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INTRODUCTION TO THE USER GUIDE

‘ Introduction

The User Guide provides detailed instructions on how to use the Provider Portal. The contents on this

page include: How to find information within the user guide and user specific topics.

Finding Information

The table of contents contains links to each topic. Locate the desired topic and click on the title to move

to the information.

PROVIDER PORTAL BASICS

Introduction

The Provider Portal is a web-based application designed to perform various tasks independently online.

Features available may vary depending on the account type. Click on the link below to review each

section.

e Open a Customer Case

e Provider Portal Home Page Overview

e Search for a Claim

e Individual Provider Data

e Group Provider Data

e Help & Resources Overview

e Manage Users

Self Service Provider Portal User Guide — October 2024
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Unavailable Message

Anytime the Provider Portal is not available, a message will display on the login screen with a notification
that the system is currently unavailable.

The MultiPlan Portal is currently unavailable

.........

Create and Activate an Account

‘ Overview

When a new user would like to gain full access to MultiPlan’s Provider Portal and all of its self-service

features, the user can self-register for an account.

Go to the Providers section and click Portal log in > under Use our easy-to-use online Service Portal:

MEMBERS | PROVIDERS | PAYORS

Services Markets Company Careers KnowledgeHub Investors

Online service allows you to:

Verify provider network participation
Submit billing and network inquiries

Check application and request status

Access client lists

Request fee schedules, contracts and rosters
Add providers to a group

Update demographic information

Obtain and submit group rosters

.

Are you a healthcare provider already participating in our
networks?

« Find out more about our Provider Portal >

Portal log in > « Register for portal training now >

Self Service Provider Portal User Guide — October 2024
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How to Create an Account

Step Action

1. From the Provider Portal Log In screen, click the link that is labeled Register for an Account.

Welcome to the MultiPlan Provider Portal
The portal lets you view and update your network-related information, manage tasks such as credentialing and track your customer
service case history. Best of all, it's free- no downloads required or software to install.

Register for an account

For No Surprises Act

First time visitor? Reqgister for an account so we can communicate with you via this portal. Optionally you can open a service
case without an account from the link on the registration page.

2. Complete the required fields that are indicated by an asterisk (*) and bold text.

aMultiPlan.

Register for an Account

All fields are required unless atherwise noted

“Your Email Benefits of Registering
« Submit, track and manage customer service cases
Used to sign in * Access forms and other resources
*Confirm Email * Request approval to add access to your contract(s)
o Search claims
o Deownload Pricing Summary PDFs
“First Name @ Verify/update your demographic information in real time
o See credentialing status (for groups where Multiplan verifies
credentials)

“Last Name )
You can gpen a customer sennce case without creating an account. However,

you will not be able to track the case without an account.

*Job Title

“Company Name

“Company Type

Select Ona v

*Phane

The Company Types supported by the Provider Portal are; Practitioner, Law Firm — Third
Party, Facility, Ancillary and Other.

Self Service Provider Portal User Guide — October 2024
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Step

Action

After completing the required fields, click the Request Account button.

Cancel Request Account

Upon successful setup, an activation email will be sent to the user with a link to establish a

password. Once the password is established, the user has the ability to log in.

..i MultiPlan.

@ Account request complete

Thank you !

You will receive an email at this address with instructions on how to activate your account:

@multiplan.com

Check your spam folder if you do not receive an email.

If you still did not receive an email call us at 877-469-0352.

Note: Emails are sent by support@multiplan.com. Be sure to add this address

to the “safe” list if email filters are utilized.

Self Service Provider Portal User Guide — October 2024
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How to Activate an Account

Step Action

1. Open the email and locate URL link.

From: MultiPlan Support <support@multiplan.com>

Sent: Tuesday, February 07, 2023 12:21 PM

To:

Subject: Almost done: Validate your new MultiPlan Portal account

MultiPlan has created an account for to access our portal. Before using our system, you will need to validate
information and establish a password by clicking here.

If the above link does not work for you, please copy and paste the following URL to Activate your email address for the account.

https://profile. multiplan. com/createpassword 7e=9-d86 7bf1 ¢ 546696-4-dba5 8- 1005 1a8d34 7 f46dbat0aab04-c 1 9-ecd4-93a00a6888-ble-
69e2578¢81£4-826f14£f0303-6be9-bl43ef-9-acbed9alee6732-d6e049ac46d442-427874-e85fc | dbe6-aced647e06-b3926e4-c83d3f82a3bf-eb-
2¢770-41059ad7f0-4bad757f57e0ab6a--31c14-51727e3ddd-3a3 Te4f35-2c183364-42f6-d4Te7-89df8c0Tbf

This is an automated response. Please do not reply to this message. If you need assistance, you may reach us via email by sending a brand new
message to support@multiplan.com, or call us at 877-685-8411.

Thank you,
The MultiPlan Support Team

support@multiplan.com
877-685-8411

2. Click once on the link provided in the email to activate the account.

Important:
e The activation link must be used within 7 calendar days after receipt.

e The activation link can only be used once; therefore it is important to

complete the activation of the account upon accessing the link.

e Check Spam Folders in the event that the activation email does not

appear in the Inbox Folder.

o If the link expires before activating, contact support@multiplan.com to

request a new link.

3. The Create Password page will appear first. Enter the desired and then click Create

Password.

Self Service Provider Portal User Guide — October 2024
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Step

Action

SiMultiPlan.

Password must contain the following...

* A minimum of 12 characters

Create Password

*Password ¢ At least one numeric digit (0-9)
® * At least one upper case letter (A-Z)
e At least one lower case letter (a-2)
*Confirm Password o At least one special character (e.g.! & # % ™"
(O]

The following rules also apply...

Cannot contain your last or first name
Cannot contain your user id
Create Password ’

Cannot contain three (3) or more consecutive identical characters

Cannot be the same as one of your previous six (6) passwords

Must contain at least four (4) changed characters from previous
password

Important: Use the password rules located on the right hand side of the page.

The Confirmation page will appear stating that password has been set.

..i MultiPlan.

o Password Created

You can now sign in with your new password.

Go to the MultiPlan Provider Portal

Click on Go to the MultiPlan Provider Portal to log into portal.

Enter in email address and password into sign on fields, and click the Sign In button to verify
access.

Self Service Provider Portal User Guide — October 2024
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Step Action
.2l MultiPlan. Provider Portal

St Welcome to the MultiPlan Provider Portal
ignin
9 The portal lets you view and update your network-related information,

Email such as credentialing and track

st of all, it’s free- no downloads req
Password Beg 19

can open a service case without an

We use muiti-factor authentication to help keep you safe, learn mo

any license with any Federa

Loqg In Items

‘ Accessing the Provider Portal

The link to access MultiPlan’s Provider Portal varies depending on whether or not a user account exists.

Don’t have an account or need to add another user?

Step Action

1. Go to the Providers section on the MultiPlan website and click Portal log in.

MEMBERS | PROVIDERS | PAYORS

Services Markets Company Careers KnowledgeHub Investors

Self Service Provider Portal User Guide — October 2024
7
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Step Action

Online service allows you to:

Verify provider network participation
Submit billing and network inquiries

Check application and request status

Access client lists

Request fee schedules, contracts and rosters
Add providers to a group

Update demographic information

Obtain and submit group rosters

Are you a healthcare provider already participating in our
networks?

* Find out more about our Provider Portal >

Portal log in > * Register for portal training now >

Note: Once Provider Portal Log In screen appears, save to favorites for

easy access in the future.

2. From the Provider Portal Log In screen, click the link that is labeled Click here to self-register.

Welcome to the MultiPlan Provider Portal

then on the next pa

Ily you may use the

can cor

Already have an account?

e Use the following link to sign into the secured Provider Portal site:

https://provider.multiplan.com/provider/

e Or access through saved link in favorites during the account access process.

Message Banner

Any time enhancements or routine maintenance are made in the Provider Portal, there will be a message

banner on the log in page stating when the system is being taken down.

Self Service Provider Portal User Guide — October 2024
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& The Portal will be down for routine maintenance from

A banner within the Provider Portal’'s home page will also display the new features.

| New as of August 24th)|

The Browser Upgrade Recommended banner notifies when a current browser is out of date and how to

upgrade to the latest version. To dismiss, click the X in the banner box.

Browser Upgrade Recommended

Your browser is either not supported by the MultiPlan Portal, or it will soon be unsupported (Internet Explorer 8, 9 and 10).
Upgrade to the latest version of Internet Explorer or Chrome for the best experience.

Log In Screen

The Log In page prompts users to log in to access the Provider Portal.

Once an account has been created, enter the email address and password and select Sign In to access
the Provider Portal. This option allows providers to create customer service cases, search for a claim,
and check status on existing cases. In addition to those features the self-service access allows for

viewing network and practitioner product information.

B
< Multif Provider Portal
) Welcome to the MultiPlan Provider Portal
Sign In
The portal lets you view and update your network-related information
Email manage uch as credentia nd track service case
histor of all, it’s free- no downloads required re to install

For No Surprises Act

First time visitor? Register for an account so we can communicate with

you via this portal. Optionally you can open a service case without an

account from the link on the registration page

We use muiti-factor authentication to help keep you safe, learn more

Self Service Provider Portal User Guide — October 2024
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Technical Difficulties

For technical difficulties, contact MultiPlan Support at support@mutliplan.com.

Support Applications

As of January 2016, Microsoft Corporation only supports the most current version of Internet Explorer (IE

11). Using an unsupported browser to access the Provider Portal may result in unavailable features or
elements not appearing as they should.

When using IE 8, 9 or 10, MultiPlan recommends upgrading the browser soon to maintain optimal
compatibility with the portal. Please also be aware that IE 7 and below are no longer supported, along
with Firefox, Safari and Opera.

For the best portal experience, upgrade today to the latest version of Internet Explorer or Chrome.

The Browser Upgrade Recommended banner notifies when a current browser is out of date and how to
upgrade to the latest version. To dismiss, click the X in the banner box.

Browser Upgrade Recommended X

Your browser is either not supported by the MultiPlan Portal, or it will soon be unsupported (Internet Explorer 8, 9 and 10).
Upgrade to the latest version of Internet Explorer or Chrome for the best experience.

Forgot Your Password

If a password is forgotten when logging in to the Provider Portal, it can be reset to restore access to the
user account. Follow the steps below to reset password.

Step Action

1. On the log in screen, select Forgot Password link.

Self Service Provider Portal User Guide — October 2024
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Step

Action

.'ii MultiPlan. Provider Portal
Welcome to the MultiPlan Provider Portal

Sign In 2
The portal lets you view and update your network-related information,
Email manage tasks such as credentialing and track your customer service case
history. Best of all, it’s free- no downloads required or software to install
Password Begister for an account

For No Surprises Act

First time visitor? Register for an account so we can communicate with
you via this portal. Optionally you can open a service case without an
account from the link on the registration page.

using this portal you are agreeing to oyr 1erms of yse

We use muiti-factor authentication to help keep you safe, learn more

11. The Americ

S (Techr

any Federal age

Enter the email address that is used to sign into the account, and select Send Email.

Reset Password

Enter your email address and we will send you a link to
reset your password.

Email

| Gm—

Reset Password

Enter your email address and we will send you a link to
reset your password.

Email

@gmail.com

Send Email

Instructions on how to reset the password will be sent to the email address provided.

Self Service Provider Portal User Guide — October 2024
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Step

Action

Q Request Sent

An email has been sent with a link to reset your password.

It will expire in one hour.

Note: The password reset link will be valid for one hour. If the password is not

reset within the hour it will expire.

o |f the password link has expired, another request can be sent to reset

the password following the above steps.

o |If the reset password email does not show up in your inbox, check

your spam folder.

General Security Information

’ Change Password Process & Policy

Every 90 days there will be a prompt to change the login password in order to be compliant with

MultiPlan’s security policy.

How to change password:

Step

Action

Identify prompt and click the Update Password Now button.

Self Service Provider Portal User Guide — October 2024
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Step

Action

Type in the current password, then the new password in each of the noted fields.

*New Password

*Confirm Password

CANCEL UPDATE

o Important: Use the password rules located on the right hand side of the page.

Once all fields are completed, click the Update button.

Reset or Expired Password Process

When a password is forgotten or expired, it can be reset to restore account access.

How to establish a new password:

Step

Action

From the login page, click on the Forgot Password link.

Self Service Provider Portal User Guide — October 2024
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Step

Action

.'éi MultiPlan. Provider Portal
Welcome to the MultiPlan Provider Portal

Sign In 2
The portal lets you view and update your network-related information,
Email manage tasks such as credentialing and track your customer service case
history. Best of all, it’s free- no downloads required or software to install
Password Register for an account

For No Surprises Act

First time vistor? Register for an account so we can communicate with

you via this portal. Optionally you can open a service case without an

account from the link on the registration page.

q this portal you ace agreeing to

We use multi-factor authentication to help keep you safe, learn more

Prizacy. Policy

ecommending their use. The

For an expired password click Reset Password.

o Password Has Expired reset password

Type in email address that is used to sign into the account and click the Send Email button.

Reset Password

Enter your email address and we will send you a link to
reset your password.

Email

Self Service Provider Portal User Guide — October 2024
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Step

Action

Reset Password

Enter your email address and we will send you a link to
reset your password.

Email

@gmail.com

Send Email

A notification will display on the page that Your Request Has Been Sent to the email address

entered from the Reset Password page.

Q Request Sent

An email has been sent with a link to reset your password.

It will expire in one hour.

Important:
e The password rest link will be valid for one hour.
e If the password is not rest within the hour, it will expire.

e If the password link has expired, another request can be sent to reset

the password by going back to step 1.

Once the email is received, click once on the URL link provided and follow prompts, which are

the same as activation.

el S ol
b

W T e peraidl b TSGR T e PNQOT pher S0 70 W Fln Poamal soroasnt, Fieaese ol g thee Toligwang i 10 reset i
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Inactive Accounts - 180 Days

If an account is inactive in the Provider Portal, after 180 days the access will expire. To reactivate

account, please contact MultiPlan support at support@mutliplan.com.

Idle Message

15 Minute Warning

When the Provider Portal is idle for 15 minutes, a message will appear stating You are about to be

signed out. To remain signed in, click the OK button.

Expiration Warning

This page will expire unless a response is received within 15 minutes. Click OK to prevent expiration.

30 Minute Warning

When the Provider Portal is idle for 30 minutes, the Page Expired message will appear. To sign back in,

click the OK button and sign back into the Provider Portal.

Page Expired - MultiPlan Provider Por...

The page has expired. Click OK to continue,

OK

Self Service Provider Portal User Guide — October 2024
16
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. MultiPlan. Provider Portal
) Welcome to the MultiPlan Provider Portal
Sign In ;
The portal lets you view and update you d information,
Email :
service case
re to install
Password Reg 12

For No Surprises Act

Sign In First time visitor? Register for an account so we can communicate with

you via this portal. Optional

can open a service case w thout an

account from the link on the registration page.

We use multi-factor authentication to help keep you safe, learn more

Incorrect Email or Password

An error will be displayed when an invalid email or password is attempted upon logging into to the
Provider Portal.

@ Incorrect Email or Password

The Provider Portal will allow five attempts to successfully sign into the system. Once there have been
five failed attempts, the system will lock out that email for 30 minutes. After 30 minutes, attempts to sign
on may resume.

PORTAL NAVIGATION

Introduction

Navigating within the Provider Portal is achieved by using the Home tab, the dropdown menu within the
Customer Service tab, the Claims tab, the dropdown menu within the Manger User Access tab, the Help

& Resources tab, and Profile & Preference based on access.
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Standard view:

Home Customer Service »

A MultiPlan. Provider

Claims

yrta Hi JoeX ClaimsX -

Help & Resources

Administrator view:

~l MultiPlan

Home Customer Service »

Provider Porta

Hi Training Claims =

Manage User Access = Help & Resources

Navigation Menu

Description

Home Tab

Allows navigation of the main portal page.

Note: The only way to access group and individual
practitioner demographic information is from the

Home tab.

Customer Service
Tab/Menu

Provides access to create a new service case or a list of recently opened
and closed service cases.

Customer Service =

Open New Service Case
View Service Cases

Search Service Cases

Menu options:
e Open New Service Case
o Utilized to create new customer service cases.
e View Service Cases

o Provides access to all open and closed service cases.
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Navigation Menu

Description

o Closed service cases will display for up to 24 months.

e Search Service Cases

o Utilized to search for existing case(s) based on certain
criteria.

Claims

Utilized to search for claims.

Manage User Access
Tab/Menu

Provides access to a list of manager level access options.

Note: This tab is limited to manager level access
users only.

Manage User Access v

Manage Users

Update Global Settings

View Pending Requests

Menu options:
e Manage Users

o Utilized to assign and/or remove roles to other users.

e Update Global Settings

o Utilized to update global settings.

e View Pending Requests

o Utilized to approve or decline pending access requests.

Help & Resources Tab

Provides access to the following information:
e Using the Portal section

o This section contains the current Portal User Guide and

Guidelines & Terms for Portal Administrators.

¢ FAQ section

o This section contains frequently asked questions and

answers within each topic.
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Navigation Menu

Description

e Take Action section

o This section contains provider applications and

credentialing forms.
e Give Feedback section
o This section contains the Provider Portal Survey.
e Learn About MultiPlan section

o This section contains information about MultiPlan
products, a copy of the Provider Handbook, and Client
Lists.

Hi “Name”

Provides access to update profile, preferences, and logging out.

Hi Training Claims

View Your Profile

View Your Preferences

Sign out of the Portal

Menu options:
e View Your Profile
o Ability to update profiles and passwords.

o Administrators may utilize Add Provider Access, but the

preference is to use the Manage User Access tab.
e View Your Preferences

o Ability to change options to receive or not receive

customer service case email notifications.
e Sign out of the Portal

o Ability to log out of the Provider Portal.
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Profile & Preferences

’ Introduction

On the Home Page under the Hi-Name feature is located in the upper right hand corner of the window.
This allows for changes to the Profile and Preferences.

Hi Training Claims E

b

Hi Training Claims ~

View Your Profile

View Your Preferences

Sign out of the Portal

Profile

View Provider Portal access by using the View Your Profile page. Updates can be made to personal

information, passwords can be reset, and requests can be made to gain access to additional providers.

Training Claims
§ My Provider Access
claims@mg.com

MultiFlan Contract ID: 22254

Manage Users Update Global Settings

Phone(s)

784-

Fax(s)
WA
) HultiFfan Contract ID: 8237403

i Adenin Agoess
Other Email(s) i) Adericy A

clalms1@tng.com

Important: The Add Provider Access option is not applicable to an Ancillary
or Facility provider type at this time.
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How to use the update profile option:

Step Action

1. Click the Update Profile button.

Updale Profile

This opens all of the editable fields.

2. Enter information in any of the fields that need to be updated/changed.

Update User Profile

*First Name:

Training

* ast Name:

Claims

*Primary Email &

claims@tng.com

Alternate Email

claims1@tng.com

*Primary Phone
555-555-55555] XX

[JInternational No.

Alternate Phone

[]International No.

Primary Fax

[]International No.

Alternate Fax

[]International No.
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Step Action

3. Click the Update button to accept changes or Cancel button to cancel changes.

CANCEL UPDATE

How to use the reset password option:

Step Action
1. Click the Reset Password button.
Reset Password
2. The following pop screen will appear. Follow the instructions to continue resetting your
password:

Reset Password

When you click "Reset" you will be automatically logged
out of the Portal. Information on how to reset your
password will be sent to the primary address on your
account. The link in the email will expire in one hour. If
you do not receive an email or you do not reset your
password within this time, you will need to initiate your
request again. You can do this at
provider.multiplan.com.

CANCEL RESET
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Individually Contracted Practitioner - How to use the add provider

access option:

Step Action

1. To gain access to claims and demographic information for additional providers, click the Add
Provider Access button.

Select the Add access button within the Individually Contracted Practitioner(s) option.

Request Access

Individually Contracted Group or PHO/Health Ancillary or Facility
Practitioner(s) System
ADD ACCESS ADD ACCESS Not svailable st this tme.

Enter the practitioner's NPI and TIN.

Request Access

&ll fields are required

Tell us about the practitioner

#*What is your practitioner's NPI?

#What is your practitioner's TIN?

Click Next.

NEXT
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Step Action
2. The Portal will validate the NPI and TIN entered using the MultiPlan database.
Did the NPl and TIN match?
¢ No, the NPl and TIN did not match, continue step 3.
e Yes, the NPI and TIN matched, skip to step 7.
3. The Portal will display a TIN / NPl Mismatch page when a match was not made.

<]
TIN / NPI MISMATCH

The TIN and/or NPI you entered did not match MultiPlan's records; please
double-check and try again.

You can also have MultiPlan contact you to research the TIN and NPI.

..+ Correct the TIN and/or NPI entered and try again.

(O Have MultiPlan contact me to find this provider
This option will open a customer service case.

CORRECT TIN / NPI

You have the option to go back to the previous page to re-enter different information or

continue creating an account without access to the practitioner’s claim and demographic

information.

Would you like to correct the information entered or create an account without access to the

practitioner?

e If you decide to enter a new TIN and/or NPI, continue to step 4.

e If you decide to elect to have MultiPlan contact me to find this provider, skip to step

5.
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Step Action

4, If the option to Correct my TIN and/or NPI entered and try again is selected, click the
Correct TIN / NPI button. The window will close and the page to enter the NP1 and TIN fields
will display; go to step 1.
L
TIN / NPI MISMATCH
The TIN and/or NPI you entered did not match MultiPlan's records; please
double-check and try again.
You can also have MultiPian contact you to research the TIN and NPI.
{®! Correct the TIN and/or NPI entered and try again.
_ Have MultiPlan contact me to find this provider
This option will open a customer service case.
5.

If the option to Have MultiPlan contact me to find this practitioner is selected click Have
MultiPlan Contact Me button.

TIN / NPI MISMATCH

The TIN and/or NPI you entered did not match MultiPlan's records; please
double-check and try again.

You ¢an also have MultiPlan contact you to research the TIN and NPI.

Correct the TIN and/or NPI entered and try again.

® Have MultiPlan contact me to find this provider
This option will open a customer service case.
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Step Action
6. When the decision is made to have MultiPlan contact you, a case will be created and you will
receive a Service Case Created page.
A case will be created and submitted to MultiPlan. A MultiPlan representative will contact you
regarding the NPI/TIN Match error that occurred.
@ Service Case(s) Created
Service Case Number: 4042492
Expedite your case
Details have been emailed to you at: Upload Files Send us a Fax
——— / Add claims, EOBs or other .. / Print a pre-populated cover sheet
!/' supporting material to this case. i snd fax your case-related
. = g ocumentation to
B888-850-7604
If you do not have these documents / files available at this time, you can always upload them when you
are viewing the case.
7. If a match was made on the information entered the screen that is displayed will depend on
whether or not the practitioner has an administrator.
¢ If the practitioner has an administrator for the portal, skip to step 21.
e If the practitioner does not have an administrator for the portal, continue to step 8.
8. Would you like to become the administrator for this practitioner?

e Yes, | will be the administrator, skip to 14.

e No, I will not become the administrator, continue to step 9.
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Step

Action

If the decision made is to not become the administrator for the practitioner, click the radio

button | will not become the administrator.

n The following practitioner does not have an administrator for the MultiPlan Portal.
i v PN, -
NPI:
If you choose to become the administrator, then you will have the responsihility to approve and deny all other user
If you choose not to become the administrator, then because this provider does not yet have an administrator, you

cases. MultiPlan will contact you to identify the appropriate individual to become the administrator, so that you can|
claims.

#What would you like to do?

I will be the administrator

) I will not become the administrator

Click Next.

NEXT

10.

The portal will display a pop-up message, asking the user to verify what they would like to do.

Are You Sure?

The requested Provider does not have an administrator on our portal.

(O Have MultiPlan contact me to identify an administrator
This option will open a customer service case.

VIEW ADMIN OPTIONS
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Step

Action

11.

If the decision made is to return to administrator, select on the radio button and click the View

Admin Options button.

Are You Sure?

The requested Provider does not have an administrator on our portal.

