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What is the Healthcare Portal?

» The Healthcare Portal provides access to verification of eligibility, claim
status, remittance advice, and other business functions.

» All enrolled Trading Partners need to register to use the portal

« Trading Partners need their existing Trading Partner ID, tax ID (FEIN),
and their Trading Partner name as originally enrolled to complete the
registration process

Access the Healthcare Portal through this link:

www.riproviderportal.org
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How to use this guide:

« Each page will walk you through the steps to register to use the
Healthcare Portal

» The top of the page will show what you will see on the screen, and
highlightimportant parts
» The bottom of the page gives more detailed instructions

» Print a copy of this guide to have on hand as you complete the
registration process.
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* Registration for the Healthcare Portal is accessed from the Provider Welcome Page
of the Healthcare Portal.

* The arrow shows where Trading Partners will click to register to use the portal




Registration Selector screen

Rhode Island Executive Office of Health and Human Services

Tuesday 06/10/2014 11:42 AM EST

Se I ect th e Salect one of the following options that best describes your role.
appropriate
role

Trading Partner Delegate
An eatity with whom an data The An J by the Provider for the sole purpose of performing clarical
trading partner may send of receive information electreaically. functions and is responsible for ensuring patient privacy information accessed via
this website is to be used only for legitimate business reasons.

(i)

Billing Agent Internal
An individual, state or local agency, corporate. or business entity that is Internal use only.
enrolled in the Healthcare program as a billing agent for services.
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* When you click Register Now, this screen will appear.

* On this screen, you must select the option that best describes your role.

» Providers will click on Trading Partners.

« Billing agents and Clearinghouses click on Billing Agent.

» Subordinate users will need to click on Delegate — the new terminology.

» Delegates cannot register until the Trading Partner registers. This will be
described later in this guide.




Trading Partners

> Registration Tuesday 06/10/2014 11:43 AM EST

Registration Step 1 of 2 - Personal Informatson

xonomy must ba entered for all healthcare providers. 1f NPT and Taxenomy have not been assigned. please provide your Medical Assistance

Trading Partners ROt st T
complete this screen. do the following information to get started
Enter TP ID.

Your TP name must
match the name originally
enrolled with.

ID type will be NPI in
most cases”
Provider ID is your NPL

“Trading Partner 1D
“Trading Partner Full Name
*FEIN (Tax 1D) &
*ID Type =
*Provider 1D

Taxomomy

* Except for atypical providers
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TRADING PARTNER ROLE

» If Trading Partner is selected by a provider, the user will be brought to this screen
and will need to enter all of this information.

 Users will enter their Trading Partner ID ( the number that begins with 60 or 71) and
the Trading Partner name.

* Remember the name must match the name you enrolled with originally.

* Tax ID must then be entered.

 ID type will be NPI for most Trading Partners, or Medicaid ID for atypical providers
who do not qualify for an NPI.

* The ID number will then be entered on the Provider ID line. If the provider has an NPI
—the NPI must be put here and not the Medicaid ID. That will error back to you.

* Do not enter taxonomy

* Click continue




Billing Agent Role

230 provide the follomng ifermation to get started

Billing Agents complete T Pt 10

this screen with the g
Trading Partner B

Number, Name, and
FEIN.
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BILLING AGENT ROLE

« If Billing agent is selected, you will be brought to this screen

* You are still considered a trading partner but within the portal we make the
distinction between billing agents and providers.

* Enter the Billing Agency name and the Tax ID.

* Click continue




Security Information User 10 Avallability X

The User Name is available.
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EEEsE The User Name has aiready been taken. Please
enter another one and try again.
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» Trading Partners and Billing Agents are both brought to this security screen.

» Thefirst step is to select your user name. The user name should be your Trading Partner
number as before. If you click on the check availability box, it should return that it is available,
since you are the only one with that number. If you get an error that it is in use, be sure to
verify that you are using the correct Trading Partner number.

« Then you will choose a password, following guidelines on top of the page. (8 characters,
minimum of 1 number, 1 uppercase letter, 1 lower case, no special characters)

* The display name is how your user name will appear — You might want display name to be your
facility/company name, example: XXX Medical Associates, or XXX Medical Billing Co. or you can
use your trading partner number again.

