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Privacy and Security Rules

The Health Insurance Portability and Accountability Act of 1996 (HIPAA T Public Law
104-191) and the HIPAA Privacy Final Rule! , and the American Recoveryand Reinvestment
Act (ARRA)of 2009 require that covered entities protect the privacy and security of

individually identifiable health information.
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1. Introduction

The purpose of this guide is to support Virginia Medicaid Providers, Authorized
Administrators (AAs) of Providers, Primary Account Holders (PAH),and Delegates of
Providers with an overview of the Provider Portal and instructions to view and maintain
provider information within Provider Portal Maintenance.

Throughout this guide, you will see various notes to enhance your use of Provider Portal.
Refer to Table 1-1.

Table 1: User Guide Icons

Indicates extra tips and Indicates more resources are | Indicates a critical step that
useful explanations. in another location, such as you must take (or not take) to
another document or a avoid errors.
website.
Provider Services Solution (PRSS)maintains comprehensive information on all enrolled
providers.

Provider Portal is a self-service tool that can be accessed 24/7 to inquire on claims,
check member eligibility, update provider records, and other functions to support the
participation of a provider to ensure Virginia Medicaid Members obtain quality care.

Key
Provider Management Reviews
Provider Action Changes Requiring Processing
* Refer to the Manage My Information Navigation
Section of this guide. Change Requests
Requiring Processing

Submitted & Decisioned

Provider Uses Provider Portal
Communicates with call center
Submits change requests™
Tracks requests™

Application Provider

Provider Enrollment Approved Portal Provider Registers for

Application Submitted

Credentials Provider Portal
Emailed
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2. Information You Will Need

You need to have basic knowledge of Virginia Medicaid Provider Enroliment and
Program specific information, and the policies manage the Virginia Medicaid Provider
information on the MES of Virginia Provider Portal.

You heed to have access to the Provider Portal (Username and Password). Refer toSection
4.2 Provider Portal Registration.

3. System Requirements

To successfully use all features of the Provider Portal, ensure that your computer system
meets the following minimum requirements:

i Reliableonline connection

9 Latest version of your web browser is recommended.

1 Accept pop-ups from the site to view details and attachment windows.

1 Adobe® Acrobat Reader

4. Medicaid Enterprise System (MES) Secure Provider Portal
Access

Authenticated Providers, Primary Account Holders (PAH), Delegate Administrators (DA),

Delegates, and Authorized Administrators (AA) log in through the MES Secure Login page to
the Provider Portal to perform maintenance and view information to support the Virginia
Medicaid Provider information.

Based on Security Roles providers and users within their organizations will have
access to secured provider services. The MESof Virginia Secure Provider Portal offers
providers self- service tools and resources.

Basedon aw u g $eruwiity Roles and Delegated Function the following tools and resources
are available on the Secure Provider Portal:

=

Claims Search/Status Inquiry

Claims Direct Data Entry (DDE)

Member Eligibility Verification

Service Authorization/Care Management
Manage Provider Profile Information
Manage Delegate Access

eDOC

LOCERI

eMLS

=A =4 =4 =4 4 4 -4 -4 -4

Resources

o Remittance Advice

© GainwellTechnologiesAll rightsreserved.
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o Provider Notifications
o EFT Form

1 SecureMessaging

Providersreceive credentials via email after their VA Medicaid enroliment is approved.
The email is sent to the portal registration contact entered during enrollment.

4.1 Provider Portal Users, Security Roles, and Functions

NOTE: Sectior® Manage Delegates for instructions for how to add and edit user information.

4.1.1 Provider Portal Users

There are three tiers to the Security Structure of Provider Portal Users.

1 Primary Account Holder (PAH)
h Only one PAH is allowed for each entity (EIN/SSN)
h Access to all provider information under entity (EIN/SSN)
h All security roles/functions
h Assign access to all users
h Delegate Admin
h Delegate

1 Delegated Administrator (DA)
h Access to all provider information under entity (EIN/SSN)

h All security roles/functions
h Assign access to Delegate Users

1 Delegate
h Access to assigned provider information under entity (EIN/SSN)

h Assigned specific security roles/function

Additional User authorized by individual providers.
1 Authorized Administrator (AA)

1
4.2 Provider Portal Registration and Security Roles

Important Information

1 Only one PAH will be established for each Tax ID Entity

0 As anexample:
A A Hospital system shares a Tax ID with multiple Group Practices,

Laboratories, and Emergency Ambulance Servicesthere will only
be one PAH.

1 There can be multiple Delegate Administrators and Delegate Use

TIP: Additional verification is available via Text message. If you
select the text option as your verification method, a ten-digit code will
be sent to the phone numberon file. Youwill then use the six-digit
verification code or be directed to the MESTraining page: MES

© GainwellTechnologiesAll rightsreserved.
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TrainingLandingPage| MES(Virginia.gov.)The ExternalUserswho
needlogin help,thereis a section in the video with steps.

Providers, Delegates, and AAs must each complete registration for Provider Portal.

Once you receive your credentials via email for Provider Portal, you must complete your
registration to view and maintain authorized provider information.

To complete registration, follow these steps:

1 Access your credentials which are delivered in two distinct registration
emails.

o Thefirst email includes your Useridentification (ID) and hyperlink
to access registration for Provider Portal.

0 The second email includes your temporary password. Referto
Figure 1 and Figure 2.

Figurel: Provider Portal Access Email 1

Hello |

This is to confirm that your request for a VA MES account has been completed
successfully.

Please use the below URL and credentials to login to your account:

USERID: ;

URL:

Note: The one time passcode to login to MES ICAM would be sent in a seperate email.

Thank You,
DMAS MES Identity, Credential and Access Management Team

This is an auto generated email from DMAS Medicaid Enterprise System, please do not
reply to this message. This message is for the designated recipient only and may contain
privileged information.

© GainwellTechnologiesAll rightsreserved.
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Figure2: Provider Portal Access Email 2

Hello .

This is to confirm that your request for a VA MES account has been completed
successfully.

Please use the below one time passcode to login to your account.
Password:

Thank you,
DMAS MES Identity, Credential and Access Management Team

This is an auto generated email from DMAS Medicaid Enterprise System, please do not
reply to this message. This message is for the designated recipient only and may
contain privileged information.

Note: Check yourspam folder for your emails before contacting provider
support. Vj g" Uwdl gev" nkpg"qgh"dqvj "gocknu" ku" 14C
Egphkt ogf 0Y

Click your hyperlink in the Provider Portal Access Email 1 to open the MESLog in page.

Enterthe emailed User ID and temporary password, then click SIGN-IN. Referto Figure
3 and Figure 4.

© GainwellTechnologiesAll rightsreserved.
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Figure3: MES Secure Login Page

11 \ A

Login

Username

Password

Forgot passwor

Having trouble

Figure4: Complete Registration
The MES Landing page appears. Refer to Figure 5.