® Return to administrator options

Have MultiPlan contact me to identify an administrator
This option will open a customer service case.

VIEW ADMIN OPTIONS

The system will redirect you back to the Request Access screen to make another selection.

! The following practitioner does not have an administrator for the MultiPlan Portal.
LR
NP1:

If you choose to become the admemnistrator, then you will have the responsibility to approve and deny all other use
If you choose not to become the administrator, then because this provider does not yet have an administrator, you

cases. MultiPlan will contact you to identify the appropriate individual to become the administrator, so that you can|
claims.

*What would you like to do?

I will be the administrator

I will not become the administrator

Would you like to become the administrator for this practitioner?
e Yes, | will become the administrator, skip to step 14.

e No, I will not become the administrator, continue to step 12.
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Step Action
12. If the decision made is to have MultiPlan contact you to identify an administrator; select the
radio button and click Have MultiPlan Contact Me button.
-]
Are You Sure?
The requested Provider does not have an administrator on our portal.
) Return to administrator options
® Have MultiPlan contact me to identify an administrator
This option will open & customer service case.
HAVE MULTIPLAN CONTACT ME 1
13. The portal will create a service case for the user. MultiPlan will contact you to identify an
administrator for the practitioner.
@ Service Casels) Created
Service Case Number: 4042492
Expedite wour case
Datalls haren been emalied b you at: Upload Files Sand 5k b Fae
L Lol el S35 o, & eyl G s
£A6-850- 7004
M yoee oo nat have thass Sooamarts | Mles svalabis 3t this Time, youl CON SwWarys uplodd tham whan you
e yigwing the Lase
14. If the decision is to become the administrator, select the radio button next to | will be the

administrator and click Next.

! The following practitioner does not have an administrator for the MultiPlan Portal.
i B B
NP1:

If you choose to become the administrator, then you will have the responsibility to approve and deny all other use
If you choose not to become the administrator, then because this provider does not yet have an administrator, you

cases. MultiPlan will contact vou to identify the appropriate individual to become the administrator, so that you can|
claims.,

*What would you like to do?

I will be the administrator
I will not become the administrator
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Step

Action

15.

The portal will display the Terms of Use page.

Request Access

You must read and accept the following terms in order to become the administrator

By 3gresing to terms of bacoming the administrator, I am confirming that all of the information contained delow is true and accurate

§ am authorized 10 be administrator for Bruce A Mackey, MO, 30d Cortify that 1 am autherized 1o assign and maintain other users for Bruce A Mackey, MD for the purposes of
interacting directty with MultiPtan

! related to the Group/entily in accordance with MultiPlan’s caline portal

esponsibie for which users have access 1o the MultiPlaa's Provide

"y ¥
authorized user(s) understand and acknowledge that they will have access to Bruce A Mackey, MD's confidential information and agree to treat such information as confidential
and use the infermation only as specfically athorized by Bruce A Mackey, ND, Multiffan, Inc. has no Habilty with respect 1o any unauthorized access by third parties

CANCEL DECLINE ACCEPT
—— )

To accept the terms, click the box next to the statement | have read and accept the terms of

use for being the administrator.

[[] 1 have read and accept the terms of use for being the administrator.

Click Accept.

ACCEPT

Skip to step 17.

16.

If Decline is selected, you will be asked to verify the information captured through the account

set up process.

CANCEL DECLINE ACCEPT

A notification will appear asking if you are sure you want to decline the request to become the

administrator as the requested provider does not have an administrator on our portal.
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Step Action
[]
Are You Sure?
The requested Provider does not have an administrator on our portal.
Return to administrator terms options
O T will not accept the terms
This option will open a customer service case.
VIEW TERMS
If Return to administrator terms options is selected, click View Terms and return to step 15.
[]
Are You Sure?
The requested Provider does not have an administrator on our portal.
I @ Return to administrator terms op{iunsl
O I will not accept the terms
This option will open a customer service case.
VIEW TERMS
EEE—
If I will not accept the terms is selected, click Have MultiPlan Contact Me. A service case
will be created on your behalf and a MultiPlan representative will contact you.
]
Are You Sure?
The requested Provider does not have an administrator on our portal.
) Return to administrator terms options
® 1 will not accept the terms
This option will open a customer service case,
HAVE MULTIPLAN CONTACT ME
@ Service Case(s) Created
Service Case Number: 4042492
Expedite your case
Dt aily Farve beon emalled bo you ot Upload Files el i i Fn
i { EEEFIHES |:ult.hww-p -y f]pw pep\.uhdﬂ\.ww nhel
= ppeTio el to the carse. %..‘ ;;C;lp:;;:;::'lwi.m
- A5 Tl
B yoes B3 NGt Nav thass Socsmenss | Milkgs Jvadabie 3t Chig Tima, youl £30 Slways upbsdsd tham whan yog
4 i the o
17. If the option to become the administrator is selected, enter the practitioner’s social security

number and date of birth, then click the Next button.
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Step Action
Note: Entering the social security number (SSN) and date of birth (DOB) is
MultiPlan’s way to verify proprietary information for privacy purposes in order to
authenticate you as an administrator of the account.
Tell us about the practitioner
#What is your practitioner's SSN?
#*What is your practitioner's DOB?
I_'I
18. The Request Access page will ask you to verify whether the information displayed is okay.

If yes, select Yes, Gain Access continue to step 19.

If no, select No, Cancel go to step 20.

Request Access

Is this okay?

Request access to:

am ol Peaais - LI 2]
NPl asssss sas

Self Service Provider Portal User Guide — October 2024
33




~iMultiPlan.

Step

Action

19.

If Yes, Gain Access was selected, an Access Granted page will appear. The practitioner
name and NPI will appear under My Provider Access with the notification that the requester is

the User Administrator.

e Under My Provider Access click on the View Practitioner Info link to view the individually
contracted practitioner’'s demographic information. Administrator Users will have the ability

to Manage User Roles as well.

® Access Granted €=

Test Notes

Update Profe Resot Password Acd Providor Accoss

No notes available

Email(s)
P My Provider Access

Phone(s)

Fax(s)
N/A

Manage User Roles: Administrator can view user types as well as manage user roles for the

provider profile.

Manage Users

[E] About user Types and Boie

Manage Users for (¥ & RiFROEN SCRTEN

Wser e User Type — Roles
Test. Practiboner User P Sapch
‘ sl URDATE
W viem Demograghics
B Submit Damograshic Chas

ik
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Step Action
20. If No, Cancel option was selected, the requester will receive an Unsaved Work message
asking if they would like to continue with the cancellation or return to the Request Access
page.
]
& Unsaved Work
Click YES, I WANT TO CANCEL to proceed with your request.
Click NEVER MIND to remain on the current screen.
YES,I| WANT TO CANCEL
21.

If an administrator exists for the practitioner, the following screen will appear asking the user to

verify if the information displayed is okay.

Request Access

Is this okay?

Request access to:

R I Y
MPI: assss: sam

L ]

Is the information okay?

e Yes is the information is okay, click Yes, Request Access.

¢ No the information is not okay, click No, Cancel.
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Step Action

22. If the information is okay and Yes, Request Access was selected, an Access Requested
screen will appear displaying the user’s provider access. The Pending approval by the
administrator message will display under Manage user Access section until the request is
approved or declined by the administrator.

@ Access Requested

Group or PHO/Health System - How to use the add provider access

option:

Step Action

1. To gain access to claims and demographic information for additional providers, click the Add
Provider Access button.

[ 1 A [}
2. Select the Add access button within the Group or PHO/Health System option.
Regquest Access
Individually Contracted Group or PHO/Health Ancillary or Facility
Practitioner(s) System
ADD ACCESS ADD ACCESS Not available at this tme.

3. In the Request Access screen, enter in the NPI, TIN, and MultiPlan Group ID (optional).
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Step Action

Request Access

&l fields are required

Tell us about the group

#What is your group's NPI?

*What is your group's TIN?

What is your group's MultiPlan Group ID?

optional

The Group ID is optional and if the NPI or TIN is not known, the Group ID can be used in
combination with either the NPI or the TIN.

Click the Next button.

NEXT

In the confirmation screen the question “Is this okay?” will appear.

Request Access

Is this okay?

Request access to:

R T s bw oakba
MPI: sasssss sam
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Step

Action

When correct click the Yes, Request Access button.

YES, REQUEST ACCESS

The

Access Requested confirmation will appear.

@ Access Requested

Preferences

View Provider Portal notifications by using the View Your Preferences page. Multiplan has a service that

helps manage customer service cases by providing email notifications.

- "R g

@ Yes

Mo

Application Preferences

Customer Service Preferences

Each time a customer service case is created, closed or reopened you will receive an email at your primary email address:

Would you like to receive an email each time MultiPlan adds a note to your service case?

In the View Your Preferences section, the system will default the radio button to Yes, which indicates that

the notification email will be sent whenever a customer service case is created, closed, reopened, or a

note is added.

To self-manage customer service cases and stop the email notifications click the radio button next to No

and click the Update button.

@ Mo

UPDATE
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If the email address in this section is incorrect or needs to be updated, click the updating your profile

link and this will push to the Profile page to update Profile.

HOME PAGE

Overview

‘ Introduction

Upon logging into the Provider Portal the system will default to the Home Page. There are multiple

features that can be accessed from this screen:

View the FAQ’s and User Guide

Search for a claim

View the last five recently opened or closed service cases under the Customer Service Cases

section

Message Banner displays new features available in the Portal

Search for a patrticipating provider

View Provider Demographics for self-service users:

o Individual practitioners:

=  Practitioner information
= Contracts
= Address

o Group practitioners:

= Group information
= Office Information
»=  View practitioners
* Recred Status

= Application Status

o Ancillary/Facility practitioners do not have self-service access, only customer service

access at this time.
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sl Multil

i

Open Cases

Home Customer Service = Help & Rescurces

Netweork Providers: Add access to your provider data

Turbo-charge your portal exp

Customer Service Cases

Created O Case & Inquiry Frovider Mame

MNo Surprises Act

Select the Customer Service oplion o epen a case if you wank to epen a negotiation,
Initiate DR or ask a question related (o surprise bal claims.

nce with acoess o spex practitioners and/for

COVID-19 Information

Closed Cases

Service Reason for

MNo open service cases

b
=4 Search for a participating provider for your patient

Searching For a Participating Provider For Your Patient

‘ Introduction

To search for a participating provider for patients, utilize the Search for a participating provider for your

patient link on the home page of the Provider Portal which links directly to the MultiPlan Website.

‘ How to search for a participating provider:

Step Action
1. One the Home Page, locate and click Search for participating provider for your patient.
o"'-- ! . . - .
- f. Search for a participating provider for your patient
2. The system will open the MultiPlan Website to the Find a doctor or facility page. It will ask to

track your physical location.

e Allow once if you would like to allow the page to use your current location to search for
a provider.

e You can select options for this site to always allow or always deny the physical location
be used.
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Step

Action

e Clicking on the x will not allow the page to track your physical location.

On the bottom of the screen a banner will appear that you will need to select OK before you

can move forward to search.

Please Read Before You Proceed
‘We work hard to ensure our data is accurate, but provider information changes frequently. Also, finding a provider on this site is not a guarantee of benefits coverage.

Before you recelve care, you should contact:

= The provider to verify new patient status, location and network participation.
= Your health plan to verify your benefits.

READ IMPORTANT INFORMATION ABOUT COVID-19 HERE

Click OK to continue.

Click on Select Network to identify the network that should be searched.

Find a doctor or Facility

Search For providers in your
network

Providers lisked may not be in your network

For language assistance, please call 866-981-7427
and hold for a representative. For TTY/TDD service,
please call 866-918-T427.

Report an ADA barrier

A pop up screen will appear to select the network from.

Which network would you like to search?

benefits ID card)
PHCS
MultiPlan
HealthEOS
ValuePoint
Beech Street
AMN, RAN, andfor HMN
First Choice Health Network

Idon't see one of these

(Network logo usually appears on the front or back of your
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Step Action

Click on the appropriate network selection. Dependent upon the selection, additional pop up
screens may appear to further clarify the search.

Back

Do you see any of these statements on your
benefits ID card?

(Statement usually appears below the logo)

Out of Area
Extended PPO
Limited Benefit Plan

Practitioner Only
Hospital Only

Practitioner & Ancillary

Preventive Services Only

Specific Services

Healthy Directions

For Value-Driven Health Plans

| don't see any of these statements

Once the selections have been made regarding the network, either click into the search field
and select from the available options in the dropdown menu or enter 4 or more characters from

the name, specialty, facility type, NP1 # or license # to use as search criteria.

Find a doctor or facility

P H CS PHCS Limited Benefit Plan

m : . - . = _ ‘ : e e ‘ - : nl

Select one or enter 4 or more characters for
[CIremember my network more options for
Popular Facility Types
Hospital

Laboratory
Mammogram

Physical Therapy

For language assistance, please call 866-981-7427
and hold for a representative, For TTY/TDD service,
please call 866-918-7427. Urgent Care

Popular Specialty Names
Family Practice

Internal Medicine

Report an ADA barrier Nurse Practitioner

Obstetrics and Gynecology

I -
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Step Action
If entering search criteria, a drop down menu will appear to provide selections based on the
text entered. Click on the appropriate selection to choose it for review.
Once you have selected the search option, if you did not select using the physical location in
the beginning of the search, enter the City/County & State or the Zip Code in the City/County
& State or Zip field and select the search icon.
Fami Near City/County & State or Zip ‘ n
Specialty Name .
Family Doctor for
Family Medicine
Family Practice
Marriage and Family Counseling
Marriage and Family Counselor
Marriage and Family Therapist
Marriage and Family Therapy
5. The results page will display the name, provider type, if Telemedicine services are available,

modalities (if applicable), address, telephone number and mile radius.

Find a doctor or facility

PHCS

Clremermber my netwerk

Directory Information last updated earlier today.
237 results for ‘Family Medicine’ near 84070

Refine Results
-
= Location

within - 20 Miles =

PHCS Limited Banafit Plan

e - n

IF you are searching for a national lab, please click here for
information on how to find current locations.

& Printer Friendly ) Email Results Softby  Distance (apprec) -

0.36 Miles

B01-533-2002

Wiew all Locations

1.18 Miles

£ vk, Chiistina M, M.D.

8015625200

Wiew all Locations

Note: A Refine Results section is on the left hand side of the screen.

Choose a filter and then Apply Filters to utilize the filter for the search or

Reset Filters to remove the filter from the search.

Self Service Provider Portal User Guide — October 2024

43




siMultiPlan.

Step Action

Refine Results

Apply Filters Reset Filters

== Location

Within | 20 Miles ~

== New Patient Status

@ All
QO Accepts New Patients (152)

== Gender

@ Al
QO Female (64)
O Male (26)
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Step Action

== |anguage

[ Arabic (1)

[ English (160)

[1 Farsi (1)

[ French (2)

[ Gujarati (2)

[ Hindi (8) -

== Hospital Affiliations

[1 AHS Bailey Medical Center (1)
[] Adventist Health Bakersfield (1)
[ Adventist Health Tehachapi Valley (1)

|:| )(As)cension Seton Medical Center Austin
2

[] Ascension Seton Northwest (1)

71 Ascension Seton Williamson (1)

== Handicap Accessible

@ All
(O Handicap Accessible (82)
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Step Action

== Telemedicine Services

@ All

(O Telemedicine Services (99)

== Routine Visit Office Wait

[ 1-5 days (22)
[ 6-15 days (16)
[ Greater than 15 days (2)

== Urgent Care OFffice Wait

[ Less than 1 day (9)

[ 1-5 days (5)

== New Patient Visit Office Wait

1 1-5 days (16)
[J 6-15 days (19)
[[] Greater than 15 days (5)
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Step Action

== Board Certified

@ All
(O Board Certified (11)

== Education

[] Kirksville College of Osteopathic
Medicine (1)

] McGill University (1)
[1 Medical College of Wisconsin (2)

[] Robert Wood Johnsen Medical School -
UMDNJ (1)

[] university of California (Irvine) (1)

== Degree

1D.0.(1)
1 M.D. (16)

== Essential Provider

@ All
(O Essential Community Provider (1)

Apply Filters Reset Filters

Close the tab or the window to exit the MultiPlan Website.

4 bt/ e multiplan.com search smarch- O - > ' MultiPlan | Search ... *
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CUSTOMER SERVICE TAB

’ Introduction
The Customer Service tab provides access to create a new service case, view a list of recently opened or

closed service cases and search for service cases.

Customer Service »

Open New Service Case
View Service Cases

Search Service Cases

Menu options:
e Open New Service Case
o Utilized to create new customer service cases.
e View Service Cases
o Provides access to all open and closed service cases.
o Closed service cases will display for up to 24 months.
e Search Service Cases

o Ultilized to search for existing case(s) based on certain criteria.

Open New Service Case

’ Introduction

Open New Service Case option is used to create a new service case for a specific inquiry or issue.

Cases submitted to MultiPlan will display a confirmation summary indicating the service case reference
number, email notification as well as two methods to supply any supporting documentation related to the

service case issue. Once a case is created, the following functions are available:

e View the current status of an open service case as well as the note entry history related to the

working status of a service case.

e Add notes and attachments to open service cases.
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e View attachments uploaded to the service case.

e Reopen a closed service case.

e Search for an existing service case.

Create a New Service Case

Follow the steps below to submit a service case.

Note:

. | *Required ]
e Items with an asterisk are required.

e Items with a Question Mark icon have help text available.

How to create a new service case:

Step Action

1. To open a new service case, click on the Customer Service tab on the navigational tool bar

and select Open New Service Case from the dropdown menu.

Customer Service v

IOper MNew Service Casel

View Service Cases

Search Service Cases

2. In the Provider Information section, select which provider is involved in the case using the
Provider Involved dropdown. The information in this dropdown will represent group,

practitioner, or ancillary/facility. Click on desired provider.

Provider Information

*Provider Involved
-SelectOne- B

If provider is not associated to the group, practitioner, or ancillary/facility, select Other.
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Step Action

*Provider Involved

Other El

When a group is selected, the Select Provider Type will appear, type will need to be selected

via the radio button, and required fields will need to be filled out.

*Select Provider Type #Select Provider Type
@ Practitioner/Group Practitionar/Group

Facility/Ancillary L .

i@ : Facility/Ancillary

#Group Name

Other #racility Name

*First Name
*Address
#Last Name
*City
#Address
*City *State
*State #Zip Code
#Zip Code
*Provider TIN

*Provider TIN
NPI

NPT

When multiple contracts are associated to the Provider Involved, an additional Contract
Involved dropdown field will appear. The information in this dropdown will represent the

contracts associated to the provider. Click on desired contract.

#Contract Involved

- Select One - E|

In the Inquiry Information section, select the Network that the case is associated to from the

dropdown.

Inquiry Information

*Network

- Select One - IE‘
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Step

Action

Note: When a customer service issue involves more than one network, select
one of the networks from the dropdown, in the comments field write a detailed
comment on the issues and include the other networks that are associated
with the issue. There is no need to create a separate case for each network

with the same issue.

In the Inquiry Information section, select the Reason for Inquiry that is associated from the

dropdown.

*Reason for Inquiry &

- Select One - [=]

Important: If a No Surprises Act inquiry type is selected, users will receive the

below banner:

Inquiry Information

*Network

Providers looking to find an in-network doctor must go the Home Page and

select Search for a participating provider for your patient.

e |
- “;;’} Search for a participating provider for your patient

Note: Use the dropdown in the Question Mark icon to review the help
text available in order to better understand inquiry reasons. To exit this popup

click the X in the upper right hand corner of the box.
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Step

Action

Explanation of Reason for Inquiry

Not sure what to select? See an explanation of each
reason for inguiry by selecting it in the dropdown.

[ selectone_____________________[&

In the Inquiry Information section, there is a Comments field that is free form to add detailed

information about the customer service case.

" COmiTils SO00 cRAFBCLrs Fismdiring

There is a limitation of 5000 characters in this field and the counter to the right will decrease

with each character added.

Note: This is a free form field and does not have grammar or spellcheck
features, therefore the use of a Word document to copy and paste out of could

be utilized.

Audit all of the fields that have an asterisk to ensure that all required fields have been captured

or update any field prior to opening the service case.

Click the Open Service Case hutton to open the service case or click the Cancel button to

cancel the service case creation.

CANCEL OPEN SERVICE CASE

When clicking the Cancel button an additional box pops up to confirm cancellation.
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Step

Action

& Unsaved Work

Click YES, I WANT TO CAMNCEL to proceed with your request.
Click NEVER MIND to remain on the current screen.

HEVER MIND | YES,) WANT TO CANCEL

Service case is now created and the ability to add an attachment can be accessed in the

screen that appears.

Expedite your case

Upload Files Send us a Fax
Add claims, EOBs or other i/ Print a pre-populated cover sheet
— supporting material to this case. =) and fax your case-related
o documentation to
888-850-7604

If you do not have these documents / files available at this time, you can always upload them when you
are yiewing the case.

To upload a digital attachment:
e Click the Upload Files link

e Click the Choose File button

Upload Document

* [ Cnoose File |No file chosen

CANCEL UPLOAD & SAVE

e Locate document and select it
e Click Open

e Click the Upload & Save button
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Step Action
4
Upload Document
* [| Choose File |user.txt ]
CANCEL UPLOAD & SAVE
Successful document uploaded message will appear and click the OK button.
>
@ Information
Successfully uploaded file user.txt (48 bytes)
OK
9. Service case is now created and the ability to add an attachment can be accessed in the
screen that appears.
Expedite your case
Upload Files Send us a Fax
Add claims, EOBs or other " Print a pre-populated cover sheet
- supporting material to this case e and fax your case-related
/ p— documentation to
888-850-7604
If you do not have these documants / files available at this time, you can always upload them when you
are yiewing the case.
To fax an attachment:
e Click the Send us a Fax link
e Print the prepopulated cover sheet
e Complete any blank fields
e Fax attachment to 888-850-7604
10 Upon successful completion of a case creation, users will receive email notification. The email

will include the unique case number and a link to the Portal case.

Sample Email:
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Step Action

MultiPlan %as recelve qulr e of par Service repressntative erearch & - v s
enall with updates » ¢ ' 1y ave quest egarding t . e case case call . e
4t the nuster 1isted below

Muitieiar i

1-808-540-3387 & efer TO tha Case nusber when spsaking with ¢ epresantative

1-500-3 - whe ) the Case nusber when spesking with ¢ representative

ase Runber: 3RIR212%

Submitter NMame Moy e

Date of subelscion: @7/18/2012

Note: The email will be generated from support@multiplan.com.

View Service Cases

Introduction

View Service Cases option from the Customer Service drop down provides a list of open or closed
cases submitted through the Provider Portal. To view the service cases, select View Service Cases from

the Customer Service drop down menu.

Customer Service v

Open MNew Service Case

I \View Service Cases I

Search Service Cases |

Navigation Buttons

View Service Cases
| Open Service Cases Closed Service Cases |
Created Service
on Case # Inquiry Type Reason for Inquiry Network Group Name Provider Name Created By Reopened On
Ay 10/09/2020 4581744 Credentialing Status - Application Status MultiPlan Metwork Individual Agreement McKeon,Brian Jonathan del Vi

10/08/2020 4581680 Data Maintenance Add a Practitioner via / MultiPlan Network Wound Care Asscciates Unknown,Unknown Jonathan del Vi
09/22/2020 4581480 Claim Inguiry Claim denied as non-p MultiPlan Netwerk Columbia St. Marys, Inc. (CS King,Adam Jonathan del Wi
09/22/2020 4581477 Data Maintenance Update an Address  MultiPlan Metwork Wound Care Associates Unknown,Unknown Jonathan del W
08/19/2020 4581354 Cigna NAO Appeal Foster Care PMC Surgical Associates Lankford,Ashley Jonathan del Vi
08/19/2020 4581363 Claim Inquiry Claim denied as non-p MultiPlan Metwork PMC Surgical Associates Lankford,Ashley Jonathan del Vi
08/15/2020 4581362 Cigna NAO Appeal Clinical Review Aurora Medical Group UNKNOWN, UNKNOWN Jonathan del Vi
06/15/2020 Data Maintenance Add a Practitioner via / MultiPlan Network Wound Care Associates Unknown,Unknown Jonathan del Vi
06/04/2020 Credentialing Status ~ Reguest More Info MultiPlan Network North Shore Long Island Jew Abrashkin,Karen Jonathan del Vi
05/26/2020 Credentialing Status - Application Status MultiPlan Network Columbia St. Marys, Inc. (CS King,Adam Jonathan del Vi

Viewing 1-10 of 110 Page 1 of 11
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Data Field Description

Open Service Cases tab | Displays service cases currently open that the user has submitted.

