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Individual within a Group Provider Maintenance – Provider Web Portal Cheat Sheet Provider maintenance is where a provider will update their information, including: • • • • • • • • •



Provider affiliations Provider Specialty and additional taxonomies Contact information (including who gets the emails for a provider) Opt-out of the Provider Directory License and board certification information and updates Insurance information Network Participation Disclosure information ACC opt-in changes



1. Login to Provider Web Portal 2. Click Provider Maintenance
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3. Click Provider Maintenance again



4. Click the links on the left-hand side of the screen to jump to that area, or just click Continue



1



2



Important To-Dos for an Individual within a Group 1. Update the email address where we send provider related emails. 3



2. Update your info for the Provider Look-up a. Opt-out of being listed in the directory (if you don’t want to be listed) b. Indicate an open or closed panel 3. Make sure you are affiliated to the correct Group. a. A Group’s claims will deny if the Individual’s within a Group (rendering providers) on a claim are not affiliated to the Group (the billing provider). b. If the Group Affiliation Changes link does not show, you are not an Individual within a Group, and do not need to update affiliations.
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5. To change your address, opt-out of being listed in the Provider Directory, or to indicate an open/closed panel Click Address Changes, then click on the + next to the address you want to change. Opt-out of Provider Directory & changing your panel, can only be done in the Service Location.



Edit your address information, check or uncheck the applicable checkboxes, & click Save.
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6. See all of the Groups an individual is affiliated to Click Group Affiliation Changes



This Individual within a Group is not affiliated to any Groups.



Missing Affiliations? Individuals w/in a Group, are only allowed to affiliate to a Group. If affiliations are missing, it’s because they were incorrectly affiliated to a Facility or other enrollment type.



To add a Group affiliation, click the + next to Click to add Group Affiliation
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Click the magnifying glass to search for a provider Group



Search for the provider Group you want to affiliate to by NPI, Provider ID, Name, or Organization.



Click on the Provider ID for the provider Group you want to affiliate to, make sure it’s the correct location.



Page 5 of 17



PROVIDER MAINTENANCE



PROVIDER WEB PORTAL CHEAT SHEET



Choose the effective date for the affiliation, and then click Add



Continue to add additional Group affiliations as needed.



7. To remove an affiliation, simply end date the affiliation and Save.
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8. Click the links on the left-hand side to edit other pieces of provider information, or click Go to Submit to submit all changes made



9. Submit Changes Attach any supporting documentation (if applicable), sign by entering your name, and click Submit.
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10. Retain tracking number



11. Check the status of an update request Click the Provider Maintenance Status link.



Enter the Tracking Number for the update request, and click Search.



View Status details
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Group Provider Maintenance – Provider Web Portal Cheat Sheet Provider maintenance is where a provider will update their information, including: • • • • • • • • •



Provider affiliations Provider Specialty and additional taxonomies Contact information (including who gets the emails for a provider) Opt-out of the Provider Directory License and board certification information and updates Insurance information Network Participation Disclosure information ACC opt-in changes



1. Login to Provider Web Portal 2. Click Provider Maintenance
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3. Click Provider Maintenance again



4. Click the links on the left-hand side of the screen to jump to that area, or just click Continue



1



2



Important To-Dos for a Group



3



1. Update the email address where we send provider related emails. 2. Update your info for the Provider Look-up a. Opt-out of being listed in the directory (if you don’t want to be listed) b. Indicate an open or closed panel 3. Make sure the correct Individuals within a Group are affiliated to your Group. a. A Group’s claims will deny if the Individual’s within a Group (rendering providers) on a claim are not affiliated to the Group (the billing provider). b. If the Provider Affiliation Changes link does not show, you are not a Group, and do not need to update affiliations.
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5. To change your address, opt-out of being listed in the Provider Directory, or to indicate an open/closed panel Click Address Changes, then click on the + next to the address you want to change. Opt-out of Provider Directory & changing your panel, can only be done in the Service Location.



Edit your address information, check or uncheck the applicable checkboxes, & click Save.
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6. To see all of the providers affiliated to your Group Click Provider Affiliation Changes



This Group only has one provider affiliated to it, Dr. Pepper Smith.



Missing Affiliations? Individuals w/in a Group, are only allowed to affiliate to a Group. If affiliations are missing, it’s because they were incorrectly affiliated to a Facility or other enrollment type.



To add additional affiliations, click the + next to Click to add Provider Affiliation



Click the magnifying glass to search for a provider
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Search for the provider you want to affiliate by NPI, Provider ID, Name, or Organization



Click on the Provider ID for the provider you want to affiliate



Choose the effective date for the affiliation, and then click Add
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Continue to add additional affiliations as needed.



7. To remove an affiliation, simply end date the affiliation and Save.
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8. Click the links on the left-hand side to edit other pieces of provider information, or click Go to Submit to submit all changes made



9. Submit Changes Attach any supporting documentation (if applicable), sign by entering your name, and click Submit.
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10. Retain tracking number



11. Check the status of an update request Click the Provider Maintenance Status link.



Enter the Tracking Number for the update request, and click Search.



View Status details
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Need More Help? Other Provider Web Portal Cheat Sheets: Aid Code and Benefit Plan Acronyms Are you Billing from the Correct Account? Copy, Adjust, or Void a Claim Delegates Delegate Access Definitions Pulling your 835 – linking to your own TPID Pulling your Remittance Advice (RA) Provider Maintenance Updating your EFT/ERA Information Validating a Trading Partner ID (TPID) Verifying Member Eligibility, including: • Managed Care Assignments • Primary Care Provider • Medicare Coverage • Member Co-pay amounts Web Portal Registration



Provider Web Portal – Frequently Asked Questions (FAQs)



Please visit our Provider Web Portal information page at: Colorado.gov/HCPF/web-portal



Provider Web Portal – Recorded Webinars



Click the links below to access the recorded webinars: Session #1



Access the new Portal, Portal Registration, Log in, My Profile, Manage Accounts (including delegates)



Session #2



Provider Maintenance (including updates and affiliations), EFT/ERA Enrollment, Disenroll



Session #3



Member Information and Eligibility Verification



Session #4



Remittance Advice (RA), Search Payment History, Search for Accounts Receivable Records, Make a Payment



Session #5



Notify Me, Alerts, Secure Correspondence



Session #6



Files Exchange, Resources



Session #7



Search & Submit CMS 1500, UB-04, Emergency Dental Claims, Prior Authorizations (Nursing Facility PETI PARs only)



Bridge



Bridge training for Community Centered Boards (CCBs) only Page 17 of 17
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