Figure5: MES Landing Page
mes

Change Password >
-
Awrwnl [Teirgas sy Pesvwnd
" F e

Passmcrd bogurenest
A meat 12 Chatociens ORe ey

one upptiome tharasiet  « DSE 3ooow charecher
« onz lowsrcass charocksr SN |\l e

“ombrm Miw Pazrwors

Vo wmni s wew o %o Y

’
‘ '
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4.3 Security Roles

The chart describes the Security Roles,Additional Functionality Roles,and Provider
Portal Access by Security Role and additional function.

Additional Delegate _
[o—— Provider Portal Access

Claim Inquiry | Claims DDE | Member Eligibility Senvice Payment | eDOC | LTC | Loceri | eMLS EDI Resources | Secure Messages | Maintenance BT
Inquiry Authorization History Admin Updates

Claims X
Entry
eDOC X

Inquiry
eDOC X
Update

LTc X
PACE X

PACE X
Viewer

Viewer
EDI Provider Portal EDI Provider X
Admin Admin
eMLS X

eMLS X
Viewer

eMLS X
Approver
Provider View and Send Messages X x X

Maintenance - Manage my X X X
Information

Revalidation X X %
Resources - File X X X

Maintenance - Manage my X X X X
Information - Base EFT

4.4 Provider Portal Login

Useyour MEScredentials to access your authorized functionality in Provider Portal. Providers,
Delegates, and AAs log in with these steps.

1. Navigate to the MES Secure Login page at
https://login.vamedicaid.dmas.virginia.gov/SecurelSS/landing

page.
2. Enteryour Username and Password, then click SIGN-IN. Refer to Figure 6.

© GainwellTechnologiesAll rightsreserved.
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Figure6: MES Secure Login Page

Login

Once you are signed into your account, the MES Landing page appears with the
applications available to you. Refer to Figure 7.

Figure7: MES Landing Page

Provider
Management

w

© GainwellTechnologiesAll rightsreserved.
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Click the expandicon for the Provider Management application. Referto Figure 8.

Figure8: Provider Management Expand lcon

Provider IS
Management

Click the PRSSPortal hyperlink to access the Provider Portal. Referto Figure 9.

Figure9: PRSS Portal Hyperlink

Provider
Management

PRSS Portal 14
The PRSS Port&pplication
gives access to the secure
Provider Portal or the MCO/ASO
Portal depending on the user's
role.

The Provider Portal Secure Home page appears. Referto Figure 10.
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FigurelO: Provider Portal Secure Home Page

mfk® Provider Porta
e ool SN MESSAGES  CONACTUS  FAO  FORTALWELS  LOGOUT
Provider Services

CLUNCH PROFESSIONAL PHYSICIAN SERVICES NP1 1609994284 | Go to Switch Associated Provider

-
Message Center Helpful Links

NEW P « RAMessages -
0
« Provider Search

« Provider Manuals

Send Secure Message « Provider Reference Ma’
« Provider ) I
+ Medicdid Bullet ol

o Medicala i —

« Procedure Fee Files & CPT
Codes

+ CMS Website
« DMAS Website

« List of Updates and Revisions
tn Providar Manuale

DISCLAMER WEBSITE REQUIREMENTS PRIVACY FOLICY COOKIE POLICY

Accessibisty Nondiscrimination Privacy Policy Contact Us

1 2025 Gairwell Technologies. Al righis reserved Server: 10.3.1.132 Build Date: G28/2025 12-26:40 PM v30.0.0.45

4.5 Switch Provider T Delegates

Delegates have their own MES login credentials and can access Provider and Service
Location information authorized by the Provider.

Note: Delegate Administrators (DAs) have full access, including managing
other delegates.

1. Complete Section 4.3 T Security Roles

2. The chart describes the Security Roles, Additional Functionality Roles, and
Provider Portal Access by Security Role and additional function.

© GainwellTechnologiesAll rightsreserved.
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Additional Delegate

Functions Provider Portal Access

Claim Inquiry | Claims DDE | Member i Payment | eDOC | LTC Loceri | eMLS EDI Resources | Secure Messages = Maintenance EFT
Inquiry History Admin Updates

Viewer

Loceri X

Creator

Loceri X

Viewer

EDI Provider Portal EDI Provider X

Admin Admin

eMLS X

Creator

eMLS X

Viewer

eMLS X

Approver

Provider | View and Send Messages X X X
Maintenance - Manage my X x X
Information
Revalidation X X X
Resources - File X X X
Maintenance - Manage my X X X x

Information - Base EFT

3. Provider Portal Log in steps.

The Switch Provider page appears rather than the Provider Portal Secure Home page.
Click the Provider Name you want to work on behalf of, then click SUBMIT. Refer to
Figure 11.

Figurell: Switch Provider

SWITCH PROVIDER DETAILS

Prowider Base Name @ Prowider Basa |10 [+
| —
Profie Mame @ Profle Email Addmss 7]
5 1 the service |ocation | i vl click v
¥ Hame *¥ Address =T
10 = Itams per page 19al9lems o

:’:l-lnl-.;l m

Note: If you are a Delegate and do not see the desired Provider listed, contact
the Provider,and provide your Relationship Code to assign you as a delegate.

I'echnologiesAll rightsreserved.
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Referto Section6.2 - Portal Profile - Delegate to locate your Relationship Code

Click the desired Service Location in the window that appears. Refer to Figure 12.

© GainwellTechnologiesAll rightsreserved.
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Figurel2: Switch Provider Multiple Service Locations

Switch Provider Details 2 I <}

Requived Fields ( 3 )

Name © Email Address 9

P . _ . ek '

— Authorized Affiliated Providers

Select the service location to work an from the list below and click "Submit’ bution

Base ID <« T Name ~ T Address il )

10 = ltems per page 1-100f647items &

The Provider Portal Secure Home page appears with the selected Rt g x k dsgigheX wles.
Refer to Figure 13.

Figurel3: Delegate for Provider

0 | Newub x | 'V 155~ Landing Page X | Provider Portal Home x + - o0 x

C @ hitps//prssvamedicaid-sit dmas.virginia.gov/ProviderBase/ProviderPortalHome Q A %) e :‘ - My

Provider Portal
4 Claims

4 eol

4 eDOC

4 Eligibility
4Lrc

Portal Profile Maintenance 4 Maintenance
Manage My information [PPSR,
Manage Delegates € Rasvisicis
Manage Revalidations

Switch Provider

4 Service Authorization

© GainwellTechnologiesAll rightsreserved.
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Figurel4: Example Delegate with Limited Access

Message Center Helpful Links

NEW RESD + RA Messages

Send Secure Message

.

Provider Search

Provider Forms Search

-

Provider Manuals

.

Provider Reference Material

-

Provider Training
+ Medicaid Bulletins to Provider
Medicaid FAQ

+ Procedure Fee Files & CPT
Codes

CMS Website
DMAS Website

« List of Updates and Revisions
tn Prowidar Mannale -

.