Closed Service Cases Select this tab to view recently closed service cases. Closed service
tab cases will display for up to 24 months.
Arrow(s) Only 10 service cases will display on the page. Use the page navigation

buttons to view additional service cases.

Open Case Data Fields

View Service Cases

Open Service Cases Closed Service Cases

Created Service
on Case # Inquiry Type Reason for Inquiry Network Group Name Provider Name Created By Reopened On
& 10/09/2020 4581744 Credentialing Status - Application Status MultiPlan MNetwork Individual Agreement McKeon,Brian Jonathan del Vi
10/08/2020 4581680 Data Maintenance Add a Practitioner via # MultiPlan Network Wound Care Associates Unknown,Unknown Jonathan del Vi
09/22/2020 4581480 Claim Inquiry Claim denied as non-p. MultiPlan Network Columbia 5t. Marys, Inc. (CS King,Adam Jonathan del Vi
05/22/2020 4581477 Data Maintenance Update an Address MultiPlan Network Wound Care Associates Unknown,Unknown Jonathan del Vi
08/19/2020 4581364 Cigna NAD Appeal Foster Care PMC Surgical Associates Lankford,Ashley Jonathan del Vi
08/19/2020 4581363 Claim Inguiry Claim denied as non-p. MultiPlan Metwork PMC Surgical Associates Lankford, Ashley Jonathan del Vi
08/19/2020 4581362 Cigna NAD Appeal Clinical Review Aurora Medical Group UNKNOWN, UNKNOWN Jonathan del Vi
06/15/2020 4577945 Data Maintenance Add a Practitioner via 4 MultiPlan Network Wound Care Associates Unknown,Unknown Jonathan del Vi
06/04/2020 Credentialing Status ~ Request More Info MultiPlan Network North Shore Long Island Jew Abrashkin,Karen Jonathan del Vi
05/26/2020 457 Credentialing Status - Application Status MultiPlan Network Columbia 5t. Marys, Inc. (CS King,Adam Jonathan del Vi
Viewing 1-10 of 110 Page 1 of 11 >
Data Field Description
Created On Available when viewing the Open Service Cases tab.

Indicates the date the service case was originally created.

Service Case # The unique identification number used to track the service case.

Note: To view detail on a service case, click the

service case number in blue.

Inquiry Type The issue type that was selected when the service case was created.
Reason for Inquiry Classifies the issue type into a particular category.

Network The Network that was selected when the service case was created.
Group Name The name of the group is captured when applicable.
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Data Field Description

If not applicable, the group name column will be blank.

Provider Name Practitioner’s first and last name or the facility/ancillary name the service
case is related to.

Created By Name of the user who created the service case.

Reopened On Available only when viewing the Open Service Cases tab.

If the service case was previously closed and then reopened, the date the

service case was reopened will be displayed.

Closed Case Data Fields

View Service Cases

Open Service Cases Closed Service Cases

I Closed On  Service Case # Inquiry Type Reason for Inquiry Network Group Name Provider Name Created By I
—

Data Field Description

Closed On Available when viewing the Closed Service Cases tab.

Indicates the date the service case was closed.

Service Case # The unique identification number used to track the service case.

Note: To view detail on a service case, click the

service case number in blue.

Inquiry Type The issue type that was selected when the service case was created.
Reason for Inquiry Classifies the issue type into a particular category.

Network The Network that was selected when the service case was created.
Group Name The name of the group is captured when applicable.

If not applicable, the group name column will be blank.

Provider Name Practitioner’s first and last name or the facility/ancillary name the service

case is related to.

Created By Name of the user who created the service case.

Self Service Provider Portal User Guide — October 2024
57



~iMultiPlan

Search Service Cases

’ Introduction

Search Service Cases option from the Customer Service drop down provides the ability to search for
existing service cases by the unique service case number, or by searching with a variety of service case

details.

Search Service Cases

Service Case # Case Created From Case Created To Provider TIN  Provider Name Status

midiyyyy | B widiyyyy | B All 1 SIERE

Enter the search criteria in one or multiple fields then click the Search button to generate results.

Data Field Description

Service Case # Enter in the unique identification number to generate results. If a service

case number is entered, there is no need to add additional search criteria.

Note: If a match is found, the screen will

automatically open to the Service Case Details

screen.
Case Created From Enter a date range that the service case was created or reopened on.
Case Created To
Provider TIN Enter the TIN that was used to create the case.
Provider Name Enter the practitioner’s last name or the facility/ancillary name that the

service case was created for.

Note: When searching by last name then first name a

comma is required between the last and first name.

Example: Smith, John

Status Results can be narrowed by searching for service case status All, Open,

or Closed.

Note: The system default is All, meaning both Open

and Closed.
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Search Service Cases-Results

Search results will vary depending on if no results are found, if multiple results are found, or if only one

result is found.
No Results:

If no results are found, the No Results message will be displayed.

Search Results

& No Matches Found

Mo matches found. ¥ou can try your search again

Multiple Results:

If multiple results match the search criteria each case will be displayed. To view the case details click on

the desired Service Case # in blue.

Search Results

Created Service Reason for Group

Closed On  Case & Inquiry Type Inquiry Network Name Provider Name TIN Created By

7 Credentialing Status - F Application Status  MultiPlan Network Individual Agreem 99-9999995%  Jonathan del Valle-TNG

Data Maintenance Add a Practiboner vii MultiPlan Netwark Wound Care Assoc Unknown,Unknown Jonathan del Valle-THG

45 Clasm Inquiry Claim denied as non- Multiflan Network Columbia 5t. Mary §9-9995999  Jonathan del Valle-THG

4581477 Data Maintenance Update an Address  MultiPlan Network Wound Care Assoc Unknown,Unknown Jonathan del Valle-THG

Viewing 1-4 of 4 Fage 1 of 1
Note:
¢ Notes listed in yellow, with a caution icon - indicate a new note has been

added. This note may have been added by the MultiPlan Representative, or by the

Provider Portal User.
e Once the notes are reviewed the icon will no longer appear.

Single Result:

If the search criteria generates a single result, then the screen will automatically open to the Service

Case Details screen for that service case.
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Service Case # 4028314

e= BACK TO RESULTS

For serdoe cases related to Workers® Conspensation and Auto Medical, the term “calm® refers to b

Basic Information Notes

Status Opan Added By 1247 BM ET 04/07/2016
Created On 4/7/2016

this |s anotier test rote

Craatid By

Bapened On [T
Heopened Reason [T
Original Service Case & [T
Related Service Case @ LU

Inguiry Type Claim Enguiry
Raason for Induiry Bilkreg-aresthesia
Pricrity prvs d

Metwork MultiFian Network
Inquiry Description
This case i on bahalf of the practitian:

Tha previder portal user selected that the practitioner's “Individual Agreeenens” i
Invodved in this case

= REFRESH ADD NOTE

This is » test

Service Case Details

‘ Introduction

To review a detailed description of case information and case status view the Service Case Details.

Note: Itis possible that information has changed, compared to what was originally submitted

when the service case was created.

e If a MultiPlan representative changes the Product or Provider information, then the
new detail will be displayed.

¢ A MultiPlan representative can add or delete claims and attachments.

¢ New notes may be added, but existing notes cannot be modified.
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Service Case # 4581744

4= BACK TO RESULTS

For service cases related to Workers' Compensation and Auto Medical, the term “claim™ refers to “bill",

Basic Information Notes
Stabus Opan Mo Notes Available
Created On 10/9/2020
Created By Jonathan del Valle-THG Basic
Reopened On MNiA
Reopened Reason na Information
original Service Case @ Nfa
Related Service Case o5 Nia
Inguiry Type Credentialing Status - PP
Reason for Inguiry Application Status
Priority Standard N Gtes
Network MultiPlan Metwork
,'.,"f‘-‘i“' Description 4 REFRESH O ADD NOTE
Provider Information Claim Information
Provider Type Practitioner 5 Admit
TIN S.999509 Patient Hame
NP1 1902828304 . Total Charges Clalm
Group Name Individual Agreement Prov"der
Provider N McKeon, B 1
rovider Name eon, Brian Information Information
Address M/A
City /A
State /A
Zip Code M/A
Attachments
On Hame Added By Size
12020 et Jonathan del Valle-TNG 48 bytes Attach ments
4 REFRESH

Data Sections

Description

Basic Information

This section contains basic service case information including:

e Status of the service case

e Date case was created

e Name of the user that opened the service case

e Date a closed service case was reopened

e Reason the closed service case was reopened
Also includes:

e The original service case number

e Any related service cases
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Data Sections

Description

Inquiry type
Reason for Inquiry
Priority
Network
Inquiry Description
o When a service case is created on behalf of a practitioner
an automated message will display within this section

notifying MultiPlan staff the case is on behalf of the

practitioner to ensure proper handling of the case.

o For longer descriptions, click View More to see the entire

description.

Notes

This section lists the notes created by the Provider Portal user as well as

notes created by MultiPlan.

Notes are listed in order, with the most recent on top.

The individual that entered the note will be displayed in the
following format:

o Added by: First Name Last Name
o Example: Added by: John Smith

Notes entered by MultiPlan will be displayed in the following
format:

o Added By: MultiPlan

Select the Add Note button to add a new note. This option is only

available for cases that are in an open or reopen status.

Provider Information

This section lists the provider information.

Provider Type, practitioner or the facility/ancillary
TIN
NPI

Group Name (when applicable)
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Data Sections Description

e Provider Name

e Address information

Claim Information This section lists the claims that have been attached to the service case.

This view provides basic information.
e Date of Service/Admit Date
e Patient Name

e Total Charges

Attachments This section contains a list of documents attached to the service case

through the Provider Portal.

This section allows the ability to view the attachments that exist in both

Open and Closed Service Cases.

Service cases that are in an open status allow for adding a new
attachment. This option is only available for service cases that are in an

open status.

Add Note to an Existing Service Case

’ Introduction

Follow the steps below to add notes to an existing service case.

Note: Notes can only be added to Open service cases.

Step Action
1. Locate the desired service case via any of the search service case options.
2. Once in the service case details, locate the Notes section and click the Add Note button.
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Step Action
MNotes
Added By 3:46 PM ET 10/09/2020
Test Note
& REFRESH & ADD NOTE

Enter in the desired text and click the Add Note button.

Add Note

Testing adding a note.

CANCEL ADD NOTE

Note: Spell or grammar check is not available, therefore using a program that
has those features and copying and pasting from it into this field may be
helpful.

The new note will appear at the top of the notes section with the time and date within the

service case details. The date and time will be listed in the Eastern time zone.

Notes

Added By 3:48 PM ET 10/09/2020

Testing adding a note.

Added By 3:46 PM ET 10/09/2020

Test Note

Self Service Provider Portal User Guide — October 2024
64




~iMultiPlan

Add Attachment to an Existing Service Case

’ Introduction

The Provider Portal can accept the following file types and corresponding maximum file sizes:

File Type | Max Size | File Type | Max Size | File Type | Max Size
.DOCX 50 MB .PDF 50 MB JPG 10 MB
.DOCM 50 MB .DOC 50 MB .MDI 50 MB
XLSX 50 MB ZIP 50 MB .PNG 10 MB
XLSM 50 MB XLS 50 MB .RTF 50 MB
XLSB 50 MB TIXT 50 MB .BMP 10 MB
.TIF/.TIFF | 50 MB HTM 10 MB .GIF 10 MB

Follow the steps below to add attachments to an existing service case.

Note: Attachments can only be added to Open service cases.

Step Action
1. Locate the desired service case via any of the search service case options.
2. Once in the service case details, locate the Attachments section and click the Plus Sign

button to add an attachment.

Attachments e A+ ]
Added
on Name Added By Size
10/9/2020 usertxt 48 bytes
<,"7~_>, REFRESH
3. A new screen will appear. Click the Choose File button in the Upload File(s) screen.
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Step Action

Upload Document

* [ cnoose File |[Ne file chosen

CANCEL UPLOAD & SAVE

Locate and select the desired document to be attached to the service case details.

Then click the Open button.

@ Open ¥
+ a » Engeldinger, Angel » v & Search Engeldinger, Ange o
Organize = Mew felder H M @
- 1 -3 &= -l =l i { a
# Quick access LCisCo 3D Objects AppData Contacts Desktop Documents Downloads Favorites
[ Desktop o+ ﬁ
& Downloads ' Y -— % ﬂ’
2 Documents # Links MicroscfiE Music Onelrive Qutlook Pictures Roaming Saved
. dgeBackup Files Games
= Pictures + 5
Angel +
Projects * s E
Provider Port Searches Yideos groups NTUSER.D user
w AT w
PERP AP
File name: | groups v [Ai Files =

The document address will be auto filled in the browse field. Click the Upload & Save button
to attach the selected document to the case details.

Upload Document

* || Choose File |gr0ups.t><t ]

CANCEL UPLOAD & SAVE

When the attachment confirmation notice appears, click the OK button.
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Step Action

@ Information

Successfully uploaded file user.txt (48 bytes)

OK

Newest attachment will be located at the bottom of the list.

Attachments
Added
on Name Added By Size
10/9/2020 usertxt Jonathan del Valle-TNG 48 bytes
10/9/2020 Qroups. b — Jonathan del Valle-TNG 2 KB
% REFRESH

To attach multiple documents to the case details, repeat steps 2-6.

View an Attachment in an Existing Service Case

’ Introduction

Attachments that are uploaded to a service case can be viewed in both open and closed service cases.
Follow the steps below to view an attachment in an existing service case.

Step Action
1. Locate the desired service case via any of the search service case options.
2. Once in the service case details, locate the Attachments section and click on the desired
attachment name.
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Step Action
Attachments
Added
On Name Added By Size
10/9/2020 usertxt Jonathan del valle-TMNG 48 bytes
|10.-‘9.-'2020 groups.tet | Jonathan del Valle-TNG 2 KB
3. In the prompt either click Open to view or Save to save the attachment.

Reopen a Closed Service Case

‘ Introduction
There are times when a closed case will need further review by MultiPlan. The Provider Portal has a

feature that allows for reopening a closed service case rather than creating a new case. Follow the steps

below to learn how to reopen a closed service case.

Step Action
1. Locate the desired service case via any of the search service case options.
2. Once in the service case details, locate the Status field in the Basic Information section.

Verify that the status of the service case is Closed and has the Reopen icon displayed

Basic Information

Status Closed » Reopen

3. Click the Reopen icon.

= Reopen

The system will display the following message:
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Step Action
<]
Select Reason
In order to reopen this service case you must select a
K reason.

- Select One - E

CANCEL ., REOPEN

A reopen reason is required in order to reopen a service case.

Use the dropdown menu to select the appropriate reason.

*
- Select One - El

- Select One -
Additional Information received
Additional Payment not received

Adjustment required
Complaint received
Reguest a clarification on the resolution

Important: If Surprise Bill (Federal) — Initiate IDR is selected as the reopen

reason, users will receive the below error message and will not be allowed to

reopen the service case.

Select Reascn

In order ko reopen this service case you must s2lect a reason.

& Open a new service case to initiate Arbitration/IDR for Federal Surprise Bill |

* [Gurnris= Bill (Federal} - lnitiate I0R__ =)

CANCEL

Click the Reopen button.

. REOPEN
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Step Action

Once the case is reopened, the following fields will be updated:
e Status: Indicates Open
e Reopened On: Auto populates the date the service case was reopened
e Reopened Reason: Displays the reason selected during the dropdown process.

e Notes: A note will be auto generated to indicate that the service case has been
reopened.
Note: If a service case is reopened, it is recommended to add a detailed note
to explain why the case was reopened. This will ensure the service case is

handled appropriately.

]

Add Note

dd a det d note|

CANCEL ADD NOTE

Notes
Added By 11:45 AM ET 04/26/2016
Add a detailed note
Added By MultiPlan 11:44 AM ET 04/26/2016
Case has been Re-opened
Sent to:

CLAIMS TAB

‘ Introduction
The Claims tab allows searching for a MultiPlan or Viant network claim using the Claim Search feature.

Once a claim is located a PDF version of the claim pricing summary can be printed. In addition, if there

are questions related to a claim, a claim inquiry case can be submitted from the claims page.
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o Important: Search for a Claim feature is available for the following users:

e Represent a Group

e Represent an Individual Practitioner

Search for a Claim

Enter all information exactly as it appears on your Explanation of Payment. &) View Modifier Rules

Patient Last Name Dos Total Charges TIN

T B (), SEARCH

Search for a Claim

’ Introduction

Follow the steps below to search for a claim using the Claims tab.

Step Action
1. Click the Claims tab or the Search for a Claim option on the home page.
Claims
Or
Search for a Claim
?\ Check repricing status or open a service case specific to your searched claim.
2. Enter search criteria in the Search for a Claim fields. The information entered must match the
EOB exactly to return search results.
0 Important: All fields with an asterisk will need to contain data in order for
search results to be generated.
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Step Action

Search for a Claim
Enter all information exactly as it appears on your Explanation of Payment. View Modifier Rules

Patient Last Name Dos Total Charges TIN
) (), SEARCH

Note: To learn about modifier reimbursement, click on the View Modifier

Rules link. This document is a PDF that will open up in a separate tab.

|-'T View Modifier Rules

Resmbursement Policies

Modifier Repriing Rules

ntegrated Modifers

ve— I e Rl

¥

T Urreiet evshon ard maragerert sorece by b veve | provy
TN AT 8 e o et || 5
T VT b Sty B s W\) P §

3. In the Patient Last Name field, type in the patient’s last name. This field is not case sensitive.
Patient Last Name
4. In the DOS (Date Of Service) field, manually enter the DOS or click on the calendar icon to

populate the DOS using the system calendar.

DOS
=
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Step

Action

Patient Last Name DOSs

E

4| June ~] | 2018 3P

SUN MON TUE WED THU FRI SAT

In the Total Charges field, enter in the total charges amount. Dollar “$” sign and punctuations

are optional when entering in total charges.

Total Charges

Examples:
e $216.00 can be entered as 216.00 or $216

e $233.33 can be entered as 233.33

In the TIN field, type in the Tax ID number. The Tax ID can be entered with or without the
hyphen.

TIN

Note: The TIN field is only present when a user's profile has more than one (1)
TIN (Tax ID Number).

Once all the fields are filled out, click the Search button.
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Step Action
.. SEARCH
8. Was the claim found?
e If yes, skip to step 10.
e If no, continue to step 9.
9. When a claim is not found, the system will display the following message giving three options:
1. Search again. Double check the entered search criteria as the information must be an
exact match.
2. Contact the insurance carrier.
3. To open a Customer Service case, click on the link and skip to step 15.
YO zarch yielded no claims, please double check your search criteria and try again.
Contact the insurance carrier if...
1. You did not receive an Explanation of Benefits.
2. You have an Explanation of Benefits and MultiPlan/PHCS is not listed.
Open a Customer Service Case if...
1. MultiPlan/PHCS is on the Explanation of Benefits and the claim was not found.
ﬁheinsurance carrier has told you to contact MultiPlan.
' Open a Customer Service Case
10. When a claim is found, the system will display the following information.

e  Pricing Information:

o Total Charges

o Allowable

o Network used to price claim

o Provider Name, Address and TIN used to price claim
e MultiPlan Claim Number

e Payor Name
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Step Action
e Patient and Insured Information
e Print a PDF copy of the claim
Search for a Claim
mtar tha information exactly s it s on your COR
Faliwrd | ask Namrs L *Tobal Charges TN
EARCH
“""ﬂ - MultiFan Cladm @ 1600390000 1%
= o wrge. Sitoomme PO [elied e Companis 1.0
') Alkyee3bikd £5, 000 020
Additicnal |rformatson
11. To view the line items, click the icon on the View Line Items row.
= Idiew Line Items
The system will display the line item(s) associated with the claim.
© Wiew Line Ttems
Time Uiniks Omitied Proes
Limer DS [= 4] 1] fi=-] Jf Days Charge Allowable Hepricesg Hawrngy
1 B4 .2 i 111580 $EDE. 07 #0030 #3050
i | 10 %M. H 820 3. $0.00 [ -2
b by L 5872 1 25050 305 $0.00 $L12.45
Toraks 559000 s2ar30 20 00 $£146.63
12. To print or save a copy the claim, click the PDF Printer Friendly Version button.
L Frinker F.":E-I".ljl'!,'
:-m Version
13. To view and print a copy of the claim, select the Open button.

To save a copy of the claim, select the Save button.

Cpen Save = Cancel

The Provider Portal Pricing Summary will appear in a non-editable PDF format allowing users

to print a copy of the pricing summary.
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Step Action
i iD
-2 MultiPlan Provider Portal Pricing Summary
Pricing Information MultiPlan Claim #:
Total Charges: sso00 |
DOE: DR0E201T
Allowable $38.10 Patient TEST, MILOW
Priced using the MultiPlan Network and the following provider [T TEST, MILOW
inssured i0 ]
Clent Reference #
Clent Claim #
Additional Information
Line Details
Omitbed from Considered
Lirs Dos CPT  MOD KD Units | Days Charge Répricing  Tor Répricing Allowable Savings
1 080520MT a2 RES.E9 1 $50.00 S0.00 5000 $36.19 133
Totals $50.00 L0000 $50,00 3819 fidm
Note: The PDF pricing summary is different than the claim pricing information
displayed on the Search for a Claim page. The PDF provides detailed
information that allows the provider to use the PDF pricing summary in place of
an advice sheet. If however, an advice sheet is needed, go to the Search for
a Claim page in the Provider Portal and select Open a Customer Service
Case.
If multiple claims are found with the same last name, DOS, total charges and TIN, but with
different patient first name and patient DOB; the portal will prompt the user to open a new
customer service case.
14. If there are questions regarding the claim, open a customer service case by clicking Open a
Customer Service Case.
* Open a Customer Service Case
15. Select which provider is involved from the dropdown in the Which provider is involved field,

unless information auto populates.

e If multiple contracts are assigned, the system will prompt to select the provider

involved.
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Step Action
e If a single provider is assigned, the system will automatically populate the information.
#Which provider is involved?
- Select One - |Z|
16. In the What question would you like MultiPlan to answer note field, enter in a detailed note.

*What question would you like MultiPlan to answer?

Note: Whether a claim was found during search or not, the information is
retained and can be viewed in the grey box.

Claim not found example:

The following message will be sent as a part of your case:

I searched for a claim using the following criteria:

Patient: smith

DOS: 01/01/2016
Total Charges: £150.00
TIN: 12-3456789

The claim was not found.

Claim found example:
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Step Action
The following message will be sent as a part of your case:
I searched for a claim using the following criteria:
Patient:
DOS: 02/17/2016
Total Charges: $11,000.00
TIN:
The following claim was found:
MultiPlan Claim:
MultiPlan Payer Name: Federated Insurance Companies MPI-PHCS PRIMARY PPO
17. Click the Create Case button to create the customer service case.
CREATE CASE
18. Once the case is created, the portal will display the case number, the email address where

case details were sent to and give the ability to upload attachments or print a fax cover sheet in

order to submit supporting documentation for the case.

B Sendoe Case(s) Croated

Service Case Numbear: 4029665
Expedite your case

Eotit Budres b irailid Lo i . ,

S — 84 claima, BOBS or other g Frint & pre-populsbed cover shest
= wspporting mabsrisl to iy cass J _‘.4’ and I case-rolated
. = A

BED- R0 7L

M your da not hawe these documents | Sles svallable  this time. you can slways epiaad them shen you
ara e 2 cave

To access service case details, click the service case number underlined in blue.

Service Case Number: 4029665

Or click the viewing the case link.

If you do not have these documents / files available at this time, you can always upload them when you
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Step Action

Note: To properly identify a case, automated notes will be displayed under the

Inquiry Description section when a case is created on behalf of a practitioner.