* Complete the phone number, and email address fields

» Select asite key of your choice and a passphrase for security. The passphrase is not the
password. The passphrase is one more level of security. It should be something known to
you....like iloveicecream or describe your selected site key (ex. turtle) (20 character limit)




Security — part 2
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» Select two different challenge questions and enter the answers.

* Read the user agreement and enter your name as an electronic signature. The
Provider ID (most cases NPI) will be prepopulated.

* For billing agents, there will be no provider ID listed.

* When completed, the submit button will be enabled and you click it to continue.




(V) User Rogistration Accoptod [Xi

Your registration information has been accepted.

You will raceive 3 venfication email that contains a secure ink needed

to complete regestration. If you do not see an email, check your spam
or yunk mail folder.
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If completed correctly, you will receive
this confirmation. P—— 60 oo 4t e et s oo e Bt
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Yo pansord.
1ol and 1o Gutance mumber & (401) THE 4300 aad the - state 101 (ol #nd bonder comvmmnty sumber & 1 835964 4211
O N0t sremet reoh 10 Tha mitomated emal

Sececey.

It will be followed by this email. You must
click the link to verify that we have the
correct email address for the account.
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* |If completed correctly, you will receive this confirmation in a pop up box.

* It will be followed by this email. Click the link to follow the verification
instructions.

* This ensures that we have the correct email address for contact information. Your
registration is not complete until you verify your email address.




rom Wrode Ibend EDX Servces. Sent Wed MT1/2084 1100 A
|
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Suayect Segritiation Confumation

Welcome ('

Once you confirm the email This email was sest to confirm that you have successflly regstered with the RI HPES Healthcare Provider Portl Your login credentils re listed
address by fO"OWlng the below. Please keep a copy of this email in a safe place for future reference

directions, you will get another User ID: 700

email, shown here. You should Password: P**++234

keep this email for reference to 1f you Bave questions or require assistance with the registration process, please email R EDI Services at riediservices @hp com or contact the R

your user id and password. m:-mmmugmwsmmuummuu 1:800- 9646211 for in-state toll calls) Hours of

Asention PES Users! If you are an existing PES (Provider Electronic Solutions) Software user, you will need to install the latest upgrade 1o ensure

MWJMBWMNWHMMM Huu\\ﬂMIIEOHHSw!b-l-
B lectromicSolutios iSoftware aspx to install the latest PES upgrade.

Please do not reply 1o this automated email

Sincerely,

Rhode Island EDI Services

MEALTM & MUMAN
—
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Once you confirm the email address by following the directions, you will get another
email, shown above. You should keep this email for reference to your user id and
password.

11



 m—

Hewlett Packard
Enterprise

Rhode Island Executive Office of Health and Human Services
Medicaid

[7] What can you do in the RI Medicaid Health Care Portal

Theough this secure and easy to use internet portal:

* reathoare provders and Bling Agents can enroll as a Trading Partmer wih &1 Medicad.

* Trading Partners can access ebgibity, clm status, fie exchange and other interactive Web Services mchuding the Electronc
Mealth Record (E¥R) Incentive Program - MAPHR. -y ~oo whe - Tovd oo Aomaes 1 oo tho o) ras D)

' Where do I enter my password?

Eoraet waer 107
Seqater hon

¥ihere do 1 enter my DasenoIE The way you sign into the the HealthCare Portal provides a better
— safeguard to the privacy and security of your healthcare information.
M' "-ﬂh\a ,N"""m' e your You may have signed into other web sites by using a User ID and
browser wedons. Password. The HealthCare Portal also uses your site key token. Here
is how the service works:

1. Type your User ID and click Log In.

Would you like to enroll as & Trading

Partner? 2. Your site key token displays. If you recognize your site key
token, you know you can safely type your password. If you do
not recognize your site key token, do not type your password.

ik here 1o Ervol

3. Your personalized site key token helps you identify that you are
at the valid HealthCare Portal site.

Note: If you have not created your personalized site key token, you
will be asked to do so before you sign into the HealthCare Portal.

T

—
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* Once registration is complete, return to the Portal home page and log in, entering
the user ID and hitting Log In.

* Your password is entered on another screen.

 This pop up box tells you that your password will be entered on another screen.