To access a different Provider or Service Location, return to Switch Provider. Referto
Figure 15.

a. From the Navigation Menu, select Maintenance, then click Switch Provider.
b. From the Provider Identifier bar, click Goto Switch Provider.

Figurel5: Switch Provider After Log In

1/ Service Location
GLEBE RD, ALEXJ

Provider Portal
4 Eligibility
4 Claims
. . Portal Profile Maintenance i
Switch Provider N § Maintsnance
Select a provider thal you wish 1o switch to, then click the Submit button for that provider. For praviders who have multipl ISR Aiiskiss
of a service location after clicking submit. Manage Delegates

Revalidation
Provider Base Name Provider Base ID Profile Name

Manage Revalidations

H |4 LN 10 = ltems per page
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Proprietary and confidential. Release30 14



VIRGINIA'S MEDICAID PROGRAM

DMAS Virginia Provider Portal User Guide

INNOVATION « QUALITY « VALUE

Dolegate For Prosiden Looason £ | W

-
Message Center Helpful Links

READ » RAMessages

Send Secuw Meszag

4.6 Switch Provider T Authorized Administrators

AAs have their own MES login credentials and can access Provider and Service
Location information authorized by the Provider. AAs may switch between their own
Group information and authorized IG information.

Note: AAs havefull access except the ability to change the AA.

1. Complete Section 4.3 1 Security Roles

2. The chart describes the Security Roles, Additional Functionality Roles, and
Provider Portal Access by Security Role and additional function.

© GainwellTechnologiesAll rightsreserved.
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Additional Delegate _
Eame T Provider Portal Access

Claim Inquiry | Claims DDE | Member i Payment | eDOC | LTC Loceri | eMLS EDI Resources | Secure Messages = Maintenance EFT
Inquiry History Admin Updates

Claims X
Entry

eDOC X
Inquiry

eDOC X
Update

LTC X

PACE X

PACE X
Viewer

Viewer

EDI Provider Portal EDI Provider X
Admin Admin

eMLS X

eMLS X
Viewer

eMLS X
Approver

Provider | View and Send Messages X X X

Maintenance - Manage my X X X
Information

Revalidation X X %

Resources - File X X X

Maintenance - Manage my X X X x
Information - Base EFT

3. Provider Portal Log in steps.

The Switch Provider page appears rather than the Provider Portal Secure Home page.
Select Yes to display a list of IGs who have selected you as their AA.

5. Click the Provider Name you want to work as, then click SUBMIT to access the
K1 Kforimation. Refer to Figure 16.

Figurel6: Switch Provider Authorized Administrator 1G

Go 1o Switch Assoclated Provides

cf Y | you wish (o manuge ihie Sachiyicos! wisthin 2 Geoup/OPR ieformmsian for which five Group/F scasty o e
vice ineationg, bm averlsy will prompt you for selaction of § serice laeation afiar clickng submit

nage 10 your Group/Facility?

Provider Name
Provider, 1G
Smith IG
smith, RJ

Smith RJ

" n.o " 10w 2oy per pute | datders O

Note: SelectNo, then click SUBMITto manage your Groupinformation. Refer
to Figure 17

© GainwellTechnologiesAll rightsreserved.
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Figurel7: Switch Provider After Log In

Switch Provider

Select No If you wish to manage your Group/Faeility information. Select Yes if you wish 1o manage the Individual within a Group/OPR information for which the Group/Faellity is the
Authorized Administrator. For providers who have multiple service locations, an overlay will prompt you for selection of a service location after clicking submit

Do you want to manage the affliliations iated to your p/Facility

—

4. If the Provider has more than one Service Location, a window with the Service
Locations appears. Referto Figure 18. This window does not appear if the selected
Provider only has one Service Location.

Figurel8: Switch Provider Multiple Service Locations

Switch Provider Details

Raquired Fieldz (¥ )

Email Address

Select the service location to work on from the list below and click ‘Submit’ button

Base ID ~ T Name ~ ¥ Address

30028545670001 SHILLING ALFRED T . 2800 GODWIN BLVD, SUFFOLK, VA 23434-8038

L} {. L] 10 = items perpage

CANCEL W

The Provider Portal Secure Home page appears with the selected Rt g x kiflegtifieks.u
Refer to Figure 19.
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Figurel9: Authorized Administrator for Provider

Authorized Administrator For Provider ALLAN H SKLAR Location ID / NP1 30029014960001 / 1073584876 Service Location Go to Switch Associated Provider

To access adifferent Provider or Service Location, click Goto Switch Associated Provider.
Refer to Figure 20.

Figure20: Authorized Administrator Switch After Log In

Authorized Administrator For Provider ALLAN H SKLAR Location ID / NP1 30029014960001 / 1073584876 Service Location Go to Switch Associated Provider,,

»

4.7 Switch Provider T Delegates for Authorized Administrators

Delegates have their own MES login credentials and can access Provider and Service
Location information authorized by the Provider. In addition to being a Delegate for a specific
Provider, Delegatesmay be assigned to AAs. The AA determines which Providers, Service
Locations, and security functions the Delegate can access.

Note: DAs have full access, including the ability to manage other delegates.
AAs havefull access except forthe ability to change the AA. Refer toA-1 -

What is the difference between a delegate and an authorized administrator? for

a comparison of Delegatesand AAs.

Note: An AAis a Groupthat managesthe ServicelLocations associated with
the lGafterthe K1 X u " g p t approved Ap AA'cknalso be a Facility that
manages the Service Locations associated with an OPR.he AA doesnot
havethe ability to changethe AA. TheAA may assigndelegatesto manage
ServicelLocations assignedto the AA butdoes NOTdirectly assign
delegatesto v j g "akcbuXtu

1. Complete Section 4.5 T Switch Provider T Delegates steps to access the
Authorized Administrator Group.

2. To select the Provider to manage, return to Switch Provider. Referto Figure 21.

© GainwellTechnologiesAll rightsreserved.
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a. Fromthe Navigation Menu, select Maintenance, then click Switch Provider.

b. From the Provider Identifier bar, click Goto Switch Provider.

Figure2l: Delegate of Authorized Administrator Switch Provider

Provider Portal
4 Eligibility

4 Claims

Switch Provider Portal Profile Maintenance 4 Maintenance

Manage My Infermation

Select a provider that you wish to switch to, then click the Submit button for that provider. For providers who have multipl 4 Resources
of a service location after clicking submit. Manage Delegates
Revalidation
Provider Base Name Provider Base ID Profile Name
Manage Revalidations
L
M4 L 10 » Items per page

3. The Switch Provider window appears with the assigned IGs on the Authorized Affiliated
Providers Tab. Click the Provider Name you want to work on behalf of, then click
SUBMIT. Refer to Figure 22.