Inquiry Description:

This case is on behalf of the practitioner.

For Practitioner: with NPI

The Provider Portal user selectad contract
was involved.

MANAGE USER ACCESS TAB

’ Introduction
This tab allows the Administrator role access to manage users, update global settings, and view pending

requests via the dropdown. This tab and its functions are only accessible by Administrator(s).

Manage User Access v

Manage Users
Update Global Settings

View Pending Requests

o Important: This tab is available for self-serve users only, which are groups and individual
practitioners. Ancillary/Facility users do not have access to this tab and must have the

administrator role for a practitioner/group.

‘ Introduction

The Manage Users screen allows Administrators to manage users based on provider(s). There is a

document, About User Types and Roles, that outlines the user types and roles.

To access this document, click the link and it will open in another window via PDF.
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Manage Users

¥ About User Types and Roles

Manage Users for McKeon, Brett, MD 45 REFRESH SCREEN

User User Type Roles
del Valle-TNG, Jonathan Practitioner User

EaSearch Claims UPDATE
Email this person

g Vview Demographics Remove Access

ESubmit Demographic Changes

Data Sections Description

Manage Users for This dropdown is used to select the provider/provider group. When there
is only one provider/provider group the system will default to that one

selection.

User This column indicates the specific user. To email this user, click on Email

this person and this will start the email process.

This also indicates when an approval is pending.

test, joe
Email this person

@ Pending approval

User Type This column indicates the type of user, Group User or Practitioner User.

Roles This column indicates the specific roles a user can have.

e Search Claims allows user to have the ability to search for claims
in the Claims tab.

e View Demographics allows user to view the demographic
information in the View Provider Demographic section.

e Submit Demographic Changes allows user to submit
demographic changes from the View Provider Demographic

section on behalf of the practitioner/group.
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Data Sections Description

e Administer Users allows user to have administrator rights which
grants access to the Manage User Access tab and the Add

Provider Access feature.

How to manage users:

Step Action
1. Click the dropdown in the Manage User for field to select provider.
Manage Users for v = REFRESH SCREEN
2. Once all the desired roles are checked or unchecked, click the Update button to update role(s)

for that user.

Roles

FaSearch Claims UPDATE

[Jview Demographics Remove Access

Confirmation that user role was updated will replace Update button.

&) User Updated

Femove Access

3. To remove access for a specific user, click the Remove Access link.
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Step Action

Remove Access

Confirmation screen will appear. Click Yes, Remove Access to remove access or No if this

was clicked in error.

(<]
Remove Access?

You are about to eliminate this user's access to this
provider. Proceed?

YES, REMOVE ACCESS

Access removed

Update Global Settings

‘ Introduction
The Update Global Settings screen allows Administrators to manage global settings. The Global

Settings option gives Administrators the ability to choose whether they would like to manually or globally

approve/decline requests received from other users to view provider demographic information.
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Note: Note that selecting the global option will only apply to future requests. It will not change

requests that were approved or declined prior to instating the global preference.

Update Global Settings

Update Global Settings for [=]

Practitioner users (i.e. portal users who represent a practitioner) will always be able to see that their practitioner participates with your group. By default, they will also have the option te send you
requests for special access:

1. To view TINs, networks/products, effective dates as they relate to their practitioner via the group
2. To submit data changes directly to MultiPlan'
If you prefer not to receive individual requests, you can globally approve or deny them below.

Can Practitioner users view TINs, network/products, and effective dates?

Globally Approve
@ Globally Deny
Can your contact information be displayed to practitioner users in case they have a question about the access?

Yes, display my name and email address
Yes, display my name and phone number
@ MNo

Upon each user's request I will approve/deny

CANCEL UPDATE

Please note: For existing users who have already been approved/denied special access, you can change their access by contacting MultiPlan Support at 877-685-8411 or support@multiplan.com.

View Pending Requests

’ Introduction

The View Pending Requests screen allows Administrators to manage access for users. If there is only

one administrator assigned to the provider account, there is an Update Global Settings option that will

allow the Administrator to automatically approve or deny all future requests. If this option is selected, the

Portal will show there are currently no pending requests.

Note: These settings depend on the global settings.

Approve or Decline Pending Requests

¥ou cam call Multiflam at B T-460-0352 If you emonscusly approv

Baccames 3 user for

Approve Dt e
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Data Sections

Description

Support

This section supplies the MultiPlan support number to call in the event that

a user was approved or declined in error.

Refresh Page

This link allows for the screen to be refreshed in real time.

Approve/Decline

These radio buttons allow for approval or to decline the request. The
default is neither option. Clicking one of the two options is the first step in

allowing or denying access.

Note:

This option will be used in combination with the

Respond to Request button.

Once an option is selected an Undo link will be next to
the user’'s name. This may be clicked to stop the
process of approving or denying before the Respond

to Request button is selected.

test, joe will be declined {undo)

User Information

This column shows the following:
e User's last name, first name
e Email address

e Phone number

Respond to Request

This button is utilized with the Approve/Decline radio buttons. When one
of the radio buttons is selected, the Respond to Request button is

accessible.

Once approved or declined a notification will appear.

&) User Approved ) User Declined
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Data Sections Description

No Request Message When there are no pending requests the screen will not have any requests

to review.

Approve or Decline Pending Requests

There are currently no pending requests.

o Important:
e Administrators will receive an email notification each time there is a pending request.

A flag will display on the home page as well.

¢ When an Administrator declines a request to access, an email will be sent to the

requester notifying them their request was declined by the Administrator.

VIEW PROVIDER DEMOGRAPHICS

’ Introduction

The View Provider Demographics section, located on the Provider Portal home page, allows self-serve

users the ability to view and update group and practitioner information.

o Important: Ancillaries/Facilities user types do not have access to the View Provider
Demographics features and functions as the information is not currently available in the

Provider Portal.

Example of group view:

View Provider Demographics Add Provider Accoss

MultiPlan Contract ID: 4%)

\
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Example of practitioner view:

MNPT:

Request access to an additional group or an individually contracted practitioner by selecting the Add

Provider Access button displayed in the View Provider Demographics section.

With group access, the following options are available:

4%

e View Practitioners
o Search for a practitioner
o Update practitioner demographics
o Practitioner Compare
o Request Data Change
o View full group roster
o Export full group roster
e View Demographics
o View group information
o Update group demographics
o Bulk update group demographics
o View practitioner
o Update practitioner demographics
o Export full group roster
o Search for a practitioner
o Practitioner Compare
o Recredentialing status

o Application status
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o

Request Data Change

With practitioner access the following options are available:

o

o

View Demographics

View practitioner information
Update practitioner demographics
Request Data Change

Compare contracts

View Addresses

How to access the information:

Options for Group:

Step Action

1. In the View Provider Demographics section, locate the View Demographics icon.
Click icon.

2. Information noted above is located in these screens.

Group Info Office Information View Practitioners Recred Status

Application Status

Options for Practitioner:

Practitioner Info Contracts Addresses
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Group Access

’ Introduction

When accessing a group record, there are five options/tabs available; Group Info, Office Information,

View Practitioners, Recred Status, and Application Status.

Group Info Office Information View Practitioners Recred Status Application Status

Group Info Tab

The Group Info tab displays the demographic and product participation information related to the

provider group as well as gives the user the ability to view and/or edit group demographic information.
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Home Customer Service v Claims Manage User Access v Help & Resources

o Exoort Full Group Roster &
Group Info Office Information  View Practitioners Recred Status Application Status

Reguest Data Change

*Search for a practitioner name in this group

SEARCH
Contract Name

Multiplan Contract [D:
NP1

Select the box(es) at left and Edit/Verify Details to verify, add and/or update locations.
Addresses in red require verification otherwise MultiPlan will contact you for confirmation.Updates made here only apply to the group. To update

infor for individual practiti s, select the Office Information and/or View Practitioners tabs above.
‘ g ‘ Office 1D Address Phone Office Type ‘ Effective Period Practice Name Last Verified |
18474508 (910) 323-3890  Service 0470472023 - Open N/A 4/2023
fay ville, NC 28314-1497
3479611 Service, Bill ng ( Open N/A 03/03/2023
Asheville, N
17974171 N/A Balling, Mailing 07/01/2022 - Open N/A 04/28/2023
Memphis, TN 38148
18596400 (724) 837-4070 Servece 04/10/2023 - Open NA 04/10/2023
Murryswille, PA 15668-1901
ADD NEW OFFICE EDIT/VERIFY DETAILS
Active Networks &
Active TINs
01/01/2014 - Present The network effective date represents the eardiest participation effective date.
Terminated TINs & i
MultiPian Network
Provider does not have any terminated TINs within the last 30 days 01/01/2014 - Present
Product Effective Period
Multiptan 01/01/2014 - Present A
MultiPlan Preventive Services Only 01/01/2014 - Present -
PHCS Network
01/01/2014 - Present
Product Effective Period
PHCS 01/03/2014 - Present
PHCS Network for VDHP 01/03/2014 - Present
PHCS Preventrve Services Only 01/01/2014 - Present
PHCS Preventive Services Only - Out-of-Area 01/01/2014 - Present
Beech Street Network
01/01/2014 - Present
Product Effective Period
Beech Street Complementary 01/01/2014 - Present
Beech Street Primacy 01/03/2034 - Present
Beech Street Supplemental 01/01/2014 - Present

ValuePoint Program
Participating
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Field Description

Tabs The options available under a group record, Group Info, Office Information, View
Practitioners, Recred Status, and Application Status, are separated in each tab. Each

tab can be accessed from every tab screen.

Contract This grey box indicates the contract name, MultiPlan contract ID, NPl and Medicare

Information | Advantage Participation, if applicable.

Group Info Office Information View Practitioners Recred Status Application Status

Contract Name:
Multiplan Contract ID: &
NPI:

Medicare Advantage: Yes &

There is a help feature in the question mark icons which provides additional information.

e MultiPlan Contract ID help icon text:

* The MultiPlan Contract ID is an internal number
MultiPlan uses to identify your group within our
records.

* When submitting provider updates directly to
MultiPlan you can include this number to help us
identify your group.

s However, this is not a number to be used for
communications outside of MultiPlan, an example of
this would be claims processing.

e Medicare Advantage help icon text:

One or more of your network participation
agreements includes the Medicare Advantage
Network product.

For a list of all current clients accessing this
product and their service areas visit the
provider section of our website.

To confirm your participation with a specific
client, call customer service at 866-971-7427.

Address This section houses all addresses associated with the group including the office ID (this is

an internal number assigned by MultiPlan), applicable phone and fax numbers, office type,
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Field Description
effective period, practice name (if applicable), and the last verified date. This section gives
users the ability to view and/or edit office demographics for all addresses associated with
the group. See the Viewing and Updating Group Demographics section below for steps
on updating group demographics.
Active TINs | The active TINs associated with the group are captured here with the effective dates.
Terminated | The terminated TINs associated with the group are captured here with the effective dates.
TINs Terminated TINs are listed here for only 30 days after the term date.
Export Full | This feature allows for a complete roster to be accessed in an Excel spreadsheet.
Group See the How to Export Roster section below for steps on exporting a full group roster.
Roster
_ Export Full Group Roster &
Sending MultiPlan roster updates in a timely manner will eliminate follow up calls related to
the group roster from MultiPlan.
Request This feature allows a customer service case to be opened from the group information tab
Data screen based on type of changed needed.
Change

Request Data Change

Submit the information below to create a service case. To help|
documents.

*Type of Change

|_E||

*Describe Your Requested Data Change:

If network-specific, please list applicable networks.

CANCEL SUBMIT

Click on the dropdown to select the Type of Change available.
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Field Description
*Type of Change
Add a Practitioner via Application
*|Add a Practitioner via Delegated Group
N Add a Practitioner who only practices in a Hosp
Add a Practitioner with a CAQH#
MName Change
Roster Update
Specialty Change
Terminate a Practitioner
Update a TIN
Update an Address
Other
Note:
If requesting a data change for an address update, an Important message will
populate advising the user they can add a new address or update existing
addresses using the demographic updates feature for individual practitioners
and groups.
Request Data Change
gubnut the information below to create a service case. To help us complete your update, please follow the prompts on the next screen to upload or fax supporting
jocuments.
*Type of Change NS 5
IUpdats an Address v] @ Haportant
You can self-update your directory information in real-time under View
*Describe Your Requested Data Change: Provider Demographics > View Demographics.
If network-specific, please list applicable networks. = For groups: Group Info tab
= For practitioners within a group: View Practitioners tab (select a
practitioner’'s name from the list)
You can add a new address or update an existing address, including
pertinent location information like office hours. Verifying an existing
address will prevent MultiPlan from contacting you for confirmation for
the next 90 days.
CANCEL | SUBMIT
ey
Then type a detailed note in the Describe Your Requested Data Change note field.
Click the Submit button to submit the customer service case.
SUBMIT
.
Search for | This field is used to search for a specific provider. Type the first name or last name of the
a practitioner in the field and click the Search button to yield results.
practitioner

Self Service Provider Portal User Guide — October 2024

92




~iMultiPlan

Field Description
name in *search for a practitioner name in this group
this group smith SEARCH
Active This section represents network affiliation with effective dates and product(s) with the
Networks corresponding effective date(s).

Active Networks

The network effective date represents the earliest participation effective date.

MultiPlan Network
10/15/2011 - Present

Product

Effective Period

MultiPlan

MultiPlan Warkers' Compensation

PHCS Network
10/15/2011 - Present

Product

10/15/2011 - Present

10/15/2011 - Present -

Effective Period

PHCS

Beech Street Network
10/01/2007 - Present

Product

10/15/2011 - Pressnt

Effective Period

Beech Street Complementary

10/01/2007 - Pressnt

How to Export Roster

Step Action
1. Access the group information, locate and click the Export Full Group Roster link.
Export Full Group Roster &
2. An alert message will display notifying users the roster is generating and will be sent to the
email address listed.
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Step Action

"
Email Sent

B In the next few minutes, a link to your roster will
be sent to you at .com.

For security purposes, you will be required to log
in again to retrieve the roster.

OSE

Go to your email account and open the email from MultiPlan. Select the Click here to

download your roster.

— Forwarded Message —
From

Te

Sent Fndey August 30 2013922 A

SuIRCt Your MU Flan Provider Poal Rosser Hegont 8570020

Hello katy hanga

NGt sossar Seocat b soo seade doo Sedccess sda the Sok boloa This Sok ol ke s T A

— e el yter for sty purposes

(SR T U

The link provided within the email will expire in 7 days.

For security purposes the link will open a Portal Sign In page, enter in your log in credentials.

N
.2l MultiPlan. Provider Portal
e Welcome to the MultiPlan Provider Portal
ign In
9 The portal lets you view and update your network-related information,
Email manage tasks such as credentialing and track your customer service case
history. Best of all, it’s free- no downloads required or software to install
Password Register for an account

For No Surprises Act

First time visitor? Register for an account so we can ¢ ate with

you via this portal. Optionally you can open a service case without an

account from the link on the registration page.

We use multi-factor authentication to help keep you safe, learn more

commending their use. The

Aedic

ernment based on the license in FAI

can Medical Ass:

serves all rig

If the login entered does not match the log in credentials of the requester, the following
message will display. Check the email address you are currently logged in as to verify it is the

same user noted in the roster request email.
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Step

Action

If the email address is different log out of Provider Portal and log back in using the email

address noted in the roster request email then open the roster link from the email and log in.

! &rror tncou

countered: Your |

-

21N 15 NOT the same 021N That reguested Ums roster.

When the roster is not available because of technical difficulties, the following error message

will display.

Upon successfully signing in, the user will be prompted to click the Open button to download

the file or Save to save the file.

Do you want to open or save Test

cx from it i i} Open Save B Cancel

x

The roster will open in a format that is applicable to the user's computer application.

F

Last Name First Name Middie

D

nitial Date Of Burth DEAR License # Hospital Affiliation Cred 1D Effective Date Terminat

on Date

Column Title

Description

Last Name Last name of the practitioner
First Name First name of the practitioner
Middle Initial Middle initial of the practitioner

Date of Birth

Practitioner’s date of birth

DEA #

Practitioner's DEA #

License #

Practitioner’s License #

Hospital Affiliation

List of hospitals the practitioner is affiliated with through

the group contract.

Cred ID

MultiPlan’s internal identification number for the

practitioner.
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Step

Action

Effective Date

Date the practitioner became effective with MultiPlan

through the group contract.

Termination Date

Date the practitioner termed with MultiPlan through the

group contract. A blank field represents the practitioner is

active.
Degree Practitioner’s degree listed in the MultiPlan system.
Specialty Practitioner’s specialty listed in the MultiPlan system.
TINs The group TIN listed under the practitioner’'s MultiPlan

record.

Next Recredentialing
Date

Displays the date the practitioner’s recredentialing is due.
Only applies to Non-delegated and individually contracted
provider groups. If the practitioner’s due date for

recredentialing is in the past, then the system will display

Due for Recredentialing.

ReCred Status

Displays the status of the recredentialing application with
MultiPlan. Only applies to Non-delegated and individually

contracted provider groups.

Addressl Type Lists the type of address: Service, Mailing, Billing
If more than one address type is listed they will split with
a pipe “|“ symbol.

Addressl1 Practitioner’s address listed in the MultiPlan system that is

linked to the group.

Address1 Phone(s)

The phone number listed under the first address

Addressl Fax(es)

The fax number listed under the first address

Address1 Indicators

Displays if the practitioner accepts new patients at the
address and if the address can be listed on the MultiPlan

website.
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Step Action

If the practitioner has multiple active addresses linked to the group all addresses will be listed

in the following format:
e The “X” represents the order the address is listed in the MultiPlan system.
e Address”X” Type
e Address”X”
e Address”X” Phone(s)
e Address’X” Fax(es)

e Address”’X” Indicators

To jump to a practitioner's name in the spreadsheet:

1. Click on any cell in the Last Name column.

A
Last Name
BURBACH

CACCIABaJ

COSTA

W -

2. On the keyboard, select “CTL + F”.
3. AFind and Replace window will appear.

4. Type the last name of the practitioner in the Find What field.

Find and Replace ? *

Find Replace

Find what: Singh| — “

Options > >

Find All Find Mext Close

Select the Find Next button to move the cursor to the name enter.

9. Complete desired task, Save or Print.
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Step Action

iﬂn Home Insert

[ Save
B save As

Save as Adobe POF
5 Open

._.T Close

Inf
e

Recent

Mew

Print

Save & Send

Help

=] Options

[ Exit

Follow the steps below to view and/or update group demographic information.

Step Action

1. Access the group information, locate and check the box for each address that requires an edit
or verification and select EDIT/VERIFY DETAILS.

Select the box(es) at left and Edit/Verify Details to verify, add and/or update locations.
Addresses in red require verification otherwise MultiPlan will contact you for confirmation. Updates made here only apply to the group. To update
information for individual practitioners, select the Office Information and/or View Practitioners tabs above.

Office 10 Address Phone Office Type Effective Period Practice Name Last Verified

4/202

ADD NEW OFFICE EDIT/IVERIFY DETAILS
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Step

Action

Note: Addresses listed in red have not been verified within the past 90 Days

and require verification.

Users can select as many addresses that need edit or verification.

Once the address has been edited and/or verified, it will be displayed in black

font.

If the group only has one address on file, the Address Update page will be

displayed on the Group Info tab once the group is selected from the home

page on the Provider Portal.

Once on the address update page, the user will have the ability to make any necessary edits to

the office demographics.

4= BACK TO ADDRESS LIST
Addresses
To edit or confirm existing information, select one or more office 1Ds and dlick "Next”. Once edited or verified, submit the final confirmation. You
can also "Add another office™ or overwrite address line(s) and zip code for a location that is no longer valid. Be sure to update the Address
Effective/Termination dates as needed.
Coligoge All Aophes to Additonal Office
@ office 1D : Service, Mailing . Oklahoma City, OK 73102 (Primary) Discard changes W
“Address Pheoe 3 2055093500
“City wiahorns O ’ Fax 0560450838
*State
“np p— “Office Type Address Effective Date
*County
Se 0401
*Country
[
040
. Additional Office Details
eact Information (HultiPlan use
f
)
ADD ANOTHER OF FICE CANCEL PREVIOUS NEXT

Note: Hover over the question marks available to view more information about

that field.

Use the Expand All or Collapse All buttons to expand or collapse all

Additional Office Details for each selected office.

Use the Discard Changes button to discard any changes that were made.
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Action

Click BACK TO ADDRESS LIST to return to the list of addresses for the
group.
o If verification is required and the address was not verified, the below
notification will populate asking if you are sure you want to cancel.

Select the appropriate response.

ok WS, 1 WANT T0 CANCIL ar

& MEVER MIND t5 remain o the curment sereen

NEWER MiND JE3, L WART TO CARCEL

o |f edits were made to the address and verification is required, the
below notification will populate asking if you are sure you want to

cancel. Select the appropriate response.

k YES, | WANT T0 CANCEL a0 leave tha curment scraen
ck NEVIER MIND ta rémain on the

MEVES MIND | YES, | WAMT TO CANCEL |

Address Update:

Enter the street address and zip code into the appropriate fields. The City, State, County,

and Country will auto populate after proceeding to the next screen.

*Address || 1 |

[ ' |
*City Oklahoma City L]
*State oK L
“Zip =g
*County Oklahoma L
*Country usa LY

0 Important: If an incomplete or incorrect zip code is entered, an error message

will populate advising the user the zip code is not correct.

Self Service Provider Portal User Guide — October 2024
100




siMultiPlan.

Step

Action

Phone and Fax Update:

Enter the phone number and extension, when applicable, and fax number into the

appropriate fields.

Phone 1

Phone 2

Fax

| | X | | (Required for service address updates)

| | x| |

Important: Phone and fax numbers must include the complete 10 digit number

and cannot include any letters or special characters.

If phone and fax numbers are entered incorrectly, an error message will

populate advising the user the format is not correct.

Office Type Update:

Select the appropriate office type by checking the box next to Service, Billing, and/or Mailing.

e If the office does not have a set termination date, check the Currently Open (if

checked) box next to the address type.

e If the office does have a termination date, do not check the Currently Open (if

checked) box and enter the date in the Address Termination Date field.

*Office Type Address Effective Date Currently Open & Address Termination Date &
(if checked)
Service 0470172008 |
Billing 041012008 | O 12131/2015
Mailing 0470172008 |

Important: If an address does not have a termination date and the Currently
Open (if checked) box is checked, the address will be assigned the 12/31/9999

evergreen date, which means the office does not have a termination date.

If the date is entered incorrectly, an error message will populate advising the
user the date is incorrect. Example: If 02/30/2021 is entered, this will trigger

an error message because February does not have 30 days in it.
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Step

Action

Additional Office Details Update:

Complete the appropriate fields to include contact information for the group address.

+ Addniomal Offue Details

Important: Phone and fax numbers must include the complete 10 digit number

and cannot include any letters or special characters.

If phone numbers are entered incorrectly, an error message will populate

advising the user the format is not correct.

Contact First, MI, and Last name fields will not accept numerical values. If
numerical values are entered an error message will populate advising of the

incorrect format.

Contact email address must include the at symbol (@) and a dot followed by
the domain name. If email address does not include the at symbol (@) and a
dot followed by the domain name, an error message will populate advising of

the incorrect format.

Updating Primary Service Address:

If multiple locations are listed, the user has the ability to choose which location will be listed as
primary.

Locate and check the box for the currently listed primary service address and the service
address that will be the new primary service address and select EDIT/VERIFY DETAILS.

Select the box(es) at left and Edit/Verify Details to verify, add and/or update locations.
Addresses in red require verification otherwise MultiPlan will contact you for confirmation. Updates made here only apply to the group. To update
information for individual practitioners, select the Office Information and/or View Practitioners tabs above.

I I Office 10 Address Phone Office Type Effective Period Practice Name Last Verified

ADD NEW OFFICE EDIT/IVERIFY DETAILS
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Step Action
Go to the Additional Details section of the second address and check the box next to Primary
Service Address.
-~ Additional Office Details
Contact Information (MultiPlan
First
Il_. Primary Service Address I
Note: The address will not be saved as primary until the record is saved.
8. After all updates are complete select the NEXT button.