12
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The HealthCare Portal uses a
personalized site key to protect your
privacy online. To use a site key. you
are asked to respond to your Challenge
question the first time you use »
personal computer, or every time you
use 3 public computer. When you type
the correct answer to the Challenge
question, your site key token displays
which ensures that you have been
correctly identified. Similarly, by
displaying your personalized site key
token, you can be sure that this is the
actwal HealthCare Portal and not an
unauthorized site.

1f this is your parsonal computer, you
can register it now by selecting: This is a
personal computer. Register it now.

1f this is net your parsonal computer,
such as 2 public computer. select: This
is a public computer. Do not register it.

the chall

ge q ion to verify your identity.
Challenge Question What is your favorite sports team?
*Your Answer
Select This is 2 personal computer. Register it now.

® This is 2 public computer. Do not register it

Continse

Friday 06/13/2014 12:20 PM EST

,,,,,,,

* You will be brought to a security page.
» After answering the security question correctly you can choose to register your
computer.

* If you are on a private computer you will always use to access the portal, you

Reminder:

» If you are on the office computer that will often be used, you will select the first

can select Register it now. If you do, you will be brought to the password

page in the future, without answering a security question.
* If you are on a public computer, do not register it. You will be given a
challenge question first when you log in.

option to register the computer.

* If you are on a public computer that others may use, and you want the challenge

question to be asked each time, you should click the second option - This is a public

computer. Do not register it.

13



Rhode Island Executive Office of Health and Human Services
Medicaid

Home > Challenge Question > Site Token Password Friday 06/13/2014 12:26 PM EST

Make sure your site key token and passphrase are correct.

Confirm that your site key token and 1f the site key token and passphrase are correct. type your password and click Siga In.
passphrase are correct.

1f this is not your site kay token or passphrase, do not type your password.
1f you recognize your site key token and Call the cuztomaer halp dezk to report the incident.
passphrase, you can be more
comfortable that you are at the valid

HealthCare Portal site and tharefore is ==

safe to enter your password. ?
" A
a1 |

Passphrase  Pool
Passwod [
EX
Snms_‘ P.l |nn‘§’
— S’
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* When you are brought to the password page, you should first identify that it is site
key and passphrase that you selected during registration.

* If they are both correct, enter the password and click the Sign In button.

* If you forgot your password, you can click the Forgot Password link.

14



User’'s Homepage

My Mome Thersday 06/26/2014 12:22 PM ESY
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& Provider
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» After entering your password, you will be brought to the User’s Home Page. Some
information has been obscured for privacy.

* You will note the welcome message.(green arrow) Notice in this example it says
Welcome Thomas J Anderson. That name was what the user selected as the Display
Name part of the security information.

* You can access important screens from your home page: My Profile, Manage
Accounts, and Trading Partner profile.

* You will have the ability to update your own account information (contact, challenge
questions, site key, token, password).
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My Profile

On this screen, you can edit
) | your contact information,
| ;o ! preferences, challenge

guestions, site key and

[ertmge s
e bt 1}:%:.:‘.1"" password, by using the edit
o= | buttons.
R — e
] T OO T | et ST CAAGIAGR Limgaty LF Pl el 1 _.:”:l'ltl'-?‘"
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* By selecting My Profile, you will be brought to this screen.

* On this screen you can edit your contact information, preferences, challenge
questions, and site key token by using the edit buttons- see orange arrows

* You can also change your password using the Change Password box on the bottom

green arrow




Change Password

» Users can change their password clicking the Change Password box on the bottom of the

profile page which will open the box on the right

W fe > D P Fadyy SR BE MET
s
| Password o
Chamge Passmord "hd vt fe
= L. Tha Pamaerd carret be e cone x
s b D 1 0 (TN e FESACT, 18 TSt CITHTOR 3 30 D Sk 2.0
2. The Fanerd mat % 1o &0 (et Pt
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“ew Passrd
3 The Passners 20 ok Coetan ey
rnste 1 sefer ow Dicunet
4. The Pemerd met corte | O
Y CeeCem 0y 4C |
ey [ st | oo |
—
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» To change your password, you will need to enter your current password first

* Then enter your new password

* Important note: your password may only be changed once in one day, and you
cannot choose a password that was one of your last 6 passwords.




Add Role — Important!
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* One other very important function on this page is the Add Role function.