Figure22. Switch Providers Authorized Affiliated Providers

© GainwellTechnologiesAll rightsreserved.
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Switch Provider Details

Required Fields (% )
Name Email Address

provider, Group

e

Select a Provider to work on from the list and click the "Submit” button. If the Provider has multiple service locations, you will be prompted
for selection of a service location

Provider Name

Nursing, Service providers 1}

M ‘.' M 10 ~ items per page 1-71 of 1items

CANCEL

© GainwellTechnologiesAll rightsreserved.
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Note: If you are a Delegateand do not see the desired Providerlisted, contact the
AA.

a. If youare assigned to more than one Service Location for the
Provider,a window with the Service Locations appears. Referto
Figure 23. This window does not appear if the selected Provider
only has one ServicelLocation.

Figure23: Switch Provider Multiple Service Locations

Switch Provider Details

Email Address

Select the service location to work on from the list below and click ‘Submit’ button

Base ID ~ T Name ~ ¥ Address

2800 GODWIN BLVD, SUFFOLK, VA 23434-8038

L} {. L] 10 = items perpage

CANCEL W

The Provider Portal Secure Home page appears with the selected Rt q x k rblgsffuictions as
an AA for the IG or OPR

© GainwellTechnologiesAll rightsreserved.
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Figure24: Delegate for Authorized Administrator

Provider Portal
4 Eligibility

4 Claims

SWitCh PrOV]der Portal Profile Maintenance 4 Maintenance

Manage My Information

Select a provider that you wish to switch to, then click the Submit button for that provider. For providers who have multipl 4 Resources
of a service location after clicking submit. Manage Delegates
Revalidation
Provider Base Name Provider Base ID Profile Name
“ll'llgl Revalidations
Clinics, facility
] !
LA PN 10 » Items per page

To access a different Provider or Service Location, return to Switch Provider. Referto Figure 26.
From the Navigation Menu, select Maintenance, then click Switch Associated Provider. From the

Provider ldentifier bar, click Goto Switch Associated Provider.

© GainwellTechnologiesAll rightsreserved.
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5. Medicaid Enterprise System Secure Provider Portal
Navigation

Access key system functionality and supporting resources from the Provider Portal Secure
Home page. Refer to Figure 27.

Figure25: Provider Portal Secure Home Page Overview

)
“I':\' @EN  MESSADES  CONTACTUS  FAQ  PORTALHELP  LOGOUT
Provider Services

-
Message Center Helpful Links
NEW glgb « RAMessages =
0
« Provider Search
I « Provider Farms Seafhe
= Provider Manuals
Send Secure Message + Provider Reference I‘.|a\%
Provider

. galing
» Medicaiq Bulleti Provi

= Medicald i

= Procedure Fee Files & CPT
Codes

+ CMS Website
» DMAS Website

« List of Updates and Revisions
in Brewidar Maniiale

DISCLAIMER WEBSITE REQUIREMENTS

Accessiiling Nondiscriminason

Eachfeature is described in this section of this guide. The below numbers refer to the
red bordered sections in Figure 27.

1. At-a-Glance Bar

2. Navigation Menu E
3. Message Center
4. Helpful Links

This section includes four communication methods to help you submit and receive
information. Use the communication method to connect with the correct support and
receive the fastest responses. Refer to Table 5-1.

© GainwellTechnologiesAll rightsreserved.
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Table 2: Provider Portal Communication Methods

Location Communication Method Description
Read-only messages that are visible to all applicable
providers.

These are system and informational messages.

At-a-Glance Bar > Messages

List of contact information for various departments and a
At-a-GlanceBar > Contact Us hyperlink to send an email, including attachments, to the
PRSS

Enrollment and Management Clerks.

Send and receive messages specific to your account and
Message Center maintain conversation history. Use this for questions about
maintaining

your Provider information.

5.1 At-a-Glance Bar

The At-a-Glance Baris displayed throughout Provider Portal and provides support. Refer
to Figure 28 and Table 3 for an overview of the features. Refer to Figure 29 through Figure
35 for examples of each feature.

Figure26: At-a-Glance Bar

A .\ Provider Portal ‘
. . @EN  MESSAGES  CONTACTUS ~ FAQ  PORTALHELP  LOGOUT
Illl:" Provider Services < E

Table 3: At-a-Glance Bar

Feature Description

Search for key terms directly from Provider Portal. The results
Search related to Centers for Medicare & Medicaid Services (CMS) and
Medicaid guidelines

display first.

View broadcast messages related to system outages, system
upgrades, newsystem features, valuable information messages,
and various other reasons.

1 Broadcast messages display when you log in and are
organized by the highest priority, then sorted by effective
date, with the most recent date first, and then alphabetically
by message text.

1 Anymessages that need to be acknowledged are
considered the highest priority and thus displayed at the
top of Current Messages. Select the Read check box to
acknowledge.

If a provider requests participation with a Managed Care
Organization (MCO) and the MCO requests additional documentation
from the MCO Portal, a broadcast message displays for the
provider.

View how to contact various departments for provider support via
email,

phone (including an automated response line), or mail.

Messages

Contact Us

© GainwellTechnologiesAll rightsreserved.
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Frequently Asked View questions and answers related to common topics about or
Questions (FAQs) related

to the information contained within Provider Portal.

View topics about Provider Portal functionality and the kind of
information available. Portal Help appears in a new window.

Description
Logout Securely log out of Provider Portal.

Figure27: At-a-Glance Bar Current Messages

Portal Help

‘Messages  ContactUs FAQ Portal Help

A PFTRIES = o X

(= Logout

I MESSAGES e o|

1 . .
| Click Current Messages to view current broadcast messages, or click Acknowledged
1

Messages to view previously acknowledged broadcast messages
‘ Acknowledged Messages
1 !
\‘ !
| Scheduled System Lockout.

We have scheduled maintenance on the system starting on 3/31/21 8:00 AM CST

18 | through 4/1/21 8:00 AM CST
‘ During this timeframe the system wiil not be able to be accessed
; For questions please contact 1-800-800-8000 Read |:|
!
|

\
k——-——, g = — _— — = N ——a e .‘d

Note: Selectthe Readcheck box to acknowledge a Current Message.

© GainwellTechnologiesAll rightsreserved.
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Figure28: At-a-Glance Bar Acknowledged Messages

ContactUs FAQ Portal Help

(= Logout

>

MESSAGES & O

Click Current Messages to view current broadcast messages, or click Acknowledged
Messages to view previously acknowledged broadcast messages.

Current Messages

Acknowledged Messages

© GainwellTechnologiesAll rightsreserved.
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Figure29: At-aGlance Bab Contact Us

Contact Us

Use this directory to contact Virginia Medicaid Provider Enroliment Services by email or phone. Send us an Email

If you need assistance, click the link at the right.