CAREeL FREvIcus E

The summary page will display a green check mark next to each field that was updated.

Review the updates and then click SUBMIT to save the changes.

Updated Office 10 : (Primsary)

Phone Fax Addrenn Effactive Termenatban

Addrean Practics Nams
Typs

Contact Information {Mulilan use ealy, nol b directory)
- dE 1 ik Last -] En - JrT—

CANCEL PREVIOUS

A confirmation page will load displaying all updates that were made and that the request has

been processed.
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© maquest Processed

= GO BACK TO ADDRESS LIST

Updated Office 1D : 2172760 (Primary)

Address Practice Nama Phone Fax Address Effective Termination

Type
a a Opn
s City, 0K 73102 A open @

= Additional Ofice Details

Contact Infarmation (MultiPlan use enly, not for directory)
-} MI : A Last =} [+ o

e w Addres:

Adding a New Office:

A new address can be added in 3 different ways. Users can select ADD A NEW OFFICE, ADD

ANOTHER OFFICE, or make updates to an existing office to add a new office. Follow the
steps below for adding a new address.

e Select the ADD NEW OFFICE button from the Group Info screen.

Select the box{es) at left and Edit/Verify Details to verify, add and/or update locations.

Addresses in red require verification otherwise MultiPlan will contact you for confirmation.Updates made here only apply to the group. To update
information for individual practitioners, select the Office Information and/or View Practitioners tabs above.

Office 10 Address Phone Office Type Effective Period Practice Name Last Verified

ADD NEW OFFICE EDITIVERIFY DETAILS

Select the ADD ANOTHER OFFICE button form the EDIT/VERIFY DETAILS screen.
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Step

Action

4= BACK TO ADDRESS LIST

Addresses

To edit or confirm existing information, select one or more office 10s and dlick "Next”. Once edited or verified, submit the final confirmation. You
can also "Add another office”™ or overwrite address line(s) and zip code for a location that is no longer valid. Be sure to update the Address
Effective/Termination dates as needed.

Exop w2058 » e
@ oOffice 1D :3 Service, Mailing 3 Oklahoma City, OK 73102 (Primary) Discard changes ™
“Address Phooe 1 055093500 x Required for servise sddress updates
hone
“City Ciaborms Co v Fax S5
*State
“Zip 73102 *Office Type Address Cffective Date srrently Open @
hecke

*County

040172008
*Country

[
040172008

v Additional Office Detalls

ADD ANOTHER OFFICE CANCEL PREVIOUS NEXT

The following page will populate after selecting the ADD NEW OFFICE or ADD ANOTHER
OFFICE option. Complete all appropriate fields and select next.

Office 10 : TRD Discard changes W

“Address Fhone 1 X Required for servce pddness updates
Phane

“City " Fa
“State
“zip =office Type Address Effective Date [ e — Address Tarminaticn Date B
*Co unty o
S Servce

 Additional Office Details

Iedorenation (Multilan use only, rot for dinestory

Forst HI Lest Ema Fhone Tikle

ADD ANGTHER OFFICE CAMCEL FREVIOUE REXT

Self Service Provider Portal User Guide — October 2024
105




siMultiPlan.

Step Action

Note:

e The Office ID is an internal number assigned by MultiPlan and will

populate after the record is saved.
o Fields with and asterisk (*) are required.

e City, State, County, and Country will auto populate after entering the
street address and zip code.

¢ An office type must be selected.

e Phone and fax numbers must include the complete 10 digit number

and cannot include any letters or special characters.

The following page will populate after selecting an existing address to overwrite with the new
address. Complete all appropriate updates and select next.

= BACK TO ADDRESE LIST

Addresses

To edit or confirm existing information, select one or more office 10s and dick "Next”™. Onee edited or verified, submit the final confirmation. You
can also “Add another office™ or overwrite address line(s) and zip code for a location that is no longer valid, Be sure to update the Address
Effectivef Termination dates as needed.

B office 1D : Service, Malling B Oklahoma City, OK 73102 (Primary) Discard changes &
“address Phons 1 y Ribguined for Birvach BOdrEsE apdsies
Phone 2
“City elahoma Ci " Fax
State
“zip ST “office Type address Effective Date ros - . ” N
£ chacks
*Cownty Er—
5 & DAD1TN08 ]
“Couniry
B
Hailing D108 [

w Aedditional Office Details

ADD ANGTHER OFFICE CANCEL PREVIONS E
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Step

Action

Note:

When updating an existing address to add a new office location, the

effective dates of the existing office type will become blank once the

new address is entered and will require the user to enter effective date

for the new address.

If the original existing office was listed as the primary, the newly added

office will become the primary location once the record is saved.

After the record is saved, the original address will be terminated 1 day

before the effective date of the new address and will no longer be

visible to portal users.

The Office ID is an internal number assigned by MultiPlan and will

populate after the record is saved.

Fields with and asterisk (*) are required.

City, State, County, and Country will auto populate after entering the

street address and zip code.

An office type must be selected.

Phone and fax numbers must include the complete 10 digit number

and cannot include any letters or special characters.

A summary page will load displaying the newly added address. Click submit to complete the

request.

If additional edits are needed click the previous button.

If the address was added in error click the cancel button.

Address

Updated Office 1D : TBD

fice Detals

Practice Nanse Phame Faot Addrass
Type

Contact Information (MualtiPlan use anly, not for directory)

1~ ma &

CANCEL

Effective

PREVIOUS

armination

107
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Step

Action

A confirmation page will load displaying the newly added address and that the request has

been processed.

GO BACK TO ADDRESS LIST

Updated Office 1D : 2172759

Contact Information {MultiPlan wee only, not for directory)
o MI : MfA )

Fax Address Eifective Termination
Type

Office Information Tab

The Office Information tab allows for updates to be made to the group office information for all

practitioners at the location. Follow the steps below to view and/or update group office information.

Note: At this time, only the phone and fax number(s) and additional Office Details can be

updated.
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Home Customer Service v Claims: Manage User Access v Help & Resources
o Exnort Full Group Roster &
Group Infe  Office Information  View Practitioners  Recred Status  Application Status
The locations for this group are listed below.
Place a check next to each location or check the box in the header row to select all on every page and click OFFICE UPDATE.
Desplaying 1-25 of 35 Records
Address & of Providers
ukon, OK 73099-4554 1
4
73120 4
1
1
2
1
1
2
0K 73080 2
Shawnee, OK 74804 F
Norman, OK 73069
Altus, OK 73521
Shawnee, OK 74804 5
Shawnee, OK 74604 1
Shawnes, OK 7 1
Mustang, OK 73064 2
Okdshoma City, OK 73116 ‘
Midwest City, OK 73110 &
Oklahoma City, OK 73102
Okdahoma City, OK 73102 1
Oklshoma City, OK 73102 3
1
2
P 1 f2
OFFICE UPDATE

Step Action

1. Once on the Office Information tab, locate and check the box for each address that requires an
update and select OFFICE UPDATE. To update all addresses, check the box in the header
next to Address.
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Step

Action

Group Infe  Ofice Information  Veew Practitioners  Recred Status  Application Status

The locations for this group are listed below.
Place a check next to each location or check the box in the header row to select all on every page and click OFFICE UPDATE.

Displayi 5 of 35 Records
Adbdress I £ of Providers
Yukon, OK 73095-4554 1
] Yukon, 0K 73099
Oklahama City, OK 73120 4

B4119 1

Okdahoma City, OK 73102 1

d, Ok 73003

Midweest City, OK 73110 2

OFFICE UPDATE

Note: The total number of practitioners being updated for the location are
listed in the # of Providers column. The names will be displayed after updates
are complete.

Once on the office information update page, the user will have the ability to make any

necessary edits to the phone and fax number(s) and additional Office Details.

Important! Current information will not be displayed and any updates made

will overwrite the current information for all practitioners listed at the address.

Note: At this time, only the phone and fax number(s) and additional Office
Details can be updated.
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Step

Action

Group Info

%« BACK TO ADDRESS LIST

Addresses

The information submitted here will overwrite the existing information for all the practitioners at this location.

*Address

*City
*State
i
*County

*Country

w Additional Office Detalls

Office Information

View Practitioners  Recred Status  Application Status

Yukon, OK 73099-4554

Discard changes

x (Required for service address updates)

Handicap Accessible MHene v

Note: Hover over the question marks available to view more information about
that field.

Use the Expand All or Collapse All buttons to expand or collapse all
Additional Office Details for each selected office.
Use the Discard Changes button to discard any changes that were made.
Click BACK TO ADDRESS LIST to return to the list of addresses for the
group.

¢ If edits were made to the office information, the below notification will

populate asking if you are sure you want to cancel. Select the

appropriate response.

Click YES, I WANT TO CANCEL and leave the current screen.
Click NEVER MIND to remain on the current screen.

NEVER MIND YES, | WANT TO CANCEL
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Step

Action

Phone and Fax Update:

Enter the phone number and extension, when applicable, and fax number into the

appropriate fields.

Fhone 1 X (Required for service address updates)
Phone 2 X

Fax

0 Important: Phone and fax numbers must include the complete 10 digit number
and cannot include any letters or special characters.

If phone and fax numbers are entered incorrectly, an error message will

populate advising the user the format is not correct.

Additional Office Details Update:

Complete the appropriate fields to include contact information and details for the group

address.

w Additional Oifice Details

e To update Staff Languages select the Pencil Icon D next to staff
languages and a new window will populate allowing users to select all
languages spoken by the staff in the office. Check the appropriate
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Step

Action

boxes and select save.

Update Languages

ode Languages Selected Languages

mialafuluful=l=l=l="

CANCEL SAVE

e To update Interpreter Service, use the appropriate check box. To

update Handicap Accessible, use the dropdown arrow.

Ol mnterpreter service Handicap Accessible

Important: Phone and fax numbers must include the complete 10 digit number

and cannot include any letters or special characters.

If phone numbers are entered incorrectly, an error message will populate

advising the user the format is not correct.

Contact First, MI, and Last name fields will not accept numerical values. If
numerical values are entered an error message will populate advising of the
incorrect format.

Contact email address must include the at symbol (@) and a dot followed by
the domain name. If email address does not include the at symbol (@) and a
dot followed by the domain name, an error message will populate advising of

the incorrect format.

After all updates are complete select the SUBMIT button.

CANCEL

PREVIOUS SUBMIT
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Step

Action

A confirmation page will load displaying all updates that were made, the request has been
processed and the practitioners included in the update.

Group Info  Office Information  View Practitioners  Recred Status | Application Status
& Request Processed - Changes may take approximately 60 minutes to appear In the portal.

#= GO BACK TO ADDRESS LIST

Updated Office: 1105 W 2400 S, West Valley City, UT 84119

Address Phone Fax

Providers Included in this Bulk Update

Changes to Office Information can take approximately 60 minutes to appear on
the portal.

Use the GO BACK TO ADDRESS LIST link to return to the list of addresses.

View Practitioners Tab

The View Practitioners tab allows for single practitioner search or viewing the full roster.

Group Info

*Search for a practitisner name in this group

Office Information View Practitioners Recred Status  Application Status

SEARCH OR

Field Description

Tabs

The options available under a group record, Group Info, Office
Information, View Practitioners, Recred Status, and Application

Status, are separated in each tab. Each tab can be accessed from every

tab screen.

Self Service Provider Portal User Guide — October 2024
114




~iMultiPlan

Field Description
Search for a This field is used to search for a specific provider. Type the first name or
practitioner name in last name of the practitioner in the field and click the Search button to
this group yield results.

*Search for a practitioner name in this group

smith SEARCH

View Full Roster This link is utilized for viewing the full roster. This link also gives users the
ability to view and/or edit demographic information for a specific

practitioner within their group. Please see the Viewing and Updating

Practitioner Demographics section below for steps on updating

practitioner demographics.

Click link to view results.

View Full Roster
(Large rosters can take several seconds to load)

Large rosters can take several seconds to load.

Recred Status Tab

To view the recredentialing status of a practitioner, utilize the Recred Status tab.

Group Info Office Information View Practitioners Recred Status Applicstion Status

Recred Status

Next Recredentialing
Practitioner Primary Specialty Degree NP1 Recredentialing Due Status Request/More Info

Internal Medicine MD

Recerved / In Process

Field Description

Tabs The options available under a group record, Group Info, Office
Information, View Practitioners, Recred Status, and Application
Status, are separated in each tab. Each tab can be accessed from every
tab screen.
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Field

Description

Practitioner

This column indicates the name of the practitioner.

Primary Specialty

This column indicates the practitioner’s specialty.

Degree

This column indicates the practitioner’s degree.

NPI

This column indicates the practitioner’'s NPI (National Provider Identifier).

Next Recredentialing

Due

This column indicates the date the practitioner’s recredentialing is due.

Note:

e Only applies to Non-delegated and

individually contracted provider groups.

e |f the practitioner’s due date for

recredentialing is past due, then the system

will display Due for Recredentialing.

Recredentialing Status

This column indicates the status of the recredentialing application with

MultiPlan.
Recredentialing _
Description
Status

Field is Blanks MultiPlan sent the recredentialing packet and
is waiting for a return submission of the
completed material.
Please open a customer service case if
recredentialing materials are required.

Received / In The Recredentialing application has been

Process received by MultiPlan and recredentialing is in
process.

Incomplete MultiPlan needs additional information on this
practitioner in order to complete
recredentialing.
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Field Description

To find out what additional information is
needed, please submit a customer service

case.

Note: Only applies to Non-delegated and individually

contracted providers.

Request/More Info This column contains two types of links. If the application is in incomplete
status, the user can click the “Request More Info” link to create a case and

submit the information.

The other link in this column is utilized to download a recredentialing
packet. When the link is clicked, the packet will pop up in a separate

window in a PDF, which can be downloaded or printed.

Once packet is filled out it can be attached into a customer service case.

oIS . e ae=ers
File Edit View Window Help *®
Reste- | D S H |22 REE s
D@2 | NG| =@ o] | B B T [ nm—

L)
A E— RECREDENTIALING QUESTIONNAIRE AND ATTESTATION
[PROFESSIONAL QUESTIONS \

Be sure to complete all questions. Your answers will be kept confidential. Please attach a detailed description of all relevant facts, including the
reason, date of action, and the final outcome of action for any questions answered "yes.”

T Have you ever had any negative action taken in connection wilh your license including but not limited to Oves  Ono
refusal, suspension, revocation, probation, reprimand, censure or restriction in any way by any state or
jurisdictional board?

|2, Have you ever been censured by a Medical Society or other Professional Society or other professional board Oves ONo
or 1?

) Flave you ever had your Drug Enforcement Adminisiration number (DEAR] restricied, suspended, revoked. o Oves  ONo  ON/A
otherwise limited or DEA license application refused?

i

T Fave you ever had an agreement with Medicare or Medicaid that was resticied, probational, suspended, Oves  Oho
excluded or terminated?

Application Status Tab

To view the application status of a practitioner utilize, the Application Status tab.
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Group Info Office Information

Application Status

View Practitioners Recred Status Application Status

Field Description

Tabs The options available under a group record, Group Info, Office
Information, View Practitioners, Recred Status, and Application
Status, are separated in each tab. Each tab can be accessed from every
tab screen.

Name Displays the name of the practitioner.

NPI Displays the NPI number of the practitioner.

Degree Displays the degree of the practitioner.

Application Status

The status of a practitioner’s application will be identified by the use of
radio buttons, which will display differently depending on what stage the

application is in. View the table below to see a description of each status.

Status Description
Received MultiPlan has received the application and is in
the review process to ensure the application is
. completely fill out and all required information is
Reaceived .
included.
In Process Application received met all MultiPlan’s criteria

to start the credentialing process.
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Field Description

In Process

Complete The application has passed the credentialing
process and an effective date will be assigned to
. the practitioner.
Complete

After the effective date has been assigned the
complete status will display up to 30 days.

Awaiting your The Awaiting your Response indicator means
Response MultiPlan has received the practitioner’s
application and it has been determined there is
..\.,,i:ﬂm,h,,m missing information. In order for MultiPlan to
complete the application process please submit
the missing information listed below the
practitioner’s profile.
Once the missing information has been
submitted, the indicator will switch to Received
and the radio button will display green.
Open a Customer The link in this column is utilized to create a customer service case. Click
Service Case the Question? Open a Customer Service Case link to create a customer

service case.
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Field Description

Create a Customer Service Case

For questions regarding a practitioner's application status or to inquire
about previously submitted documents, we will create a customer service
case.

Please follow the prompts on the next screen to upload or fax supporting
documents

The following information will be sent as part of your case:

Practitioner Name:

NPI:

Additional Information

=aTe

I H=S

CANCEL NEXT

Enter a detailed note in the Additional Information field and click the

Next button to create customer service case.

Forms

The application and credentialing forms are available for download.

Viewing and Updating Practitioner Demographics

To view and/or update specific practitioner information within a group, follow the steps below.

Step

Action

Locate the Search for a practitioner name in this group field in either the Group Info tab or

the View Practitioners tab or select View Full Roster.

If using the Search for a practitioner name in this group field, type the first name and/or last

name of the practitioner in the field and click the Search button to yield results.

*Search for a practitioner name in this group

SEARCH L L
OR (Large rosters can take several seconds to load
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Step

Action

When results are generated, locate and click the desired pracitioner’'s name in blue.

Group Info Office Information View Practitioners Recred Status Application Status

*Search for a practivioner name in this group

SEARCH View Fyll Roster
OR [Large resters can take several seconds to load)
niifated Pr
Select up 1o 3 practibonsrs to compare o chick the practitioner's name 1o display detsils. COMPARE
Practitioner Degres Primary Specalty Location HPE Effective Perlod Request Data Chanige
HEN hurse Practitiones San Astenio, TX OF/01/2014 - Present Buecyest Data Chanae
D Intemnal Medicine Baton Rouge, LA 11/30/2011 - Present
HSN hurse Fractitioner Hammond, LA 08/25/2016 - Present

Note: Users also have to ability to compare up to 3 practitioners within their
group.

e Select the check box next to up to 3 practitioners and then select

o Db Cffece |rfcarmmatan View Pradlitioners Recred SEatun AT en GUMLS
"Sosrch for & practitaner name in this greup
SEAREH OR M Full Foste
COMPARE
el Lo 1 ot b L) 1 M ther Parioad Bfdparal [Rala | Sunialé
a - Batin: Rensge, Lk
a e s

e This will show a cpomparison of each practitioners Addresse(s), active
and terminated TIN(s) and Network Information.
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Group Info  Office Information  View Practitioners  Recred Status  Application Status

Go to Addre: IINs Networks/Products

Baloney, Chassidy Nicole Barnes, Jeanee Mildred Bowers, Leah N
Degree: MSN Degree. MO Degree:
Location San Antonéo, TX Location: Baton Rouge, LA Location: Hammond, LA
Primary Speciality: Nurse Practitioner Primary Spedality: Intemal Medicine Primary Speciabity: Nurse Practitios
Effective Period:  07/01/2014 - Present Effective Period:  11/30/2011 - Present Effective Period:  08/29/2016 - Present
Request Data Change Egquest Data Change Eeouest Data Change
Addresses Addresses Addresses
Primary Service, Billing, Mailing Address Primary Service Address Primary Service Address
Practice Name Not Available Practice Name Not Available Practice Name Not Available
2935 Thousand Oaks Dr Ste 294 3600 Floida Eivd 42107 Veterans Ave
San Antonio, TX 78247 Entrance 4 Hammond, LA 70403
Baton Rouge, LA 70806
Phone:  210-494-1100 Phone: 985-956-7771
a 210-494-1117 Phone Fax:  985.956.7772
Accepting New Patients Fax Accepting New Patients: ves
Display on Directory Display on Directory: Ye
Essential Community Provider Accepting New Patients. ves Essential Community Provider: N/A
Display on Directory: No

Essential Community Provider: Yes
Billing Address

Service Address Practice Name Not Available
Po Box 1089
Practice Name Not Avallable Hammond, LA 70404
17000 Medical Center Dr
Baton Rouge, LA 70816 Phone:  985.956-7771
Fax:  985-956-7772

Phone: 985-892-7070
985-892-7017

Accepting New Patient:
Display on Directory Yes
Essential Community Provider: Yes

Mailing Address.

Practice Name Not Available
0 Box 4595
Covington, LA 70434
Service Address
Phone: 985-892-7070
Fax:  985.892-7017

Practice Name Not Availal
8490 Picardy Ave Bldg 600
Baton Rouge, LA 70809

Billing Address

ma Not Available
PO Box 1089

Hammond, LA 70404

Phone: 985-892-70
Fax 985-956-77

Active TINs Active TINS Active TINs
26-3958456  08/01/2011 - Present 26-3958456  08/01/2011 - Present 26-3958456  08/01/20

- Present

Terminated TINS Terminated TINs Te
Provider does not have any terminated T1!

minated TINS
hin the last 30 days. Provider does not have any terminated TINs within the last 30 days. Provider does not have any terminated TiNs within

Networks / Products Networks / Products Networks / Products

MultiPlan Network - 08/29/2016 - Present MultiPlan Network - 08/29/2016 - Present MultiPlan Network - 08/29/2016 - Present
MultPlan

08/29/2016 - Present Mgl

Pian - 08/29/2016 - Present

MultPlan Auto utiPlan Auto Medical - 08/29/2016 - Present MultiPian Auto Me

MultiPlan Workers' € Present MutiPlan Workers® Compensation - 08/28/2016 - Present MultiPlsn Workers 8/25/2016 - Preser
PMCS Network - 08/29/2016 - Present PHCS Network - 08/29/2016 - Present PHCS Network - 08/29/2016 - Present
PYCS - 08/26/2016 - Presert PHCS - 08/26/2016 - Present P 08/29/2016 - Presert

Address, TIN, and Network information will appear.

If the practitioner only has one address on file, the Address Update page will

be displayed once the practitioner is selected.

Continue to step 3.b.
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Action

Geowp Iefs  Office Information  View Practitionens  Recred Ststus  Apphcation Statius

g BACK TO RESULTS

. |

Selact the box(es) at left and Edit/ Verify Detalls to verify, add andfor update locations.
Puddrasses in red require vernfication othanwise MultiPlan will contact you foF confirmation,
L Requires affics hours and/or wait tines update,

Wficn 10 Addross Phone Oifice Type I Heciive Period Practice Mame Lant Verified

ADD MEW OFFICE EDIT/VERIFY DETAILS

Active Network/Products @

h i rity
MultiPlan Network

Preduct Efleciive Pesiod
[rymr TS - Present
HtiPlan Auta Medicsl CATAZE1E - Present
[P T ——— SAITA2014 - Present
PHLS Metwork

Preduct thirative Prrioa
nacs T DE1S - Present

3a

To edit and/or view the practitioners demographics, locate and check the box for each address
that requires an edit or verification and select EDIT/VERIFY DETAILS.

Select the box{es) at left and Edit/verlfy Detalls to werlfy, add and/or update locations.
Addresses in red require verification otherwise Multiflan will contact you fer cenfirmation.
E Requires office howrs and/or wait times update

Last Verified

] Office 10 Address Phone office Typa Effective Pariod Practice Name
i

-]

[ ] 1

ADD MEW OFFICE EDIT/VERIFY DETAILS

Note: Addresses listed in red have not been verified within the past 90 Days

and require verification.

Addresses listed with the yellow exclamation icon require office hours

and/or wait times update.

Users can select as many addresses that need edit or verification.
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Action

Once the address has been edited and/or verified, it will be displayed in black
font on the address list.

3.b

Once on the address update page, the user will have the ability to make any necessary edits to
the office demographics.