* This is critical to be able to search claims and eligibility.
* Click on the Add Role box. (shown in the enlarged section)
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Add Role

I Roles
Current Roles Provider Tlaqu Partners
—_—
Add Role
—_—
Roles
Select the role you wish to add, fill out the role information then click the Submit butt
NP1 and Taxonomy must be entered for all healthcare providers. If NP1 and Taxonomy have n
Assistance Provider Number
Current Roles Provider Trading Partners
*Available Roles Search Claims And Venfy Ebgibility
*Trading Partner ID
Trading Partner Full Name LA
*FEIN (Tax ID) &
*ID Type
*Provider ID
Taxonomy
—
Hewlett Packard
Enterprise

)]

on, or click Cancel to go back

ot been assigned, please provide your Medical

MEALTH & MUMAN
SERVICES

* This function, Add Rele, is how you add the function to search claims and verify

eligibility

* Foryou to be able to search claims and verify eligibility, you must add that role,
using the ID number of an associated provider.

Ex. Dr Jones enrolls as a new trading partner. His office manager then registers the
Trading Partner number to use the portal. In order to search claims or verify eligibility,
the office manager must now add the search claims and eligibility role here by
entering the Trading Partner ID and then the Trading Partner’s tax ID, Dr Jones NPI.

» To add this role, click Add role in the Role section shown here with blue arrow. By
clicking the Add Role button, the Role panel will be displayed.

» The Search Claims and Verify Eligibility role will be in the Available Roles box.

 Enter the Trading Partner ID, Trading Partner name and the tax ID (FEIN)

* Then enter the ID type (NPI or Medicaid ID for atypical providers) and the Provider ID
number (taxonomy is optional)

e C(lick the submit button.
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Add Role

Roles
Current Roles Provider Trading Partners
Search Claims And Verify Eligibility
Preferences
Primary Language English (US
Challenge Questions

Challenge Question #1 [n what city were you born?
Answer to #1 PROVIDENCE

Hewlett Packard
Enterprise

* After hitting submit — this will appear. (this image is just a portion of the profile
page, enlarged so you can see the role has been added.)

* The original notation “Provider Trading Partners” will be followed by “Search Claims
and Verify Eligibility”

* For Billing Agents, “Provider Billing Agent” will be followed by “Search Claims and
Verify Eligibility”

20



My Profile - continued

Site Key Token (=]

Up to 35 service type codes can be sel d for use with eligibility verification. Click Edit to add and/or modify service type codes,

Service Type Code #1 _

=il ]
— s
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* Also at the bottom of My Profile page, you may select from 35 eligibility verification
Service Type Codes to customize your eligibility searches.
» Select the edit button to add the codes.
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My Profile - continued

Eligibility Verification Service Type Codes in edit mode

© Show More Sarvice Type Codas

Click here to add additional codes

[ “ave ] [ Cancel ]

Chobility Verification Service Type Codea 1=~}
Select up 10 33 Servics Typs Codua 19 be waed o default seerch srtere.
Servics Type Code #1 9 | 47 - Hospial | Service Type Code #2 O | 50 - Emergrny Servioes |
Servioe Type Code 93 O | | Service Type Code s © | )
Service Type Code 85 @ | | Service Type Code 0s | |

—
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* Up to 6 entries can be made on your screen.

» Select the service types you want to use when searching for eligibility. These codes

will narrow the information returned to the information you are seeking.
* To enter more, select Show More Service Type Codes to add more.
» Codes entered here will apply to all of your eligibility verification searches.
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Manage Account — Add delegates

Asd New Delegste Add Registered Delegate

indicates 8 recuired fiald.
Erter the fields below and chck Submit to generate the delegate code for the new delegate to regater

“First Name

“Last Name

—
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The User

Ths 15 & ungue 4 digt identifier to be assgned by you (ie. employee/dbadge number, site code). as. g s the
R pin to the

“Add Date® 1)

Select Manage
Account from home “Punctions ] Chack Debit Authorization
p:gle to add Check Dental/Vision Limits
t es Check Prior Authonzastion
(subordinate users) erspte oy

Enter TPL (Third Party Lisbiity)

Select the Aunctions that the delegate & authonzed to sccess.
(A2 least cne functon must be selected)

Mo Delegates are assigned.