Mailing Address

Virginia Medicaid Provider Enroliment Services
PO Box 26803

Richmond, VA 23261

Customer Service

Hours (EST) : 8:00 a.m. — 5:00 p.m. Mon-Fri

Phone : (804)270-5105 or (888)829-5373

Fax : (804)270-7027 or (888)335-8476

Email : VAMedicaidProviderEnrollment@gainwelltechnologies.com

Automated Response Line (IVR)

Hours : 24 hours per day, 7 days a week
Phone (Richmond Area) : 1-800-772-9996
Phone (USA) : 1-800-884-9730

Note: The Sendus an Email hyperlinkis usedto contact the PRSSEnrollment
and ManagementClerks. Thisis particularly helpful if you needto submit
additional supporting attachments for your enrollment, revalidationpr
change request. Alternatelyyou can send an email to
VAMedicaidProviderEnrollment@gainwelltechnologies.com

© GainwellTechnologiesAll rightsreserved.
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Figure30: At-a-Glance Bar FAQ

Messages = Contact Us Portal Help @ Logout

Open in separate window (£

e

Click a Topic to view the related Frequently Asked Questions, or use the Search tab to enter keywords to search for
specific FAQs.

Search

TOPICS This is Provider Portal overview help.

g
Claims
Eligibility
My Information .
Provider Search

Resources

Figure31: At-aGlance Bar FAQ Search

Messages Contact Uﬂ Portal Help ® Logout

FAQ e O

Open in separate window ('

Click a Topic to view the related Frequently Asked Questions, or use the Search tab to enter keywords to search for
specific FAQs.

© GainwellTechnologiesAll rightsreserved.
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Figure32: At-a-Glance Bar Portal Help

HELP

How To Reports Letters Search

8 Provider Portal This is Provider Portal overview help.

Contact Us
Main Secure Messages View
» Provider Portal Care Management

-

Provider Portal Claims
Provider Portal Eligibility

Provider Portal Maintenance

v v w

Provider Portal Resources |
Secure Message Add
Secure Message Detail
» Secure Messages

Figure33: Successful Logout

I Il"‘ Virginia Department of Medical Assistance Services @i AT R AT T oG
D Provider Services bd

Thank you for your interest in becoming a participating
provider with one or more programs with the Virginia
Department of Medical Assistance Services.

Upon receipt of your complete Provider Enrollment Application and
required documentation submission your enrollment application will be
processed.You may check the status of your enroliment application once
submitted by using the login information that will be supplied to you during
the initial enrollment registration process.

If you were trying to access the Provider Portal

Click Here to Navigate to the Provider Portal
If you need assistance or have any questions please contact Virginia
Medicaid Provider Enroliment Services at 888-829-5373 or 804-270-5105

to speak with an Provider Enrollment Specialist.

Click Here for Additional Instructions for Providers

5.2 Navigation Menu

The Navigation Menu displays throughout Provider Portal and provides easy access to all

modules in the Provider Portal. Click the Navigation Menu tile E to reveal the sub-menus
and click the option that you want.

© GainwellTechnologiesAll rightsreserved.
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Figure34: Navigation Menu

Provider Portal
4 Eligibility
4 Claims
4 Maintenance

4 Resources

Refer to Table 4 for descriptions of the modules available from the Navigation Menu.

Table4: Provider Portal Modules

Module Description

Provider Portal Home | Returnto the Provider Portal Secure Home page.

Claims Search for and submit claims.
Eligibility Verify the eligibility of members.
LTC Long-term care (LTC) information.

Manage your Provider Portal profile, your organizational information,

Maintenance . S
assighed delegates, and revalidation process.

Payment History View and search payment transactions.

Download specific files such as letters and notifications that have been
Resources .

sent to the Provider.
Service Submit authorization determinations.

Authorization

5.3 Message Center

The Message Center feature allows you to send, receive,and track secure messages
to/from PRSS Enrollmentand Management Clerks. The Message Center tile displays
the message count and links to view and send messages.

5.3.1 Read a Message

1. Fromthe Message Centertile, click the VIEWMESSAGESNOWhyperlink. Referto
Figure 37.

Figure35: Message Center

© GainwellTechnologiesAll rightsreserved.
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Provider Portal

@EN  MESSAGES  CONTACTUS  FAQ  PORTALHELP  LOGOUT
Provider Services

Delegate For Provider NEIGHBORHOOD HEALTH ‘ Location ID [ NPI 30033311820001 / 1164620027 Service Location ALEXANDRIA NEIGHBEORHOOD HEALTH SVC INC. - 2 E GLEBE RD, ALEXANDRIA, VA 22305-2938 | Go to switch Provider

Message Center Helpful Links

NEW REéAD RA Messages
0

Send Secure Message

Provider Search

Provider Forms Search

Provider Manuals

Provider Reference Material

Provider Training

Medicaid Bulletins to Provider
Medicaid FAQ

Procedure Fee Files & CPT
Codes

CMS Website
DMAS Website

List of Updates and Revisions

ta Provider Mannale e

© GainwellTechnologiesAll rightsreserved.
Proprietary and confidential. Release30 31



VIRGINIA'S MEDICAID PROGRAM

DMAS Virginia Provider Portal User Guide

INNOVATION « QUALITY « VALUE

Note: Message Center is for secure correspondence specific to the
Provider displayedon the Provider Identifier bar. Messages from the At-a-
GlanceBar are more informational and appear for all applicable Providers.

The Message Center page appears. Refer to Figure 38.

Figure36: Message Center Page

_ 3 CREATE NEW

Rend Message Number Subject Response Dale Service Location Status

There are no records found,

Nofems todisplsy 2

<
L 1. L] 1}« fiems per page

Note: Primary Account Holders (PAHs)will see all messagessentfor all
Service Locations, including messages sent by their delegates.

PAH Delegates will see messages that the delegate sent, and PAH
messages created specifically for the Service Location displayed in the
Provider Identifier bar. If the PAH Delegate is assigned more than one
Service Location, the delegate can use the switclprovider functionality to
view the locationspecific messages.

Double-click a row to view the message.
5.3.2 Sending a Message

1. Tosend amessage, complete either step.

b. From the Message Center tile, click the Send Secure Message hyperlink.
Refer to Figure 39.