#= BACK TO ADDRESS LIST
Addresses
Edit or confirm the information below, click "Next” to preview any changes, and be sure to submit the final confirmation. You can also "Add
another office” or overwrite address line(s) and zip code for a location that is no longer valid. Be sure to update the Address Effective/Termination
dates as needed.
| Colla Al Off
Office ID : Service, Billing, Mailing Mesa, AZ 85204 (Primary) Discard changes &
Famidy First Physicians
P 1 X ( ed for service address upds ate
Phone 2 X
City v
State AZ
Zip =) Office Type  Dat tion Date
*County
Service 050111996
*Country
Billing 051/ 1956
Mailing 070172003
w Additional Office Details
Contact Information (MultiPlan use only, not for directory, except for email address)
First Ml Last Ema Phone Tithe
Kam K Byme 6232150447 x
T Office i Click Here to Set Same Hours as Monday for Mon-Fri  Set Default
T ] [oars - Mon Tue wed Thur i Sat Sun
From o700 v o700 v |70 MRLLE hRLE v | ByApgpt v | Closed -
1 w| |Moutes v N
To 12:00 | (1200 w| (1200 | [1z00 | [1zo0 v [Bysppt v [Closed v
1 | |Days -
from 13:00 | [1300 | [1300 v (1300 v [1300 -
To 17:00 ~| 1700 ~| 1700 ~| 1700 ~| 1700 -
ed
cal)
Prin - New Patie Dhrects Irterprater Service  Mandicap Accessible [yas w| ECP Indicator [yes w
ADD ANOTHER OFFICE CANCEL PREVIOUS NEXT
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Important: Service addresses can only be added/updated for states in which
the provider is licensed. The below message will display if the user attempts to

add an address for a state that the practitioner is not licensed in:

Per our records, this practitioner is not licensed in this state. Please submit a Request Data
Change Form. Select - Update an Address - include the relevant address information in the
comment section.

Note: Hover over the question marks available to view more information about
that field.

Use the Expand All or Collapse All buttons to expand or collapse all
Additional Office Details for each selected office.

Use the Discard Changes button to discard any changes that were made.
Click BACK TO ADDRESS LIST to return to the list of addresses for the
practitioner.

o If verification is required and the address was not verified, the below
notification will populate asking if you are sure you want to cancel.

Select the appropriate response.

kYIS, | WANT TO CANCEL and lsave the
& MEVER MIND b3 remain

MEWER MIND WEE, | WANT TO CANCEL

o |f edits were made to the address and verification is required, the
below natification will populate asking if you are sure you want to

cancel. Select the appropriate response.

k YES, | WANT T0 CANCEL a0 leave tha curment scraen

* HEVER MIND ta ramain on tha

MEVES MIND | YES, | WAMT TO CANCEL |

3.c

Address Update:

If applicable, enter the Practice name into the appropriate field.
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Step Action
Enter the street address and zip code into the appropriate fields. The City, State, County,
and Country will auto populate after proceeding to the next screen.
Practice Name IFamin First Physicians I | @
*Address I I |
*City Mesa LY
*State AZ ©
*Zip {85204
*County Maricopa LY
*Country USA o
Important: When adding a Practice Name, only enter the doing business as
(DBA) portion of the entity name. Example: Mesa Family First Physicians, only
enter Family First Physicians.
If an incomplete or incorrect zip code is entered, an error message will
populate advising the user the zip code is not correct.
Service addresses can only be added/updated for states in which the provider
is licensed. The below message will display if the user attempts to add an
address for a state that the practitioner is not licensed in:
Per our records, this practitioner is not licensed in this state. Please submit a Request Data
Change Form. Select - Update an Address - include the relevant address information in the
comment section.
3.d Phone and Fax Update:

Enter the phone and extension, when applicable, and fax number into the appropriate fields.

Phone 1

Phone 2

Fax

| | K | | (Required for service address updates)

| | x| |

Important: Phone and fax numbers must include the complete 10 digit number

and cannot include any letters or special characters.

Self Service Provider Portal User Guide — October 2024

126




.‘.iMuItiPlan

Step Action

If phone and fax numbers are entered incorrectly, an error message will

populate advising the user the format is not correct.

3.e Office Type Update:
Select the appropriate office type by checking the box next to Service, Billing, and/or Mailing.

e If the office does not have a set termination date, check the Currently Open (if

checked) box next to the address type.

¢ If the office does have a termination date, do not check the Currently Open (if

checked) box and enter the date in the Address Termination Date field.

*Office Type Address Effective Date Currently Open & Address Termination Date &
(if checked)
Service 0470172008 |
Billing 041012008 | O 12131/2015
Mailing 0470172008 |

0 Important: If an address does not have a termination date and the Currently
Open (if checked) box is checked, the address will be assigned the 12/31/9999
evergreen date, which means the office does not have a termination date.

If the date is entered incorrectly, an error message will populate advising the
user the date is incorrect. Example: If 02/30/2021 is entered, this will trigger

an error message because February does not have 30 days in it.
Service addresses can only be added/updated for states in which the provider
is licensed. The below message will display if the user attempts to add an

address for a state that the practitioner is not licensed in:

Per our records, this practitioner is not licensed in this state. Please submit a Request Data
Change Form. Select - Update an Address — include the relevant address information in the

comment section.

3f Additional Office Details Update:

Complete the appropriate fields to include additional office details for the practitioners address.
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» Additiomal Office Details

Selech W | | Selech W
Sakect e Salect -

Selech v | Sl W

" Specialties/Services

e Contact Information: Enter the information for the best contact at the office.

. Additiomal Office Details

Servons Coominatr

0 Important: Phone and fax numbers must include the complete 10 digit
number and cannot include any letters or special characters.

If phone numbers are entered incorrectly, an error message will

populate advising the user the format is not correct.

Contact First, MI, and Last name fields will not accept numerical

values. If numerical values are entered an error message will populate

advising of the incorrect format.

Contact email address must include the at symbol (@) and a dot

followed by the domain name. If email address does not include the at

symbol (@) and a dot followed by the domain name, an error message

will populate advising of the incorrect format.

e Wait Time: Use the dropdowns to select the appropriate wait times for the office. A

selection must be made in both dropdowns for the information to be saved or an error
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message will populate advising the user of the incomplete fields.

Office Hours: Use the drop downs to enter the office hours for each day.

o A selection must be made in the to and from dropdowns when the office is
operating during business hours.

o If the office is closed or by appt only, the From dropdown only needs to be
selected and the To dropdown will auto populate.

o The Click Here to Set Same Hours as Monday for Mon-Fri button will

populate the office hours for each day after Monday is entered.

o The Set Default button will apply the default 8:00 AM-5:00 PM office hours

with no lunch break.

Staff Languages: Select the Pencil Icon D next to staff languages. A new window
will populate allowing users to select all languages spoken by the staff in the office.

Check the appropriate boxes and select save.

Update Languages

b
I
©
W
wn
i
n
T
L
w
-
[
I

O0DDODDO0O00O0oD

CANMCEL SAVE
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e *Specialties/Services: Select the check box next to 1 or more services listed under
the specialties that are applicable to the location.
*Specialties/Services ¥
Physical Therapy
[J Telemedicine
Physical Therapy
e Office Indicators Update: Select the appropriate check boxes and/or drop down next
to each indicator for the office. This includes Primary Service Address, Accepts New
Patients, Suppress from Directory, Interpreter Service, Handicap Accessible, and ECP
Indicator.
I [ — coiphi Nirw Patiorts P — Irterpreter Serice  Mandicap Accessibie [y v | ECP Indicator [jone w I
3.9 Updating Primary Service Address:
If multiple locations are listed, the user has the ability to choose which location will be listed as
primary.
Locate and check the box for the currently listed primary address and the address that will be
the new primary address and select EDIT/VERIFY DETAILS.
Select the box{es) at left and Edit/Verily Details to verify, add andfor update locations.
Addresses in red require verification otherwise MultiPlan will contact you for confirmation.
[ T Office 1D [ Address I Phene T Oifice Typa T Effective Poriod I Practice Nama T Last \'rrll’lrﬁl
—
[}
ADD MEW OFFICE
Go to the Additional Details section of the second address and check the box next to Primary
Service Address.
DP' mary Service Address
Note: The address will not be saved as primary until the record is saved.
3.h After all updates are complete select the NEXT button.
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CANCEL PREVIOUS E

The summary page will display a green check mark next to each field that was updated.

Review the updates and then click SUBMIT to save the changes.

Updated Office 1D : (Primary)
Address Practice Mame Phone Fax Address Eifeciive Terminatisn
Type
e Service pen
e 1,0 A en
w Addtional Office Details
Contact Infarmation {MultiPlan use snly, nat for directary)
Farsit Ml:H Last Ema Pl e 2 OF C k)
Wait Time Office Hours
preld ¥ Frld &
Hours D 8200 a
2 Weeks O

“Gpecialtics | Services
Physical Therap

Fhrysical Therapy

CANCEL PREVIOUS suaMT

A confirmation page will load displaying all updates that were made and that the request has
been processed.

O Request Processed

#= GO BACK TO ADDRESS LIST

Updated Office 10 : {Primary)
Address Practice Name Phone Fax Address Effective Termination
Type
(] Service ol Open
ste 1,0 HiA Muikreg sarnnanan O open @
kishama City, OK 73139
= additionsl Office Cetails
Centact Infermation [MultiFlan use enly, not for direciory)
Fira CHEN Lot Emp e . it
wakt Time Office Hours
& Day wedD urlD Frid 2
From | DE:0 500 2 2
Fresr A A A A MYA WA A

Stafi Languages

Errgls!
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3. Adding a New Office:

A new address can be added in 3 different ways. Users can select ADD A NEW OFFICE, ADD
ANOTHER OFFICE, or make updates to an existing office to add a new office. Follow the
steps below for adding a new address.

e Select the ADD NEW OFFICE button from the View Practitioners screen.

Select the box{es) at left and Edit/verify Details to verify, add and/or update locations.
Addresses in red require verification otherwise Multiflan will contact you for confirmation.

| Office 1D Address Fhane Tffice Type Effective Period Fractice Hame Lask Verified

ADD NEW OFFICE EDITIVERIFY DETAILS

e Selectthe ADD ANOTHER OFFICE button form the EDIT/VERIFY DETAILS screen.
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4= BACK TO ADDRESS LIST

Addresses

Edit or confirm the information below, click "Next” to preview any changes, and be sure to submit the final confirmation. You can also "Add
another office” or overwrite address line(s) and zip code for a location that is no longer valid. Be sure to update the Address Effective/Termination
dates as needed.

Office ID : Service, Billing, Mailing Mesa, AZ 85204 (Primary) Discard changes &

Fandy First Physicians.

*Address Phone 1 X (
Phone 2 *
“City Mesa ~- Fax
“State
. “Office Type Address Effective Date .
“Zip preee ¥ ! T ation Crat
*County
Service 050111996
*Country
Billing 051/ 1956
Mailing 070172003
w Additional Office Details
Phone Tithe
6232150447 x

Click Here to Set Same Hours as Monday for Mon-Fri  Set Default

wed Thur i Sat Sun
v 0700 w| loTo0 w| loroo v| [Byaggt  v| [Closes v
w1200 w1200 w1200 w | Byfppt | | Closed -
v 1300 | 1300 w1300 -
~| 1700 ~| 1700 ~| 1700 -
ed
cal)
Prin " Accepts New Patients Suppress from Directory & Interpreter Service Mandicap Accessible |ves | ECPIndicator [yes

ADD ANOTHER OFFICE CANCEL PREVIOUS NEXT

The following page will populate after selecting the ADD NEW OFFICE or ADD ANOTHER
OFFICE option. Complete all appropriate fields and select next. The wait times, office hours,

staff languages, specialties/services, and office indicators are only required if the office is a

service location.
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Office ID : TBD Discard ch

w Additional Office Details

Select v Select: v

Select.  w| | Select. v

Select v Select: v

ADD ANOTHER OFFICE CANCEL PREVIOUS NEXT

Note:
o Fields with and asterisk (*) are required.

e City, State, County, and Country will auto populate after entering the
street address and zip code.

e An office type must be selected.

e Phone and fax numbers must include the complete 10 digit number

and cannot include any letters or special characters.

The following page will populate after selecting an existing address to overwrite with the new
address. Complete all appropriate updates and select next.
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#= BACK TO ADDRESS LIST
Addresses
Edit or confirm the information below, click "Next” to preview any changes, and be sure to submit the final confirmation. You can also "Add
another office” or overwrite address line(s) and zip code for a location that is no longer valid. Be sure to update the Address Effective/Termination
dates as needed.
Expand 81l Collapse Al ol Office
Office ID : Service, Billing, Mailing Mesa, AZ 85204 (Primary) Discard changes &
ame Farndy First Prysicians.
X pdates
*
City
State AZ
Zip =) “Office Type Address Effective Date ! Termination Dat
*County
050111996
*Country
051/ 1956
070172003
w Additional Office Details
Contact Information {MultiPlan use pa f ail addres:
First Ema Phone Tithe
Km 6232150447 X
Wait Time Office Mours Click Here to Set Same Hours as Monday for Mon-Fri
T ] [oars - Mon Tue wed Thur Fri Sat £
From 07:00 w| |oT00 w| |oTo0 w| |oT00 w| |oTo0 v ByAgel v
1 w| |Moutes v N
To 12:00 w1200 w1200 w1200 w1200 | | Byfppt b
1 | |Days -
from 13:00 | [1300 | [1300 v (1300 v [1300 -
To 17:00 w| 1700 v 1700 v 1700 v 1700 d
s *Specialties/Services W
English Family Practice
Fam
cal)
Priry 8 Accepts New Patients Suppress from Directory & Interpreter Service  Mandicap Accessible |ves | ECP Indicator [ves
ADD ANOTHER OFFICE CANCEL PREVIOUS E

e Service addresses can only be added/updated for states in which the

provider is licensed. The below message will display if the user
attempts to add an address for a state that the practitioner is not

licensed in:
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Per our records, this practitioner is not licensed in this state. Please submit a Request Data
Change Form. Select - Update an Address - include the relevant address information in the

comment section.

¢ When updating an existing address to add a new office location, the
effective dates of the existing office type will become blank once the
new address is entered and will require the user to enter effective date

for the new address.

o |If the original existing office was listed as the primary, the newly added

office will become the primary location once the record is saved.

e After the record is saved, the original address will be terminated 1 day
before the effective date of the new address and will no longer be

visible to portal users.

Note:

e The Office ID is an internal number assigned by MultiPlan and will

populate after the record is saved.
e Fields with and asterisk (*) are required.

e City, State, County, and Country will auto populate after entering the

street address and zip code.
¢ An office type must be selected.

e Phone and fax numbers must include the complete 10 digit number

and cannot include any letters or special characters.

A summary page will load displaying the newly added address. Click submit to complete the

request.
]

If additional edits are needed click the previous button.

If the address was added in error click the cancel button.

Self Service Provider Portal User Guide — October 2024
136




siMultiPlan.

Step

Action

Updated Office 1D : TED

Address Praciice Name Fhome Fax Address Efiecive Termination
Type
3 i & erace & siourzon © e
West Valley City, UT 84119 NiA
1~}
v Additeasl Office Details

Contact Information (MultiPlan use only, net for direciery)
M ;WA Last a Ema. [ JrT— (V] Title : N/A

Wait Tise OMfice Hours

TualD

A confirmation page will load displaying the newly added address and that the request has
been processed.

w GO BACK TO ADDRESS LIST

Updated Office 1D :

Address Practice Name Phone Fax Address effective Termination
Type
o v service @ w2021 O oen O
Vest Valley City, UT 84115 "
o
» Addttional Office Deta

Contact Information (MultiPlan use only, not for directory)

o WA st Q Ema O  rhoee (V)
Wait Time Office Hours
S 1onQ 1e@ vied® Tror@ O
f A A L
*Specialties/Services Staff Languages
Phys.cal Therag Engis
TelemedicneO
hysical Trerapy @
e en Pal Ha A vesO

If needed, users can open a customer service case by clicking the Request Data Change link.

Eequest Data Change
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Select Type of Change from the dropdown, enter in a detailed note in the Describe Your
Requested Data Change field, and click the Submit button.

Request Data Change

Submit the information below to create a service case. To help u
documents.

*Type of Change

[+]

The following information will be sent as part of your
case:

Practitioner Name:
MPT:

*Describe Your Requested Data Change:

If network-specific, please list applicable networks.

CANCEL SUBMIT

Note:

If requesting a data change for an address update, an Important message will

populate advising the user they can add a new address or update existing
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addresses using the demographic updates feature for individual practitioners
and groups.

Request Data Change

Submit the information below to create a service case. To help us complete your update, please follow the prompts on the next screen to upload or fax supporting
documents.

*Type of Change

@ Important!

[UDda[E— an Address v]

You can self-update your directory information in real-time under View

Provider ra > View Demographics.

*Describe Your Requested Data Change:

If network-specific, please list applicable networks.
n a group: View Practitioners tab (select a
om the list)

or update an existing address, including
pertinent focation inform

ad revent Mul contacting you for confirmation for
the next 90 days.

CANCEL SUBMIT

5. To return back to search results, click the Back to Results button.

&= BACK TO RESULTS

Individual Practitioner Access

‘ Introduction

When accessing an individual practitioner record, there are three options/tabs available; Practitioner
Info, Contracts, and Address.

Practitioner Info Contracts Addresses

Note: The Request Date Change link is available in the upper right hand corner. By clicking

this, a customer service case can be created.

Request Data Change

e Click link

e Select Type of Change from the dropdown
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e Select contract

e Type in a detailed note in the Describe Your Requested Data Change field

e Click the Submit button

Request Data Change

Submit the information below to create a service case. To hel
documents.

*Type of Change

#Tell us where to apply your change requests:
@ To all contracts

) To select contracts

The following information will be sent as a part of your

case:
Practitioner Name: Acevedo, Celso, MD
NPI: 1851390017

#Describe Your Requested Data Change:

If network-specific, please list applicable networks.

CANCFI SUBMIT
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Practitioner Info Tab

The Practitioners Info tab displays general information MultiPlan has on file.

Practfticser [sdo Contrachi hidreasen
d t twork F
Genersl ctitione oerrne
-
Freade 1 e iw s Paqud
:‘:r.:ldnd lunwed Om - o
Freafa 1 Peanr vl
Sl L il Liense & Tssued n ;
'
Frade 1 lectiee Perd
¥ ikt Previdege
L e sli=o sl § rditylane Typs (M tdwesllion  Dwgree  Sterfod Completed
Field Description
Recredentialing The Download Recred Packet notification link is utilized to download a
Notice’s recredentialing packet. When the link is clicked, the packet will pop up in a

separate window in PDF format, which can be downloaded or printed.
Once the packet is filled out it can be attached to a customer service case.
See below for the different types of Recredentialing notifications.

Due for Recredentialing notification:

Practitioner Info Contracts Addresses

[# Due for Recredentialing

Download Recred Packet &)

Recredentialing Received and In-Process notification:
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Field

Description

Practitioner Info Contracts Addresses

|| Recredentialing Received and In-Process

Recredentialing Received and Incomplete notification:

Practitioner Info Contracts Addresses

[# Recredentialing Received and Incomplete

Request More Info

Note: When Request More Info is selected, a pop up

will appear confirming a new service case will be created

to determine what information is missing.

Create a Customer Service Case

service case and research your request.

Practitioner Name: McKeon, Brian P

NPI: 1902828304

In order to determine what information is missing we will create a customer

The following information will be sent as part of your case:

CANCEL SUBMIT

General Practitioner

Information

Sex

Date of birth
SSN

NPI

Cred ID
CAQH ID

Languages

This section displays general information about the practitioner:
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Field Description

e Medicare Advantage participation (only displays if the provider is
participating in Medicare Advantage)

Specialties This section displays the practitioner’s specialties, board certifications, and

issued on dates.

Licenses This section displays the practitioner’s licenses by state, type, number,

and issued on date.

Hospital Affiliations This section displays the practitioner’s hospital affiliations by facility and
privilege.

Aggregate Network/ This section displays the practitioner’s network affiliation with effective

Product Participation dates and product(s) with the corresponding effective date(s).

Education This section displays the practitioner’s education by institution, type of

education, degree, started and completed dates.

Contracts Tab

The Contracts tab displays all of the active contracts related to the practitioner. To access, click on the

desired contract in blue.

Note: Users do not have access to view and update group demographic information for
individual agreement contracts.

Practitioner Info Contracts Addresses

Select up to 3 contracts to compare or click contract name to display details.

Individual Agreement
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If there is an administrator for the group contract, the page will display as follows:

Bisueat Dats CRAGGS
Practitioner info  Comtracts  Addressas

g BACK TO CONTRACTS

Select the box(es) at left and Edit/verlfy Detalls to verify, add and/or update locations.
Addresses in red require verification otherwise MultiPlan will contact you for confirmation.
L Requires office hours and for wait times update,

| [ amice 10 Address Phane Office Type Eliective Prried Practice Hame Last Verified
L S e, M ng Q601 & Q61972009
i Service, Billing 03/01/2005 5 - Open T o 1902009
Hew Berhn Mg
3528635 Bll=a DA/0L/Z002 - Open WA 06/19/2008
azs7092 A ng 06/01/2002 - Open 06/19/2009
WEST ALLE
0 . T Belling a7 . o6/ 19/2009
WI 53234
ADD NEW QFFICE EITVERIFY DETAILS
Contract Effective Period:  06/01/2002 - Present
Active TIN
s o Active Network/Products &
0301/200% - Present
ARRRS - Frmsare MultiPlan Metwork
03/01/1995 - Present SANIEINI0% - Pnisank
03/01/1995 - Present Pradust Eéfactiv Pariad
GHLIZO08 - Prasant [ GHELII003 - Brasant

BYB1/1995 - Prasank

01012009 - Present PHCS Metwork
Q1011595 - Pregent 06/01/2002 - Frecent

QR/OLI1995 « Prasant Praduct Hifactive Pariad

=]

O3/01/1995 « Prasant
wiewing 10 of 18 Migys a3l
Terrinated TINS & HealthEOS Network

O3/01/2005 « Present
Provuder does nok have any terminsted TINs wihin the last 30 davs e

Product Fifective Fasiod

HasthEOS QLATLII00E « Prassak
HaalthE05 blua B181/3006 - Brasaak
HaahthEDS Gl LD - Bragest
HaalthEOS Salect Blus BA/EL/200% - Frasest

HeshhEQS Werbnn' Compadatien - Brapent

HesthBOS Auto Madical - Franant
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If there is not an administrator for the group contract, the page will display as follows:

Practitoner Indo.  Contracts  Addvesses

g BACK TO CONTRACTS

Salect the box(as) at left and Edit/ Verify Datails to verify, add and/or updata locations,
Addresses In red requlre verification stherwise MultiPlan will contact you for conflrmation.

L Requires office hours and/or wail limes update,

Ofies 1D Address Phane Offece Type Effectiner Perisd Practsce Name Last Wersfied

rd, IL 61203 (Primar failng

ADD NEW OFFICE EMTIVERIFY DETAILS

Contract Effective Period 06/01/2003 - Present

An administrator has not yet been designated for this
group; therefore, we do not have authorization to
display network participation and TINs.

Petition for the groun to designate an administrator

Note: When Petition for the group to designate an administrator is selected, a pop up will

appear confirming a new service case will be created to determine the administrator for the

practitioner.

Submit a request for a group administrator

We will create a case on your behalf, and you will see the case closed
once we have contacted the group to ask that they designate a portal
administrator.

Please allow up to two weeks and revisit this page. If the group decides
to unlock access, an option to "Request to view networks and TINs" will
display for this contract.

CANCEL SUBMIT REQUEST

Field Description

Back to Contracts Clicking this button returns view to list of contracts.
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Field Description

Addresses This section houses all the practitioner addresses associated with the
group contract including the office ID (this is an internal number assigned
by MultiPlan), applicable phone and fax numbers, office type, effective
period, practice name (if applicable), and the last verified date. This
section gives users the ability to view and/or edit office demographics for
all practitioner addresses associated with the group. See the Viewing and

Updating Group Contract Demographics section below for steps on

updating group demographics.

Active TINs The active TINs associated with the group are captured here with the
effective dates.

Terminated TINs The terminated TINs associated with the group are captured here with the
effective dates.

Terminated TINs are listed here for only 30 days after the term date.

Contract Effective This displays the effective period of the contract.

Period

Active Network/ This section represents network affiliation with effective dates and
Products product(s) with the corresponding effective date(s).

Viewing and Updating Group Contract Demographics

To view and/or update group contract demographics, follow the steps below.

