provider Association

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

Select Tax ID*

042888373-Amanda Cook4 v Select User Type ~

This Tax 1D is already affiliated to this user.

Select Tax ID from drop down.
Select User Type from drop down.
Click Next.

Click Done.

PoONPE

Tax 1D and Provider Association

EDIT PORTAL USER

Tax ID and Provider Association

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

Select Tax 1D * v Select Users Type * v

Office Manager

Clinical Staff

Billing Staff
Appointment Scheduler
Eligibility Checker
Practice Maintenance

Cancel

¢ EmblemHealth 14
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G L]

Tax ID and Provider Association

EDIT PORTAL USER

Tax ID and Provider Association

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

Select Tax ID * v Select User Type "

Cancel

& o
Confirmation

Confirmation

The user's Tax ID and Provider Associations have been successfully added. This change is effective immediately.
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