Figure37: Create Secure Message
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Provider Portal

@EN  MESSAGES  CONTACTUS  FAQ  PORTALHELP  LOGOUT
Provider Services

Delegate For Provider NEIGHBORHOOD HEALTH ‘ Location ID [ NPI 30033311820001 / 1164620027 Service Location ALEXANDRIA NEIGHBEORHOOD HEALTH SVC INC. - 2 E GLEBE RD, ALEXANDRIA, VA 22305-2938 | Go to switch Provider

Message Center Helpful Links

NEW REéAD * RA Messages
0

= Provider Search
+ Provider Forms Search
= Provider Manuals
Send Secure Message « Provider Reference Material
« Provider Training
=+ Medicaid Bulletins to Provider
+ Medicaid FAQ

+ Procedure Fee Files & CPT
Codes

+ CMS Website
+ DMAS Website

« List of Updates and Revisions

ta Provider Mannale e

c. Fromthe Message Center tile, click the VIEWMESSAGESNOWhyperlink to
open the Message Center page, then click CREATE NEWRefer to Figure
40.
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Figure38: Create Secure Message
imes e B E

View Messages Now @

Credte Secure Message

Required Fields (
Service Location

[30033311

Contact Name: ® Contact Phone # @ Contact E-mail (]
Trammell West 804-123-4567 tramme I m

* Category © * Subject (-]
select a value. v

Provider ID @ Provider/Facility Name (-]

It submitting corespondence about a claim, please include Claim Id and daes of service.
* Detailed Description

Cancel ubmit S

The Create Secure Message window appears. Enter details, then click SUBMIT. Referto
Figure 41.

Selectthe applicable location from the drop-down field if you have more than one
Service Location assigned.

The contact information is linked to your My Account Profile and cannot be changed.

Category and Subject are required. Direct your message to the appropriate PRSS
Enrollment and Clerk.

When a Category is selected, the Reason Code drop-down appears.
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Figure39: Create Secure Message Window

MESSAGE CENTER

Return 1o Message Center @

Create Secure Message

Service Location

Contact Name Contact Phone # Contact E-mall
555-555-5555

* Category © % Reason Code © % subject

Portal Assistance =  Provider Portal - Training

Provider 1D Provider/Facllity Name

If submitting correspondence about a claim, please mclude Claim Id and dates of service

* Detailed Description

Training Detailed Description

owen. [T,

A confirmation message appears. Referto Figure42. Returnto the Inbox to view
correspondence.

Figure40: Message Sent Confirmation

Q Secure message #1000000 12 has besn sutimitted successtully

MESSAGE CENTER

Return to Message Center @

m CREATE NEW

Read Message Number Subject Response Date Service Location Status

There are no records found
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Note: Secure messages are maintained in thdMlessage Center. You WILL NOT
receive an email or letter when correspondenceis sent.

YouWILLsee anumberunderNewin the Message Centertile when you
log into ProviderPortal.

5.3.3 View Sent Messages

1. Fromthe Message Centertile, click the VIEWMESSAGESNOWhyperlink. Referto
Figure 43.

Figure4l: Message Center

Prowider Portol
E @En
Pravider Services

Go to Switch Provider

Delegate For Provider NEIGHBORHOOD HEALTH | Location ID [ NP1 3003331820001 | 64620027 ‘ Service Location ALEXANDRIA NEIGHBORHOOD HEALTH SVCINC. - 2 E GLEBE RD, ALEXANDRIA, VA 22306-2938

Message Center Helpful Links

READ
o

View Messoges Now

Send Secure Message r Reference Matenal
f Training

d Bulletins to Provider

ficaid FAQ

e Files & CPT

The Message Center page appears. Click the SENT tab to view a list of sent

messages. Double-click arecord to view the message. Referto Figure 44.

Figure42: Sent Messages

Delegate For Provider | G0 to Switch Provider

° Secure message #100000011 has been submitied successfully. l

Return to Home page @

View Messages

INBOX SENT

Message Number Subject Submitted Date Service Location Status

100000011 TRNG 07/23/2024 30033311820001 Open

L[] s temeeree Hotttems o

The Secure Message Detail page appears with the message submission details and
any responses. Refer toFigure 44.
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Figure43: Sent Secure Message Detail

Credte Secure Message
] Pl

Saretn LotiEen L]
|

Contact Wames @ Costsct Pross o @ Contact £.mail L]

— | |

= Catmpory @ = Subject (]

sokact 3 vakic -

Provvidier I 0 ProviderFaciity Rars [1]
Masbar ID 0 Mafitsi Wime | Palsnl @

* Detaded DascripSon

Click Back to Messages to close the message. Referto Figure 46.
Figure44: Close Message

Go 1o Switch Associated Provider

Dack 10 Messages o
Sanace Locotion b

3
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5.4 Helpful Links

The Helpful Links section includes quick access to supporting resources with hyperlinks to:
Primary Helpful Links:

1 Message Center
1 Eligibility
9 Search for a Claim

Additional Helpful Links :
1 RAMessages
Provider Search
Provider Forms Search
Provider Manuals
Provider Reference Material
Provider Training
Medicaid Bulletins to Provider
Medicaid FAQ
Procedure Fee Files & Current Procedural Terminology (CPT) Codes
CMS Website
Department of Medical Assistance Services (DMAS)Website
List of Updates and Revisionsto Provider Manuals
Appeals Information
Hospital Presumptive Eligibility
HIPP Registration
NFWSRegistration

Note: The Helpful Links list was updated 03/17/2022. Please refer to the
Provider Portal site for changes after this date. Refer to Figure 48.

= =4 A4 -8 - - -4 -4 -4 -4 -4 -4 -8 -4
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Figure45: Helpful Links

Message Center Helpful Links
NEW READ R T T T
0 1] = Medicaid Bulletins to Provider
+ Medicaid FAQ
View Messoges Now * Procedure Fee Files & CPT
Codes
CMS Website

Send Secure Message

DMAS Website

List of Updates and Revisions
to Provider Manuals

Appeals Information

Hospital Presumptive Elgibility

Newborn/Newbom E213
HIFP Registration
NFWS Registration
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5.5 Interactive Features

Interactive features enable youto perform certain actions. The available interactive features
depend on the functionality on the page. Referto Table 5 for a listing and description of the
interactive features.

Table 5: Interactive Features

Description
Action buttons are labeled to Submit, Edit, Save,
Cancel,Inactivate, or perform a more specialized
. action such as Add Registered Delegate. Reset
Action Button buttons revert entered ignformation tg the most
recent saved values. Previous and Next buttons
navigate between steps.

Calendar ﬂ Click the icon to open a calendar and select a
date.

Drop-down Field e . Clic_k the drop-down icon to view and select an
option.

= Expand or collapse details in a section.

Expand For sections with multiple expand and collapse

& Expand Alll Collapse All icons, Expand All and Collapse all apply to all

Collapse items in that section.

Downloads the table results in the format
indicated on the button. Verify that pop-up
™ EXPORT TO PDF blockers allow downloads and follow
= instructions to save or open
the file.
nl Opens filter options for search results. Filters do
not
apply to all columns.

. Navigate through search results using arrows or
Paging n 2 3. » M pagegnumbersg.] g
Indicates information must be entered in the field
to
save or continue.
Selectthe check box to toggle inactive records to
show or hide in a table.
Sorts search results column in ascending or
Sort u ﬂ descending order. Sorting does not apply to all
columns.

EXPORT TO EXCEL

Export

Filter

Required e

Show Inactives | | | Show Inactives

Text Field Primary Enter text to complete the field.