Step Action

1. Locate and click the desired Contract name in blue.

o Important: Users do not have access to update group demographic

information for individual agreement contracts.
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Step

Action

Practitioner Info Contracts Addresses

Select up to 3 contracts to compare or click contract name to display details.

[ 1ndividual Agreement

=y

Users also have to ability to compare up to 3 contracts.

e Select the check box next to up to 3 contracts and then select

Compare.

e This will show a cpomparison of each contracts Addresse(s), active

and terminated TIN(s) and Network Information.
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Step

Action

Contract Comparison

ual Agreement

Addresses
Primary Sarvice Address

wlle, IL 60553

Service, Billing, Mailing Address

Hew Britain,
Phane
Fax

Service Address

e b

Active TINs

Practitioner Info  Contracts  Addresses

Addresses

Primary Service Address

Active TINS

Products

Baach Steaat Hetwork - 1070173013 - Prasent

rirated TINg within the Last

MusltiPhan Matwsrk - 10,/01,/2013 - Prasant

%, Provider does nat have aey terminated TINs w

Go 1o &8gresses TIMS Hetworks/Product

MultiPian Contract ED:

Addresses

Primary Service Address

Service Address

Active TINs

inated TINs

Networks | Products

MultiPlan Metwsek « 10/61/2013 - Prasest

Bowch Strest Hatwsrk - 10,/01/2013 - Prasent

Address, TIN, and Network information will appear.
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Step Action

Practticeer Info Contracts  Addresses

o« BACK TO CONTRACTS

Select the box(es) at left and Edit/Verify Detalls to verify, add and/or update locations.
Addresses in red require verification otherwise MultiPlan will contact you for confirmation.
1. Requires office hours and/or wait times update.

office 1D ‘ Address Phone Office Type Effective Period Practice Name Last Verified
t A
ADD NEW OFFICE EDIT/VERIFY DETAILS
Contract Effective Period 06/01/2002 - Present
tive TINS

Active Network/Products &

n Network

08 « Prosent

Product tHective Period

= 06/01/2002 - Prasent

Terminated TINs @ Network

P

¥ Compansation

HesHAEOS Auto Medica

2.a To edit and/or view the practitioner group contract demographics, locate and check the box for
each address that requires an edit or verification and select EDIT/VERIFY DETAILS.

Select the box{es) at left and Edit/verlfy Detalls to verify, add andfor update lecations.
Addresses in red require verification otherwise Multiflan will contact you for confirmation.
L Requires office howrs andfor wait times update.

] Office 1D Addross Phone office Typa € Hectren Pariod Practice Nama Last Vardied
-] sg92285 A Service 07/26/2040 - Open

-]

(-] s

ADD MEW OFFICE EDIT/VERIFY DETAILS
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Step

Action

Note: Addresses listed in red have not been verified within the past 90 Days

and require verification.

Addresses listed with the yellow exclamation icon EI require office hours
and/or wait times update.

Users can select as many addresses that need edit or verification.

Once the address has been edited and/or verified, it will be displayed in black

font on the address list.

If the practitioner only has one address on file, the Address Update page will

be displayed once the practitioner is selected.

Once on the address update page, the user will have the ability to make any necessary edits to

the office demographics.
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Step

Action

4= BACK TO ADDRESS LIST

Addresses

Edit or confirm the information below, click "Next” to preview any changes, and be sure to submit the final confirmation. You can also "Add
another office” or overwrite address line(s) and zip code for a location that is no longer valid. Be sure to update the Address Effective/Termination
dates as needed.

Office ID : Service, Billing, Mailing Mesa, AZ 85204 (Primary) Discard changes &

Fandy First Physicians.

*Address Phone 1 X (R
Phone 2 *
“City Mesa ~- Fax
“State
. “Office Type Address Effective Date o
*Zip 8504 L T tion Drat
*County
Service 0501/1996
*Country
Billing 051/ 1956
Mailing 070172003

w Additional Office Details

Phone Title
6232150447 X

Click Here to Set Same Hours as Monday for Mon-Fri  Set Default

wed Thur Fri Sat Sun
v 0700 v 0700 w| |oTo0 v |ByAget v | Closed v
~| [1200 ~| [1200 ~| [1z00 | [Bysggt v [Closed >
w1300 w1300 | 1300 ~
To 17:00 ~| 1700 ~| 1700 ~| 1700 ~| 1700 -
*Specialties/Services W
Prin " Accepts New Patients Suppress from Directory & Interpreter Service Mandicap Accessible |ves | ECPIndicator [yes
ADD ANOTHER OFFICE CANCEL PREVIOUS NEXT

Note: Hover over the question marks available to view more information about

that field.

Use the Expand All or Collapse All buttons to expand or collapse all

Additional Office Details for each selected office.

Use the Discard Changes button to discard any changes that were made.
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Step

Action

Click BACK TO ADDRESS LIST to return to the list of addresses for the

practitioner.

e If verification is required and the address was not verified, the below
notification will populate asking if you are sure you want to cancel.

Select the appropriate response.

ok WS, 1 WANT T0 CANCIL ar

& NEVER MIMD b3 remain o= tha currant serear

upvEr mime

o |f edits were made to the address and verification is required, the
below natification will populate asking if you are sure you want to

cancel. Select the appropriate response.

k YES, | WANT T0 CANCEL a0 leave tha curment scraen

Chck MEVIER MIND ba ramai on thi Cument sones

MEVES MIND | YES, | WAMT TO CANCEL |

Address Update:

Enter the street address and zip code into the appropriate fields. The City, State, County,

and Country will auto populate after proceeding to the next screen.

Practice Name IFamin First Physicians I | e
*Address I I |

| | |
*City Mesa v
*State AZ v
*Zip {85204
*County Maricopa 2
*Country USA L

0 Important: When adding a Practice Name, only enter the doing business as
(DBA) portion of the entity name. Example: Mesa Family First Physicians, only

enter Family First Physicians.
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Step

Action

Service addresses can only be added/updated for states in which the provider
is licensed. The below message will display if the user attempts to add an
address for a state that the practitioner is not licensed in:

Per our records, this practitioner is not licensed in this state. Please submit a Request Data
Change Form. Select - Update an Address — include the relevant address information in the
comment section.

If an incomplete or incorrect zip code is entered, an error message will

populate advising the user the zip code is not correct.

Phone and Fax Update:

Enter the phone and extension, when applicable, and fax number into the appropriate fields.

Phone 1

Phone 2

Fax

| | X | | {Required for service address updates)

| | x| |

Important: Phone and fax numbers must include the complete 10 digit number

and cannot include any letters or special characters.

If phone and fax numbers are entered incorrectly, an error message will
populate advising the user the format is not correct.

Office Type Update:

Select the appropriate office type by checking the box next to Service, Billing, and/or Mailing.

e If the office does not have a set termination date, check the Currently Open (if

checked) box next to the address type.

e If the office does have a termination date, do not check the Currently Open (if
checked) box and enter the date in the Address Termination Date field.

*0ffice Type

Service
Billing

Mailing

Address Effective Date Currently Open & Address Termination Date &
(if checked)

0410112008 |

|U4|'D1."2003 | ] 1253172015

041012008 |
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Step

Action

Important: If an address does not have a termination date and the Currently
Open (if checked) box is checked, the address will be assigned the 12/31/9999

evergreen date, which means the office does not have a termination date.

If the date is entered incorrectly, an error message will populate advising the
user the date is incorrect. Example: If 02/30/2021 is entered, this will trigger

an error message because February does not have 30 days in it.
Service addresses can only be added/updated for states in which the provider
is licensed. The below message will display if the user attempts to add an

address for a state that the practitioner is not licensed in:

Per our records, this practitioner is not licensed in this state. Please submit a Request Data
Change Form. Select - Update an Address - include the relevant address information in the

comment section.

Additional Office Details Update:

Complete the appropriate fields to include additional office details for the practitioners address.

- Additional OMice Details

ot Conrmdnatar

- Select -

*Specialties/Services ¥

Contact Information: Enter the information for the best contact at the office.

o Additiamal DHice Details

PR ——
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Step

Action

Important: Phone and fax numbers must include the complete 10 digit

number and cannot include any letters or special characters.

If phone numbers are entered incorrectly, an error message will

populate advising the user the format is not correct.

Contact First, MI, and Last name fields will not accept numerical
values. If numerical values are entered an error message will populate

advising of the incorrect format.

Contact email address must include the at symbol (@) and a dot
followed by the domain name. If email address does not include the at
symbol (@) and a dot followed by the domain name, an error message

will populate advising of the incorrect format.

Wait Time: Use the dropdowns to select the appropriate wait times for the office. A

selection must be made in both dropdowns for the information to be saved or an error

message will populate advising the user of the incomplete fields.

Office Hours: Use the drop downs to enter the office hours for each day.

(@]

A selection must be made in the to and from dropdowns when the office is
operating during business hours.
If the office is closed or by appt only, the From dropdown only needs to be

selected and the To dropdown will auto populate.

The Click Here to Set Same Hours as Monday for Mon-Fri button will

populate the office hours for each day after Monday is entered.

The Set Default button will apply the default 8:00 AM-5:00 PM office hours

with no lunch break.
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Step Action
e Staff Languages: Select the Pencil Icon D next to staff languages. A new window
will populate allowing users to select all languages spoken by the staff in the office.
Check the appropriate boxes and select save.
Update Languages
ailable Langua Selected anguages.
O X
O &
0O =
O =
O
O -
O &
0 =
O
CAMCEL SAVE
e *Specialties/Services: Select the check box next to 1 or more services listed under
the specialties that are applicable to the location.
*Specialties/Services &
Physical Therapy
[ Telemedicine
Physical Therapy
e Office Indicators Update: Select the appropriate check boxes and/or drop down next
to each indicator for the office. This includes Primary Service Address, Accepts New
Patients, Suppress from Directory, Interpreter Service, Handicap Accessible, and ECP
Indicator.
I Pricary Service Addvess B Acoesta New Patisnts sopress from Directory @ Irterpreter Service  Mandicap Accessibie [no  we | ECP Indicator [pops v I
8. Updating Primary Service Address:

If multiple locations are listed, the user has the ability to choose which location will be listed as
primary.

Locate and check the box for the currently listed primary address and the address that will be
the new primary address and select EDIT/VERIFY DETAILS.
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Select the bou(es) at left and Edit/ verily Detalls to verity, sdd and/or update locations,
Addresses in red require verification otherwise MultiFan will contact you for confirmation,

-] Office 10 Rddress Phone Oifice Tyge Effective Periad Praclice Rame Last Werdied
=

=

-]

ARD MEW OFFICK

ERITAFERIFY BETAILS

Service Address.

DP' mary Service Address

Go to the Additional Details section of the second address and check the box next to Primary

Note: The address will not be saved as primary until the record is saved.

After all updates are complete select the NEXT button.

CANCEL PREVIOUS

The summary page will display a green check mark next to each field that was updated.

Review the updates and then click SUBMIT to save the changes.

updated Office 1D : (Primary)
Address Practice Name Phune Fax Address  Effedtive Termination
Type
e Serice 0412010 & pen
o A oa/o1/2010 @ en @
v Addtional Dfice Details
Contact Information (MultiPlan wse snly, nat for directory)
Fast MI:N Last Ema " £ 0P C
Time Office Hours
Dy Munl Tet@ it dD Frld ) nld
0 :
Service Address, W Zeze ves s
CAMCEL PREVIOUS

been processed.

A confirmation page will load displaying all updates that were made and that the request has
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Step Action

O Regquest Processed

#= GO BACK TO ADDRESS LIST

Updated Dffice 10 : (Primary)
Address Practice Name Fhone Fax Address Effective Termination
Type
=] erice ‘ pen
ste 1,8 o en @
w additionsl Office Detaids
Centact Information (MultiPlan use only, not for directery)
First il - W Last En
office Hours
Day MonD TioelD vedS Thurd Frild sal@ sun@

Prearmy ¢ 08:00 08 :0:0 08:00

From ¢

Staff Languages
Ergish

10. Adding a New Office:

A new address can be added in 3 different ways. Users can select ADD A NEW OFFICE, ADD
ANOTHER OFFICE, or make updates to an existing office to add a new office. Follow the
steps below for adding a new address.

e Select the ADD NEW OFFICE button from the View Practitioners screen.

Select the box{es) at left and Edit/verify Details to verify, add andfor update locations.
Addresses in red require verification otherwise MultiPlan will contact you for confirmation.

| office 10 Address Fhane oifice Type Effective Periad Practice Name Last Verified

ADD NEW OFFICE EDITIVERIFY DETAILS

e Selectthe ADD ANOTHER OFFICE button form the EDIT/VERIFY DETAILS screen.
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Step

Action

4= BACK TO ADDRESS LIST

Addresses

Edit or confirm the information below, click "Next” to preview any changes, and be sure to submit the final confirmation. You can also "Add
another office” or overwrite address line(s) and zip code for a location that is no longer valid. Be sure to update the Address Effective/Termination
dates as needed.

Office ID : Service, Billing, Mailing Mesa, AZ 85204 (Primary) Discard changes &

Fandy First Physicians.

*Address Phone 1 X (
Phone 2 *
“City Mesa ~- Fax
“State
. “Office Type Address Effective Date .
“Zip preee ¥ ! T ation Crat
*County
Service 050111996
*Country
Billing 051/ 1956
Mailing 070172003
w Additional Office Details
Phone Tithe
6232150447 x

Click Here to Set Same Hours as Monday for Mon-Fri  Set Default

wed Thur i Sat Sun
v 0700 w| loTo0 w| loroo v| [Byaggt  v| [Closes v
w1200 w1200 w1200 w | Byfppt | | Closed -
v 1300 | 1300 w1300 -
~| 1700 ~| 1700 ~| 1700 -
ed
cal)
Prin " Accepts New Patients Suppress from Directory & Interpreter Service Mandicap Accessible |ves | ECPIndicator [yes

ADD ANOTHER OFFICE CANCEL PREVIOUS NEXT

The following page will populate after selecting the ADD NEW OFFICE or ADD ANOTHER
OFFICE option. Complete all appropriate fields and select next. The wait times, office hours,

staff languages, specialties/services, and office indicators are only required if the office is a

service location.
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Step Action
Office ID : TBD Discard changes &
*County "

w Additional Office Details

ADD ANOTHER OFFICE

iesServices W

CANCEL PREVIOUS NEXT

Important: Service addresses can only be added/updated for states in which
the provider is licensed. The below message will display if the user attempts to

add an address for a state that the practitioner is not licensed in:

Per our records, this practitioner is not licensed in this state. Please submit a Request Data
Change Form. Select - Update an Address — include the relevant address information in the

comment section.

Note:
e Fields with and asterisk (*) are required.
e City, State, County, and Country will auto populate after entering the

street address and zip code.
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Step Action

e An office type must be selected.
e Phone and fax numbers must include the complete 10 digit number

and cannot include any letters or special characters.

The following page will populate after selecting an existing address to overwrite with the new
address. Complete all appropriate updates and select next.

#= BACK TO ADDRESS LIST
Addresses
Edit or confirm the information below, click "Next” to preview any changes, and be sure to submit the final confirmation. You can also "Add
another office” or overwrite address line(s) and zip code for a location that is no longer valid. Be sure to update the Address Effective/Termination
dates as needed.
| Colla Al Off
Office ID : Service, Billing, Mailing Mesa, AZ 85204 (Primary) Discard changes &
actice Name Famidy First Physicians
*Address Phone 1 X (Required for service address updates)
Phone 2 X
“City Mesa ~- Fax
“State
“Zig =) Office Type E Dat T tion Diat
*County
Serv 510111906
*Country
B 051/ 1956
I 070172003
w Additional Office Details
Contact Information (MultiPlan use oaly, not for pt for | 8
First 1 Ema Phone Tithe
Km K 6232150447 x
vait Tume Office Hours Click Here to Set Same Hours as Monday for Mon-Fri  Set Default
T ] [oars - Mor Tue wed t Fri Sat Sun
o700 v o700 v |70 MRLLE v | 0700 v | ByApgt w| |Closed v
1 v [ Mites w .
To 12:00 w1200 | 1200 | 1200 w1200 | | Byfppt w| | Closed >
1 | |Days -
13:00 | | 13:00 | 1300 | 1300 w1300 w
To 17:00 ~| 1700 ~| 1700 ~| 1700 ~| 1700 -
Prin " Accepts New Patients Suppress from Directory & Interpreter Service Mandicap Accessible |ves | ECPIndicator [yes
ADD ANOTHER OFFICE CANCEL PREVIOUS E
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Step

Action

Important:

Service addresses can only be added/updated for states in which the
provider is licensed. The below message will display if the user
attempts to add an address for a state that the practitioner is not

licensed in:

Per our records, this practitioner is not licensed in this state. Please submit a Request Data
Change Form. Select - Update an Address - include the relevant address information in the
comment section.

Note:

When updating an existing address to add a new office location, the
effective dates of the existing office type will become blank once the
new address is entered and will require the user to enter effective date

for the new address.

If the original existing office was listed as the primary, the newly added

office will become the primary location once the record is saved.

After the record is saved, the original address will be terminated 1 day
before the effective date of the new address and will no longer be

visible to portal users.

The Office ID is an internal number assigned by MultiPlan and will

populate after the record is saved.
Fields with and asterisk (*) are required.

City, State, County, and Country will auto populate after entering the

street address and zip code.
An office type must be selected.

Phone and fax numbers must include the complete 10 digit number

and cannot include any letters or special characters.

A summary page will load displaying the newly added address. Click submit to complete the

request.

If additional edits are needed click the previous button.
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Step

Action

e |f the address was added in error click the cancel button.

updated Office 1D : TRD

Address Practice Name Phone Fan Address Effective Termination
Type
Q WA 1) ervice & sronrzon @ “orn
West Valley City, UT 84113 NI
L~
w Additeral Office Details

Contact Information (Multiflan use enly, not for directory )
WA st ) O  one o Title : H/A

i

Timne Office Hours
By -

A confirmation page will load displaying the newly added address and that the request has

been processed.

© Request Processed

GO BACK TO ADDRESS LIST

Updated Office 1D :

Address Practice Name Phone Fax Address Effective Termination
Type
V] o N/A service @ 12021 O ven O
Vest Valle NA
V)
v Addticnsl e Deta

Contact Information (MultiPlan use only, mot for directory)

o WA ast o Ema Q . o
Wat Time Office Hours
c 1on@ 1eQ viedQ @ O

*Specialties/Services Staff Languages

11.

If needed, users can open a customer service case by clicking the Request Data Change link.

Eequest Data Change
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Step Action

Select Type of Change from the dropdown, select what contract(s) the change will apply to
(see below for examples), enter in a detailed note in the Describe Your Requested Data
Change field, and click the Submit button.

Example if To all contract is selected:

Request Data Change

Submit the information below to create a service case. To help
documents.

*Type of Change

*Tell us where to apply your change requests:

@®To all contracts

(JTo select contracts

The following information will be sent as a part of your
case:

Practitioner Name:

NPI:

*Describe Your Requested Data Change:

If network-specific, please list applicable networks.

o

CANCEL SUBMIT

Example if To select contracts is selected:
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Step

Action

Request Data Change

ments.

“Type of Change

“Tell us where to apply your change requests:

o all contracts

BiTo select contract

*Select Contracts

Contract Not Listed

t the infermaticn below to create a service case. To help us complete your

B fer to rantracts oacs to SO
he contracts listed below allow data change reguests. Please refer to the Contracts page to =

update, please follow the prompts on the next screen to upload or

*Describe Your Requested Data Change:

If network-specific, please list applicable networks.

CANCEL SUBMIT

Note:

If requesting a data change for an address update, an Important message will
populate advising the user they can add a new address or update existing

addresses using the demographic updates feature for individual practitioners
and groups.

Request Data Change

Submit the information below to create a service case. To help us complete your update, please follow the prompts on the next screen to upload or fax supporting
documents.

*Type of Change

@ Important!

[UDdat& an Address v]

You can self-update your directory information in real-time under View
*Describe Your Requested Data Change: Provider Demographics > View Demographics.

If network-specific, please list applicable networks. = For groups: Group Info tab

= For practitioners within a group: View Practitioners tab (select a
practitioner's name from the list)

You can add a new address or update an existing address, including

pertinent location information like office hours. Verifying an existing

address will prevent MultiPlan from contacting you for confirmation for

the next 90 days.

CANCEL susmIT
Ao

12.

To return back to search results, click the Back to Results button.
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Step Action

= BACK TO RESULTS

Address Tab

The Address tab displays the list of addresses associated with the practitioner and gives the user the

ability to view and/or edit each address.

Practiboner Info Contracts Addresses

Select the box(es) at left and Edit/Verify Detalls to verify, add and/or update locations.
Addresses in red require verification otherwise MultiPlan will contact you for confirmation.

L Requires office hours and/or wait times update.

Office 1D Address Phone Office Type Effective Period Practice Name Last Venified

Field Description
Check Box This is used to select the address to edit or verify.
Office ID This displays the office id number assigned by MultiPlan.
Address This displays the complete address, including street, city, state, and zip
code.
Phone This displays the phone number.
Office Type This displays whether the office is service, mailing, and/or billing.
Effective Period This display the effective and termination date of the address.
Practice Name This displays the practice name.
Last Verified This displays the date the address was last verified.
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Field

Description

Add New Office

This button is used to add a new office.

Edit/Verify Details

This button is used to edit and/or verify the details of an address.

Viewing and Updating Individual Practitioner Demographics

To view and/or update individual practitioner demographics, follow the steps below.

Step Action
1. Go to the Addresses tab of the practitioners record.
Practiboner Info Contracts Addresses
Saelect the box(es) at left and Edit/Verify Detalls to verify, add and/or update locations.
Addresses in red require verification otherwise MultiPlan will contact you for confirmation.
L Requires office hours and/or wait times update.,
| Office 1D | Address I Phone | Office Type T Effective Period | Practice Name [ Last Venied
ADD NEW OFFICE EDIT/VERIFY DETAILS
2. To edit and/or view the practitioner demographics, locate and check the box for each address

that requires an edit or verification and select EDIT/VERIFY DETAILS.

[a Gffice 10

Select the box{es) at |
Addresses in red regul
L Requires office hours and/for wait times update

and Editfverlfy Detalis to verify, add and for update locations.
verification otherwise Multiflan will contact you for confirmation.

Address Phone afice Type Effective Pariod Practice Nama Last Varified

ADD MEW OFFICE EDIT/VERIFY DETAILS

Note: Addresses listed in red have not been verified within the past 90 Days
and require verification.
Addresses listed with the yellow exclamation icon EI require office hours

and/or wait times update.
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Step

Action

Users can select as many addresses that need edit or verification.

Once the address has been edited and/or verified, it will be displayed in black

font.

If the practitioner only has one address on file, the Address Update page will

be displayed once the practitioner is selected.

2.a

Once on the address update page, the user will have the ability to make any necessary edits to

the office demographics.
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Step

Action

4= BACK TO ADDRESS LIST

Addresses

Edit or confirm the information below, click "Next” to preview any changes, and be sure to submit the final confirmation. You can also "Add
another office” or overwrite address line(s) and zip code for a location that is no longer valid. Be sure to update the Address Effective/Termination
dates as needed.

Office ID : Service, Billing, Mailing Mesa, AZ 85204 (Primary) Discard changes &

Fandy First Physicians.

*Address Phone 1 X (R
Phone 2 *
“City Mesa ~- Fax
“State
. “Office Type Address Effective Date o
*Zip 8504 L T tion Drat
*County
Service 0501/1996
*Country
Billing 051/ 1956
Mailing 070172003

w Additional Office Details

Phone Title
6232150447 X

Click Here to Set Same Hours as Monday for Mon-Fri  Set Default

wed Thur Fri Sat Sun
v 0700 v 0700 w| |oTo0 v |ByAget v | Closed v
~| [1200 ~| [1200 ~| [1z00 | [Bysggt v [Closed >
w1300 w1300 | 1300 ~
To 17:00 ~| 1700 ~| 1700 ~| 1700 ~| 1700 -
*Specialties/Services W
Prin " Accepts New Patients Suppress from Directory & Interpreter Service Mandicap Accessible |ves | ECPIndicator [yes
ADD ANOTHER OFFICE CANCEL PREVIOUS NEXT

Note: Hover over the question marks available to view more information about

that field.