To manage your account, return to the User Home Page and select Manage
Account. (shown with the blue arrow)

You will need to add delegate users (previously called subordinate users) who work
on your behalf —to your account.

Itis a two step process.

Step one: Select the Add New Delegate tab.

Enter their first and last name and date you are adding them.

Assign them a four digit pin number. (make a note of this)

Then select the functions that you want them to be able to access

To complete, click submit.
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Manage Account — Add delegates continued

A4 New Delegate |

Chick Confirm to confirm the request. Clck Cancel to cancel 2.

First Name Clark

Last Name Kent
Add Date 09/04/2014

Delegate PIN 1234

Review panel.
User checks for

Functions (| Check Debit Authorization

ENR Incentive Program - MAPIR
Enter TPL (Third Party Lisbility)
File Management (Upload / Downlosd)

confirms.

 m—
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prse e errors and edits or

¢ The information will come back to you for review/edit.

* It will show the delegate being added, the pin number and the functions you
selected.

* You can edit, confirms or cancel the information.
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Manage Delegates

“|IManage Accounts B " .
The delegate has been added to your delegate list. You will get a confirmation with a
delegate code. You must give this code
The delegate code for the new delegate 10127 the delegate and the pin to the delegate so that they

code is required to be communicated to the new delegate for can complete their registration.
registering with the portal.

L)

Delegates

Click the Delegate’s name to change the status and/or the functions of the delegate.
2 |Name & Display Name Add Dale Delegate PIN Delegate Code Status
1 | kent, clark clark kent 09/04/2014 1234 10127 Active - Pending
—
Hewlett Packard
Enterprise

* When you complete the process correctly, you will get this confirmation pop up box
with a delegate code, shown by arrow. Make a note of this code.

* You will need to give the delegate both the pin and the code to register
themselves.

* You will also need to tell them the date that you added them. They will need this to
register.

* The delegate will be added to your delegate list shown above.

» The delegate then goes back to the homepage, and registers in the same way that
the Trading Partner did. (this will be explained on next few slides)

25



Completing Registration - Delegates

Rhode Island Executive Office of Health and Human Services

Tuesday 10/07/2014 12:38 PM EST

ou do in the RI Medicaid Health Care Portal
Through tha secure and easy to vee nternet portal

* Heamhcare providens and BAng Agents can envoll as & Trading Partmer wih U1 Mescad.

Tradng Partrers can scorss eipbiity, Ciarm stata bie ExchanGe snd CEer otaractive WeS Tarces chdeg the Dactrons
et Racord (DR) Incertve * MAPIR - wthang ther Tradng Partner 1D as thar User 1D,

Your Privecy!
Aoy log off and cose o of your
Browser wedows

Would you bae to enroll as a Trading
Partner?

i here 32 Lol

 m—
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* Once a delegate user receives their PIN and Delegate code, they must complete
their registration.
* Delegates should go to the home page and click Register Now
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Rhode Island Executive Office of Health and Human Services

Medicaid

Homse > Registration Selector

Select one of the following options that best describes your role.

Trading Partner
An entity with whom an h data el ically. The

Delegate

trading partner may send or receive

An

by the Provider for the sole purpose of performing clerical

Billing Agent
An individual, state or local agency. corporate. or business entity that is
enrolled in the Healthcare program as a billing agent for services.

andis for ansuring patient privacy information accessed via
this website is to be used only for legitimate business reasons.

Internal
Internal use only.

| o |
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On the registration selector page, click Delegate
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Delegate Registration

Home > Reqgistration Sel r > Registration

Thursday 09/04/2014 12:55 PM EST

Registration Step 1 of 2 - Personal Information
* Indicates a required field.
Please provide the following information to get started. Delegate PIN and Delegate Code will be provided by your site's EDI Administrator.
“First Name 1,

“Last Name ot

“Add Date® 05/04/2014 =]

. Delegates enter name, date
e they were added, and the
| Continue [} Cancal | PIN and Delegate Code.

—
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Delegates will be brought to this screen.

Enter all of the information INCLUDING the pin and code that was given by the
administrator.