Tooltip Move over the icon to display help text for the
field.

5.6 Error Messages

If you try to save or submit a change that is missing required information or if the
change is not allowed based on other entered information, an error message appears.
The error message may be at the field, window, or page level, be sure to scroll through the
entire areato verify if an error message appeared.
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This module allows you to add new and view existing LTCsegments for members. Refer
to Figure 55.

Figured6: LongTerm Care (LTC)

6. Provider Portal Profile

This module allows you to view your profile, including your email file and associated
roles. PAHs and providers will have various roles that will indicate which roles can be
applied to delegates. Delegates will only have a delegate role; their access is defined at
the Service Location level. It is not possible to be a provider and a delegate under a
single set of credentials.

6.1 Portal Profile - Provider

1. From the Navigation Menu, click Maintenance, then Portal Profile Maintenance.

2. TheMy Account Profile pageappearswith your profile information.Referto Figure5s7.
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Figure47: View My Account Profile

MY ACCOUNT PROFILE

CONTACT INFORMATION

User ID

First Name E Middle Name © LastName

Display Name

Prinze Mack

Phone Number Current Email

ROLES

Current Roles

Provider

PREFERENCES

Primary Language
English

CANCEL EDIT

Optional: Update your provider profile information.
Click Edit to enable the fields.
Enter updates, then click SAVE. Refer to Figure 58.

Figure48: Edit My Account Profile

MY ACCOUNT PROFILE

CONTACT INFORMATION
* Fst Name Middle Hame * Last Hame

* Display Narme
* Phone Humber Current Emad

PREFERENCES

Primary Language
Englich =

RESET CANCEL m
6.2 Portal Profile - Delegate

From the Navigation Menu, click Maintenance, then Portal Profile Maintenance . Referto
Figure 59.
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Figure49: Delegate- Portal Profile Maintenance

Welcome
o X Group provider e

Provider Portal
4 Eligibility
4 Claims
Portal Profile Maintenance Maintenance
Manage My Information 4 Resources
't Manage Delegates

Revalidation

Manage Revalidations

The My Account Profile page appears with your profile information. Referto Figure 60.

Note: A Registered Delegate must give th&®elationship Codeto additional
Providers to be added as a Delegate. Ifyou do not see an expected Provider
on your Switch Providerswindow, contact the Providerwith this Relationship
Codeandaskto be added as a Delegate.

Figure50: Delegated My Account Profile

MY ACCOUNT PROFILE

CONTACT INFORMATION

User ID o

First Name & Middle Name ' LastNams 0

Trainee Sample

Display Name
Trainee Sample

Phone Number &% Current Email 7 [ Relationiship Coda
302-555-5555 PF30KQ8I!
A =

~J

ROLES

Current Roles v

Provider Delegate

PREFERENCES

Primary Language .
English

CANCEL EDIT

Optional: Update your delegate profile information.

a. Click Editto enable the fields.
b. Enter updates, then click SAVE Refer to Figure 61.
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Figure51: Delegated Edit my Account Profile

MY ACCOUNT PROFILE

Required Fields ( % )

CONTACT INFORMATION

* First Name Middle Name /% Last Name
Trainee Sample
* Display Name

Trainee Sample

* Phone Number ! ¥ Current Emall Relationship Code
302-555-5555 PF30KQ8I
PREFERENCES
Primary Language
English -

RESET CANCEL %

7. Provider Maintenance Overview

This module allows you to view and maintain yourr t q x kdetgils. Rraviders may also give
this functionality to delegates.

7.1 Manage My Information Navigation

From the Navigation Menu, click Maintenance, then Manage My Information . Referto
Figure 62.

Figure52 Manage My Information Menu

L e e
m Provider Portal

Provider Services

Walcome
X Group provider 9

Provider Portal

4 Eligibility
Verify Eligi
Message Center Hysig ...
M READ Portal Profile Maintenance Maintenance
0 1) . Manage My Information 4 Resources

! Manage Delegates
Revalidation
Manage Revalidations

Note: If you are a delegate with access or an AA, you can update maintenance
information on behalf of the provider.

© GainwellTechnologiesAll rightsreserved.
Proprietary and confidential. Release30 44



VIRGINIA'S MEDICAID PROGRAM

DMAS Virginia Provider Portal User Guide

INNOVATION « QUALITY « VALUE

Verify that the correct provider is selected. Refer to Sectiong}.5 - Switch
Provider 1 Delegates 4.6 - Switch Provider T Authorized Administrators,or
4.7 - Switch Provider T Delegates for Authorized Administrators for
instructions to switch providers if you need to make a change.
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Figureb53: Provider Identifier Bar

=
Dedecate For Provides Location 1D/ NP1 30027683210001 / Service Location Primary - 12345 MAINE ST, RICHMOND, VA 23230~

Atan Smith 2405709167 1735 (010 Swilch Prowide

The Manage My Information Welcome page appeatrs. If you have more than oneService

Location option, select your desired Service Location from the drop-down list. Click
START. Refer to Figure 64.

Figure54: Manage My Information Welcome Page

Welcome

w‘elcome to the Virginia Medicald Provider Portal.. This portal has been established to provide a convenient process of updating and submitting changes to your organizational
information

To begin select "Start”, you will then be presented with a series of 1abs to assist you In navigating to the information you wish to update or submit

You will be able to review and update your provider organizational information using the relevant tabs based on each service location selected
important Information:

After you have completed your updates and submitted any necessary information, visit the Manage Accounts page - Provider Portal/Maintenance/Portal-Profile-Maintenance - 1o
review and update your profile information

SERVICE LOCATION INFORMATION

* Service Location

[select avalue - \

5

Note: For IG Providers, affiliated GroupServiceLocations only

display the ServiceLocation IDon the Welcome page. Viewthe

I t g wSerXicelLocation details from the Affiliations tab.
Navigate to the desired module to view or update information. Refer to Figure 65.

o Indicates the Provider name and the National Provider Identifier (NPI)
for the information in this module.

Click the tile to navigate to a specific module.
Click CANCELto discard your changes since your last save.
Click PREVIOUSor NEXTto move to the previous or next module.
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Figure55: Manage My Information Navigation

Cetm sl mlcemvaon Specalties Aedesses g i = (s wesnamatian Dumciozurs Amachmams MGC) Hestmearic Anauest Traciong Muinensicel o

atien

Cancel | Previous |

Service Location Information

L 9@ HaselD @ mame -]
HYSICIAN SERVICES

Service Locaton (-]
RICHLANDS. VA 24841-0289

Note: Thetiles displayedarebasedonthe Rt g x kehrglimetttype and
other enrollment details. All modules are listed in this guide,but not all will
be applicableto ther t g x kirffogrtatiom you are viewing in Provider
Portal.
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7.1.1 Add/Edit Field Information

Unless otherwise noted, the steps to edit information are the same for all Manage My
Information pages.