Use the Expand All or Collapse All buttons to expand or collapse all

Additional Office Details for each selected office.

Use the Discard Changes button to discard any changes that were made.
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Step

Action

Click BACK TO ADDRESS LIST to return to the list of addresses for the

practitioner.

o If verification is required and the address was not verified, the below
notification will populate asking if you are sure you want to cancel.

Select the appropriate response.

ok WS, 1 WANT T0 CANCIL ar

& NEVER MIMD b3 remain o= tha currant serear

upvEr mime

o |f edits were made to the address and verification is required, the
below natification will populate asking if you are sure you want to

cancel. Select the appropriate response.

k YES, | WANT T0 CANCEL a0 leave tha curment scraen

Chck MEVIER MIND ba ramai on thi Cument sones

MEVES MIND | YES, | WAMT TO CANCEL |

Address Update:

Enter the street address and zip code into the appropriate fields. The City, State, County,

and Country will auto populate after proceeding to the next screen.

Practice Name IFamin First Physicians I | e
*Address I I |

| | |
*City Mesa v
*State AZ v
*Zip {85204
*County Maricopa 2
*Country USA L

0 Important:
e Service addresses can only be added/updated for states in which the

provider is licensed. The below message will display if the user
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Step

Action

attempts to add an address for a state that the practitioner is not
licensed in:

Per our records, this practitioner is not licensed in this state. Please submit a Request Data
Change Form. Select - Update an Address — include the relevant address information in the
comment section.

e If an incomplete or incorrect zip code is entered, an error message will

populate advising the user the zip code is not correct.

Phone and Fax Update:

Enter the phone and extension, when applicable, and fax number into the appropriate fields.

Phone 1 X (Required for service address updates)
| | x| |

Phone 2 | | ¥ | |

Fax | |

Important: Phone and fax numbers must include the complete 10 digit number

and cannot include any letters or special characters.

If phone and fax numbers are entered incorrectly, an error message will
populate advising the user the format is not correct.

Office Type Update:
Select the appropriate office type by checking the box next to Service, Billing, and/or Mailing.

o If the office does not have a set termination date, check the Currently Open (if
checked) box next to the address type.

¢ If the office does have a termination date, do not check the Currently Open (if
checked) box and enter the date in the Address Termination Date field.

*0Office Type Address Effective Date Currently Open ¥ Address Termination Date &
(if checked)
Service 0410112008 |
Billing 04012008 | 0 123112015
Mailing 041012005 |
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Step Action

0 Important:
e Service addresses can only be added/updated for states in which the
provider is licensed. The below message will display if the user
attempts to add an address for a state that the practitioner is not

licensed in:

Per our records, this practitioner is not licensed in this state. Please submit a Request Data
Change Form. Select - Update an Address - include the relevant address information in the
comment section.

e If an address does not have a termination date and the Currently Open
(if checked) box is checked, the address will be assigned the
12/31/9999 evergreen date, which means the office does not have a

termination date.

o If the date is entered incorrectly, an error message will populate
advising the user the date is incorrect. Example: If 02/30/2021 is
entered, this will trigger an error message because February does not

have 30 days in it.

Additional Office Details Update:

Complete the appropriate fields to include additional office details for the practitioners address.

» Additional Oifice Details

“Specialties Services
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Step

Action

Contact Information: Enter the information for the best contact at the office.

. Additional Office Details

ereoes Coondnasa

Important: Phone and fax numbers must include the complete 10 digit

number and cannot include any letters or special characters.

If phone numbers are entered incorrectly, an error message will

populate advising the user the format is not correct.

Contact First, MI, and Last name fields will not accept numerical
values. If numerical values are entered an error message will populate

advising of the incorrect format.

Contact email address must include the at symbol (@) and a dot
followed by the domain name. If email address does not include the at
symbol (@) and a dot followed by the domain name, an error message

will populate advising of the incorrect format.

Wait Time: Use the dropdowns to select the appropriate wait times for the office. A
selection must be made in both dropdowns for the information to be saved or an error
message will populate advising the user of the incomplete fields.

Office Hours: Use the drop downs to enter the office hours for each day.
o A selection must be made in the to and from dropdowns when the office is
operating during business hours.

o If the office is closed or by appt only, the From dropdown only needs to be

selected and the To dropdown will auto populate.

o The Click Here to Set Same Hours as Monday for Mon-Fri button will

populate the office hours for each day after Monday is entered.
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Step

Action

o The Set Default button will apply the default 8:00 AM-5:00 PM office hours
with no lunch break.

Staff Languages: Select the Pencil Icon D next to staff languages. A new window
will populate allowing users to select all languages spoken by the staff in the office.

Check the appropriate boxes and select save.

Update Languages
Available Langua Selacted Languages
O X
[
O =
0 =«
O
O &
O
CANCEL SAVE

*Specialties/Services: Select the check box next to 1 or more services listed under

the specialties that are applicable to the location.

*Specialties/Services ¥
Physical Therapy
[J Telemedicine

Physical Therapy

Office Indicators Update: Select the appropriate check boxes and/or drop down next
to each indicator for the office. This includes Primary Service Address, Accepts New
Patients, Suppress from Directory, Interpreter Service, Handicap Accessible, and ECP

Indicator.

I Primary Gervice Addrese 53 Accepts New Pasients sppress from Directory @ Irterpreter Service  Hendicap Accessible [mo  w| ECP Indicator |pons w I
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Step

Action

Updating Primary Service Address:

If multiple locations are listed, the user has the ability to choose which location will be listed as
primary.

Locate and check the box for the currently listed primary address and the address that will be

the new primary address and select EDIT/VERIFY DETAILS.

Seloct the box{es) at baft and Editf Varity Details bo verity, add and/or update locations,
Addresses in red require verification otherwise Multiflan will contact you for confirmation.

] Offsce 1D Address Phone Offsce Tree Effective Perad Practice Wame Last Versdied
(-]
=

]

ADD NDW OFFICT EEITAERIFY BETAILS

Go to the Additional Details section of the second address and check the box next to Primary

Service Address.

DP' mary Service Address

Note: The address will not be saved as primary until the record is saved.

After all updates are complete select the NEXT button.

CAMCEL FREVIOUE

The summary page will display a green check mark next to each field that was updated.

Review the updates and then click SUBMIT to save the changes.
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updated Office 1D (Primary)

Address Practice Name Phone Fax Address Effective Termination

Type
=] Senice oa/0 pen
1,0 & " en @

w Addtional Office Details
Contact Information {MultiPlan wse only, net for directory)
Farst MI: N Last Ema € P C an
Wait Time Office Hours
L M k@ Frl st A2

08100 A
¥ S “ Brcessdie : Ve a e
CANCEL PREVIOUS

been processed.

A confirmation page will load displaying all updates that were made and that the request has

O Reguest Processed

#= GO BACK TO ADDRESS LIST

Updated Office 1D : {Primary)

Address Practice Name Fhone Fax

Address
Type
=] Service
ste 1,8 A n
homs
- ol Office Details
Contact Infarmation (MultiPlan use only, not for directery)
ME: B Lot Emn Phone
Ofice Hours
Day mon@

Staff Languages

“SpecialtiesServices
Fhyscal rapy Ersglsh

Effective

Termination

]

Open
pe

Adding a New Office:

steps below for adding a new address.

A new address can be added in 3 different ways. Users can select ADD A NEW OFFICE, ADD
ANOTHER OFFICE, or make updates to an existing office to add a new office. Follow the

Self Service Provider Portal User Guide — October 2024

176




~iMultiPlan.

Step Action

e Select the ADD NEW OFFICE button.

Select the box{es) at left and Edit/verify Detalls to verify, add andfor update locations.
Addresses in red require verification otherwise MultiPlan will contact you for confirmation.

[ office 1D Address | Fhone ] office Type Effective Periad Practice Name Last Verified

4015326 B25 N 405) 609-3600  Servize, Mading

ADD NEW OFFICE EDITIVERIFY DETAILS

e Selectthe ADD ANOTHER OFFICE button form the EDIT/VERIFY DETAILS screen.

Self Service Provider Portal User Guide — October 2024
177




~iMultiPlan.

Step

Action

4= BACK TO ADDRESS LIST

Addresses

Edit or confirm the information below, click "Next” to preview any changes, and be sure to submit the final confirmation. You can also "Add
another office” or overwrite address line(s) and zip code for a location that is no longer valid. Be sure to update the Address Effective/Termination
dates as needed.

Office ID : Service, Billing, Mailing Mesa, AZ 85204 (Primary) Discard changes &

Fandy First Physicians.

*Address Phone 1 X (
Phone 2 *
“City Mesa ~- Fax
“State
. “Office Type Address Effective Date .
“Zip preee ¥ ! T ation Crat
*County
Service 050111996
*Country
Billing 051/ 1956
Mailing 070172003
w Additional Office Details
Phone Tithe
6232150447 x

Click Here to Set Same Hours as Monday for Mon-Fri  Set Default

wed Thur i Sat Sun
v 0700 w| loTo0 w| loroo v| [Byaggt  v| [Closes v
w1200 w1200 w1200 w | Byfppt | | Closed -
v 1300 | 1300 w1300 -
~| 1700 ~| 1700 ~| 1700 -
ed
cal)
Prin " Accepts New Patients Suppress from Directory & Interpreter Service Mandicap Accessible |ves | ECPIndicator [yes

ADD ANOTHER OFFICE CANCEL PREVIOUS NEXT

The following page will populate after selecting the ADD NEW OFFICE or ADD ANOTHER
OFFICE option. Complete all appropriate fields and select next. The wait times, office hours,

staff languages, specialties/services, and office indicators are only required if the office is a

service location.
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Step

Action

Office ID : TBD Discard ch

w Additional Office Details

Select v Select: v

Select.  w| | Select. v

Select v Select: v

ADD ANOTHER OFFICE CANCEL PREVIOUS NEXT

Note:
o Fields with and asterisk (*) are required.

e City, State, County, and Country will auto populate after entering the
street address and zip code.

e An office type must be selected.

e Phone and fax numbers must include the complete 10 digit number

and cannot include any letters or special characters.

The following page will populate after selecting an existing address to overwrite with the new
address. Complete all appropriate updates and select next.
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Action

#= BACK TO ADDRESS LIST
Addresses
Edit or confirm the information below, click "Next” to preview any changes, and be sure to submit the final confirmation. You can also "Add
another office” or overwrite address line(s) and zip code for a location that is no longer valid. Be sure to update the Address Effective/Termination
dates as needed.
Expand 81l Collapse Al ol Office
Office ID : Service, Billing, Mailing Mesa, AZ 85204 (Primary) Discard changes &
ame Farndy First Prysicians.
X pdates
*
City
State AZ
Zip =) “Office Type Address Effective Date ! Termination Dat
*County
050111996
*Country
051/ 1956
070172003
w Additional Office Details
Contact Information {MultiPlan use pa f ail addres:
First Ema Phone Tithe
Km 6232150447 X
Wait Time Office Mours Click Here to Set Same Hours as Monday for Mon-Fri
T ] [oars - Mon Tue wed Thur Fri Sat £
From 07:00 w| |oT00 w| |oTo0 w| |oT00 w| |oTo0 v ByAgel v
1 w| |Moutes v N
To 12:00 w1200 w1200 w1200 w1200 | | Byfppt b
1 | |Days -
from 13:00 | [1300 | [1300 v (1300 v [1300 -
To 17:00 w| 1700 v 1700 v 1700 v 1700 d
s *Specialties/Services W
English Family Practice
Fam
cal)
Priry 8 Accepts New Patients Suppress from Directory & Interpreter Service  Mandicap Accessible |ves | ECP Indicator [ves
ADD ANOTHER OFFICE CANCEL PREVIOUS E

Important:

e Service addresses can only be added/updated for states in which the

provider is licensed. The below message will display if the user
attempts to add an address for a state that the practitioner is not

licensed in:
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Action

Per our records, this practitioner is not licensed in this state. Please submit a Request Data
Change Form. Select - Update an Address - include the relevant address information in the

comment section.

¢ When updating an existing address to add a new office location, the
effective dates of the existing office type will become blank once the
new address is entered and will require the user to enter effective date

for the new address.

o |If the original existing office was listed as the primary, the newly added

office will become the primary location once the record is saved.

e After the record is saved, the original address will be terminated 1 day
before the effective date of the new address and will no longer be

visible to portal users.

Note:

e The Office ID is an internal number assigned by MultiPlan and will

populate after the record is saved.
e Fields with and asterisk (*) are required.

e City, State, County, and Country will auto populate after entering the

street address and zip code.
¢ An office type must be selected.

e Phone and fax numbers must include the complete 10 digit number

and cannot include any letters or special characters.

A summary page will load displaying the newly added address. Click submit to complete the

request.
]

If additional edits are needed click the previous button.

If the address was added in error click the cancel button.
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updated Office 1D : TBD
Address Practice Name Phone Fau Address Effective Termination
Type
-] -] eruce & n Q@ wen &
West Valley Ciby, UT 4119 A
a
w Addiboral Office Details
Contact Information (MultiPlan use only, not for direciory)
W WA Last ) O  prone -] Ticke & /A
Wait Time olfice Hours
Cay e hurlD St
From a6 v
From i A A
Staff Languages
Ascests New Patiests, Hamdecap Aecesnible : YeslD, ECP tndical "

A confirmation page will load displaying the newly added address and that the request has

been processed.

© Request Processed

w GO BACK TO ADDRESS LIST

Updated Office 1D :

From NSA NIA N/A A WA

*Specialties/Services

Staff Languages
Physcs Engiish

Address Practice Name Phone Fax Address Effective Termination
Type
o WA o /A service O va021 @ oen @

Nest Valle T 84l N/A

o

v Addticnal Office Deta
Contact Information (MultiPlan use only, not for directory)

ME: N o Ema o . v}
Wait Time Office Hours
o “on@ 1@ vied® @ )

10.

If needed, users can open a customer service case by clicking the Request Data Change link.

Request Data Change
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Step Action

Select Type of Change from the dropdown, select what contract(s) the change will apply to
(see below for examples), enter in a detailed note in the Describe Your Requested Data
Change field, and click the Submit button.

Example if To all contract is selected:

Request Data Change

Submit the information below to create a service case. To help
documents.

*Type of Change

*Tell us where to apply your change requests:

@®To all contracts

(JTo select contracts

The following information will be sent as a part of your
case:

Practitioner Name:

NPI:

*Describe Your Requested Data Change:

If network-specific, please list applicable networks.

o

CANCEL SUBMIT

Example if To select contracts is selected:

Self Service Provider Portal User Guide — October 2024
183




~iMultiPlan.

Step

Action

Request Data Change

Submit the infermation below to create a service case. To help us complete your update, please follow

documents.

“Type of Change

“Tell us where to apply your change requests:

*Describe Your Requested Data Change:

Contract Not Listed .
If nel

-specific, please list ap

the prom

on the next screen to upload or

icable networks.

CANCEL suUBMIT

Note:

If requesting a data change for an address update, an Important message will
populate advising the user they can add a new address or update existing
addresses using the demographic updates feature for individual practitioners
and groups.

Request Data Change

Submit the information below to create a service case. To help us complete your update, please follow the prompts on the next screen to upload or fax supporting
documents.

*Type of Change

@ Important!

[UDdate an Address -]

You can seif-update your directory information in real-time under View

*Describe Your Requested Data Change: Provider Demographics > View Demographics.

If network-specific, please list applicable networks. = For groups: Group Info tab

= For practitioners within a group: View Practitioners tab (select a
practitioner's name from the list)

You can add a new address or update an existing address, including

pertinent location information fike office hours. Verifying an existing

address will prevent MultiPlan from contacting you for confirmation for

the next 50 days.

CANCEL susmit
oo
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11. To return back to search results, click the Back to Results button.

= BACK TO RESULTS

HELP & RESOURCES TAB

’ Introduction

Help & Resources tab provides access to various documents that are helpful in completing an inquiry.

Home Customer Service Claims Manage User Access » Help & Resources
Using the Portal Take Action
For further assistance, please view our User Guide,

. ¥ Add a Provider to your group - Download an application
L Provider Portal User Guide

Last updated June 2018, 3.72 MB

a participating_provider for your patient &

ad Credential

1 Forms
L) Download Guidelines & Terms for Portal Administrators

Learn About MultiPlan

FAQ
Learn about gur progducts o
Downlead our Provider Handbook A
v Surprise Bill (Federal NSA) - Open Negotiation and Y Download Client Lists
Arbitration/IDR
v Service Case
v Claim
' Demographic
¥ Miscellaneous
Data Field Description
User Guide Download or view the Provider Portal User Guide.
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Data Field Description

Download Guidelines & | Access to the Provider Portal - Administrator Guidelines and Terms.
Terms for Portal

Administrators

FAQ Provides answers to frequently asked questions about the Provider Portal

as well as MultiPlan.

Take Action Download applications to add a practitioner to the group and download the

most common credentialing forms.

Learn About MultiPlan Learn about MultiPlan’s products, download the most current version of

MultiPlan’s provider handbook, and download MultiPlan’s Client Lists.

Using the Portal Section

‘ Introduction
The Using the Portal section allows to download or view the user guide and guidelines and terms for

portal administrators. Both of these items are PDF and to access them use the most current version of

Adobe. When clicking on these links, the guides open in another window.

Using the Portal

For further assistance, please view our User Guide.

&l Provider Portal User Guide
Last updated March 2015, 5.62 MB

% Download Guidelines & Terms for Portal Administrators

Provider Portal User Guide

The Provider Portal User Guide is available to download or view depending on need.

o Important:
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e The user guide is updated from time to time. When using a downloaded version,
review that version periodically against the version in Help & Resources to ensure the

most current version is being utilized.

e The last updated information is an easy way to check as it should match the date on
the title page of the user guide.

Guidelines & Terms for Portal Administrators

The Guidelines & Terms for Provider Administrators is available to download or view depending on need.
This guide will help Portal Administrators understand the role and what is expected.

FAQ Section

’ Introduction

The FAQ section allows to review frequently asked questions and their answers. There are four topics,
Service Case, Claim, Demographic, and Miscellaneous.

FAQ

' Surprise Bill (Federal NSA) - Open Negotiation and
Arbitration/IDR

' Service Case
v Claim
» Demographic

' Miscellaneous
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Click on the triangle to open the topic to reveal the question.

= Surprise Bill (Federal NSA) - Open Negotiation and
Arbitration/IDR

Q: How do I know if the payor is using MultiPlan for Arbitration/IDR?

Q: What email should I use to list as a point of contact in the CMS portal?

* Service Case

Q: Can I include claims, EOBs, or other supporting material with the cases I
submit?

Q: I received notification that my case was closed; however, upon review I found
that it is not resolved. How do I reopen my case?

Q: My request pertains to more than one network; however, I am only allowed to
choose one network when submitting my request online. Which network should I
choose and how do I ensure that all networks are addressed in the resolution?

Q: Why do I need to enter my basic information (provider name, TIN, etc) every
time I open a service case? Shouldn't MultiPlan already have that information tied
to the account I created?

r Claim
»* Demographic

»' Miscellaneous

Then click the question to reveal the answer.

= Surprise Bill (Federal NSA) - Open Negotiation and
Arbitration/IDR

Q: How do I know if the payor is using MultiPlan for Arbitration/IDR?

If the proposal agreement that was sent to you during the cpen negotiation period
indicates that Arbitration/IDR should be submitted via provider.multiplan.com, then the
payor is using MultiPlan for Arbitration/IDR.

Q: What email should I use to list as a point of contact in the CMS portal?

~ Service Case

Q: Can I include claims, EOBs, or other supporting material with the cases I
submit?

Yes, we encourage you to send us claims, EOBs and other supporting material pertinent
to the inquiry. After the case is created, a confirmation screen will display with the option
to upload or fax the document(s).

« Uploading your documents is recommended for fastest service. If faxing, we
recommend that you use the fax cover sheet that is available for download on the
confirmation screen because it is pre-populated with the information needed for
MultiPlan staff to upload it to the case you just created. If you use a different fax
cover sheet, please include the full group or provider name, tax ID number and,
maost importantly, the corresponding service case number.

Q: I received notification that my case was closed; however, upon review I found
that it is not resolved. How do I reopen my case?
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Take Action Section

’ Introduction

The Take Action section allows to add a practitioner to a group and download the most commonly used
credentialing forms. These items are PDF and to access them use the most current version of Adobe.
When clicking on these links, the applications and credentialing forms open in another window. The

search for a participating provider for a patient link goes to the Provider page at MultiPlan.com.

Take Action

" add a Provider to your group - Download an application

Search for a participating provider for your patient &

*' Download Credentialing Forms

Click on the triangle to open the topic to reveal the applications and credentialing forms.

~ Add a Provider to your group - Download an application

Arkansas

Colorado

Illinois

Louisiana

Oklahoma

MNevada

New Jersey

Morth Carolina

Mississippi

Texas

West Virginia

CAQH (DC, IN, KY, MD, OH, VT, KS, MO)
CAQH Application for all other states
Multiplan Standard Application for all other states

Search for a participating provider for your patient &
~ Download Credentialing Forms

Arizona State License Supplemeant

Professional History and Attestation Supplement
Release Of Information

TIN Authorization Form
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Then click the desired application or credentialing form. This allows for downloading and can be saved,
printed, and attached to a customer service case if needed.

»ﬁ Mul‘tlplaﬂ Profissional History and Amestation Supphament

Flease cmmpless all e o i farms. loscoms e (mrms will ey (e ovmcbemtiiling porms e, [iema. masioed Wit sa e | will e b canchiendial 10 e et
perEied ¥y lrw. 1 yom eved anstvores oy ties doew plewne el o Servire Dpersiees T o 500550 40

Mimars

Firass 3T o L] T ) VIR B 10N FRpIOYYRL RN Al IS PR (e W VO JpLICISan J briel FIFLILIGON of S 5 Of 5 MORL o7
i * Pieibe s il oo applcion cm be srocroed  monld i s sgecite deial b ol prvided
Reeny e T Fmpm

T S s
LI L ]~

Sereny e T T e mﬁ

-
T e Tody Feps T T W
N Tl Topm T ;

T
Open the application form from the desktop, click the sign-add text icon. A navigation bar will appear on
the right side of the page, click the Add Text option under the | Need to Sign drop down feature.

L T 3 P

ege P
« Wne M o
P W€ Mo e g Paevesant L) ! .8 .
0 el 1 eeperprce munEan o Bhenog. Q-9 - - P Sty el e
S-S e il ~ [ R N Tooks | Sgn | Comment
£
= 'i MultiFlar Group Cover Sheet for Practitioner Applications
e

Gronp Namo (a0 £ appears on your MuliPan Geoup Contract) MunPan Giosg 1D =

Ploose atiach Bis cover sheol 10 sach practibonsr applcation you wiba for credestioing o sddtion %o
the MubPlan Prachtonsr Applicaton. we wil also accept » Standardized State Apphoston” or a copy of
the i CAQH sgpacation he CAOH Summany i not an scceptabie form or puposes of crededaing)

Self Service Provider Portal User Guide — October 2024
190



~iMultiPlan

APPENDIX

Document Versions and Updates:

Document
Version

ServiceNow
Ticket #

Date

Editor

Description

V6.5

TASK0878251

October 2024

Peggy Harmon

Updated images,
verbiage and formatting
as needed for October
release.

V6.4

TASK0841655

June 2024

Peggy Harmon /
Erica Douglas

Updated images,
verbiage and formatting
as needed for June
release.

V6.3

TASK0800269

March 2024

Peggy Harmon

Updated images,
verbiage and formatting
as needed for March
release.

V6.2

TASK0770012

December 2023

Peggy Harmon

Updated images,
verbiage and formatting
as needed for December
release.

V6.1

TASK0717851

July 2023

Peggy Harmon

Updated images,
verbiage and formatting
as needed for July
release.

V6.0

TASK0674544

March 2023

Peggy Harmon

Updated images,
verbiage and formatting
as needed for March
release.
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