They will use the date that the administrator added them.
When completed, click continue.
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Delegate Registration - continued

User 1D Availability X
The User Name has already been taken. Please or
— D e e 2 0ot Feswont swmest & enter another one and try again.
-w [ o ] P Tiser 10 Avallability X
I The User Name is available.
i l oK |
S S
S : namenge Quent
‘ 9 S V ......
o o
v — ®
[
JEALTY & WOVAN
— = =3 o
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 This will bring delegates to the security page where they will select user name,
password, site key, passphrase and security questions.

* When delegates select their user name, they should check availability by clicking
the Check Availability box.

* The pop up box will show if the name is available or not. (see two boxes on top right)

* Once they complete all of the information and click submit, they will get the
confirmation to validate their email address and registration will be complete.

* Important Note: Each delegate must have a unique user name, and not a shared
name with other delegates. If the delegate needs to reset their password, they
need to use the “forgot password” link.
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Changing
status of Users would click
here to inactivate

Delegates e
g Modify the fields below and click the Submit button to update the information. a dele e ate
First Name los
et Users would click
Delegate PIN 5876
Once the delegate is e here to 9hange the
registered, the user T (B S ek functions the
can go back to the
Manage Account Select the functons tha the delegae 8 authorized o access delegate can
screen and either S access
change their status, 7 Fie Management
or change their vy oy
access. ==

—
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* Once the delegate is registered, the Trading Partner is able to change their status in

the Manage Account area, if needed.
* The Authorized user can change the status from active to inactive and change which

functions the delegate can access. Delegates who leave their employment should be
changed to inactive immediately.



Trading Partner Profile

My Hame Thursday 06/26/2014 12:22 PM E57

P S . Trading Partners change
profile information here
—
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* The authorized user for the Trading Partner Account will also manage the account
profile.

* From the User home page, click on Trading Partner Profile

» This page will allow the authorized user to update the contact information.

* Trading Partner account holders who support multiple providers under one NPI will
have the ability to associate additional providers to their account through the add
covered providers function.




Trading Partner Profile
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* This screen is where Trading Partner will verify information and make necessary
changes.

* It lists contact information on the top, transaction sets, and covered providers that
were set up on enrollment.

* For existing Trading Partners, who were using IWS and are registering to use the
Healthcare Portal, this will be prepopulated with the information that was already
associated to their Trading Partner ID.

* For new trading partners you entered this information when you enrolled.

* To change information, click edit, make changes and then click save.

» If changes were accepted they get the confirmation shown on the right.
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Covered Providers

Add Covered Provider
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* A covered provider is any provider that belongs to your office, facility, or is part of

your group under that Trading Partner number.

* For existing Trading Partners who have previously used IWS and are now registering

in the portal, this information will be prepopulated for you.

* For new Trading Partners, the information listed when you enrolled will be

prepopulated here.

 But, if you need to add another covered provider you would click add. (see the first

image)

 Enter all the information and click save. ( see the second image)

» Special Note for those providers using an outside company for billing: If at some
point you change billing companies, you will need to instruct your original billing
agent to remove the 835 electronic admittance advice and the 277 Unsolicited
transaction associated to your account, before your new company can add them.

These transactions can only be associated to one entity.
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Forgot User ID

Rhode Island Executive Office of Health and Human Services
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If you should forget your user ID, select Forgot User ID from home page and follow the
instructions on the next screens to retrieve your user ID.
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Forgot Password
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 If you forget your password, you can receive a temporary one.

» After entering your User ID and selecting “log in” you will be brought to the
password page.

* From the page asking for password, click Forgot Password
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Forgot
Password

Forgot Password

* Indicates a required field

Answer the following challenge question. We will use the answer to help authenticate your identity. If we find a match, an email will be
sent to your email address on record.

Challenge Question What is your favorite sports team?
*Your Answer

—

Hewlett Packard
Enterprise

* You will be asked one of your challenge questions.

* If you answer correctly, a temporary password will be sent by email.

* When you log in with the temporary password, you will be asked to change it to a
password of your choice.

* Important note: You can only change password once daily, and you can select a
password that was one of your last 6 passwords.




Questions?

Hewlett Packard
Enterprise

For questions, contact the

Customer Service Help Desk

Available Monday —Friday 8:00 AM —5:00 PM
(401) 784-8100

For local and long distance calls

(800) 964-6211

For in-state toll calls
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