From the desired module, select the fields to edit.

Note: For descriptions of field types, refer to Section 5.5 - Interactive Features.

Click SAVEIn the section. Referto Figure 66.

Note: If the changerequires processing,it will NOT show updated until
approved. Referto Section7.1.5 - Track Changesto track your request.

Figure56: Manage My Information Field Update

LOCATION NAME AND ADDRESSES

Hequied Fields [ % |

(Pnrnary ) ¥| Primary

e o

7.1.2 Add Table Information

Unless otherwise noted, the steps to edit information are the same for all Manage My
Information pages.

If atable has multiple tabs, click the tab for the desired information. Referto Figure 67.

Figure57: Table Tabs Example

CREDENTIALS
(=T )
o
Show Inactives & CREATENEW
nel Primary Effective Date End Date Status
\;05 07/20/2021 12/31/9999 Active

Optional:View the information on the table. Usethe sort and filter features included
in Section 5.5 - Interactive Features to find the desired information more easily.

Note: Thetable view allows youto see all the records at once. However,
some fields may not display in this view to maximize visibility. To view all
fields for arecord, continue to the next step in this section.
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In the table header,click CREATENEW!to add, modify, or inactivate arecord. Referto
Figure 68.

Figureb8: Create New Example

DEGREES

[ Show Inactives CREATE NEW,

Degree School Year of Graduation Status

A window appears with the applicable fields. Complete the fields, then click SAVE
Referto Figure 69.

Figureb9: Create Record Example

Required Fislds | % )

¥ School & % Yearof G..

Johns Hopkins

A successful message is displayed, and the record appears on the table. Referto 70.

Note: If the new record requires processing,it will NOTbe displayeduntil
approved.Referto Section7.1.5 - Track Changesto track yourrequest.

Figure60: Saved Record Example

DEGREES

v
QF'rowuer Degree was successiully saved. ’

[ | Show Inactives CREATE NEW

Degree School Year of Graduation Status
‘ M.D. Johns Hopkins 1995 Active 5*

7.1.3 View/Edit/Inactivate Table Information

Unless otherwise noted, the steps to edit information are the same for all Manage My
Information pages.

© GainwellTechnologiesAll rightsreserved.
Proprietary and confidential. Release30 49



VIRGINIA'S MEDICAID PROGRAM

DMAS Virginia Provider Portal User Guide

INNOVATION « QUALITY « VALUE

If atable has multiple tabs, click the tab for the desired information. Referto Figure 71.

Optional:View the information on the table. Usethe sort and filter features included
in Section 5.5 - Interactive Features to find your desired information more easily.

Figure6l: TableTabs Example

CREDENTIALS

(e -)
-

| Show Inaclives CREATENEW

nel Primary Effective Date End Date Status

Yes 07/20/2021 12/31/9999 Active

Note: The table view allows you to see multiple records at once. However,
some fields may not display in this view to maximize visibility. To view all
fields for a record,refer to Section7.1.3 - View/Edit/Inactivate Table Information.

From the table records, click a specific row to view more details. Refer to Figure 72.

Figure62: Open Table Record Example

DEGREES

[ | Show Inactives CREATE NEW

Degree School Year of Graduation Status

BE==ahiRha—— e I

The record detail window appears. Click EDIT. Refer to Figure 73.
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Figure63: Edit Table Record Example

Schoo! Year of Gra__
Johns Hopkins 1995

Edit or inactivate the record.

Note KnowthedifferencbetweerEndDatingandlnactivating

1 EdittheEnd Date fieldtoindicate recordhatwillnolongebeapplicable,
such as an expiring license.

1 Inactivate a recoodhlyif therecordvasentered incorrectiyndthe correctior
is not allowed by editing fields.

Note:lf thechangeequireprocessing,willNOTdisplayntilapprovedkefeito
Sectiof7.1.5- Track Changestotrackyoumrequest.

Edit the fields and click SAVE A successful message is displayed, and changes
reflect in the table records. Refer to Figure 74.
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Figure64: Edit Table Record Example

Required Fislds ( %
* Degree * % School ' % Yearof G...
M.D Johns Hopkins 2000

RESET INACTIVATE CANCEL

Click INACTIVATE Refer to Figure 75. A successful message is displayed, and the
record is removed from the table.

Figure65: Inactive Table Record Example

Required Fisids ( % )
* School O % Yearof G..
Johns Hopkins 1995

RESET  INACTIVATE 44 CANCEL m
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7.1.4 Add Attachments

Add attachments to support change requests. Some changes require attachments to
be saved. Attachment sections may appear on module pages or on add or edit windows;
the steps are the same.

Unless otherwise noted, the steps to edit information are the same for all Manage My
Information pages.

Click CREATENEW. Refer to Figure 76.

Figure66: Create New Attachment

Attachments

CREATE NEW, ,,

Transmission Method Attachment Type Uploaded Files

Selectthe Attachment Type, then click SELECTFILE Referto Figure 77.

Figure67: Select File Attachment

New Attachment

Transmission Method < [ * Attachment Type
Electronic Only License and Certification

* Upload File

SELECT FILE

RESET % CANCEL m

Follow the prompts to select the file from your computer to upload the file. Once you
upload the file, click SAVE Refer to Figure 78.
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Figure68: Save Attachment

New Attachment

Transmission Method " % aAttachment Type
Electronic Only License and Certification

¥ Upload File
SELECT FILE

Sample Attachment.pdf

Note: Accepted Attachment Typesare .pdf, .jpeg,.png,.doc,and .docx.

The attachment is displayed in the list. Referto Figure 79.

Figure69: Added Attachment

Attachments

CREATE NEW

Transmission Method Attachment Type Uploaded Files

Electronic Only License and Sample Attachment.pdf
Certification

7.1.5 Track Changes

When changes are saved, there are two distinct types of messages, Successfully Saved and
Successfully Submitted for Processing.
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1 Successfully Saved: Indicates that changes are immediately
reflected in Provider Portal.

9 Successfully Submitted for Processing : Indicates that approval is required
before the change is displayed in Provider Portal. These messages
include a Transaction ID. Refer to Figure 80.

Figure70: Transaction Id

ISPECIALTIES

v
Your Specialty request has been successfully submitted for processing. Your Transaction 1D s DJFSXXGKBJ. Once your request has been
approved, it will display here

Note:Itisthe Rt g x krdéspgohsiility to verify that requestedchangeshave
beenapprovedbefore incorporating the changeinto their business
practices.

If achangeis rejectedandis still desired,itisthe Rt q x krésgonhskility to
adjust and create a new request.

Know these points for change requests that require processing:
1 PRSS Enrollmentand Management Clerks must review change requests, and
additional information may be requested to approve the change.

1 Thetime to process your request will vary based on its complexity and the
volume of submissions in the queue.

1 Changerequests for the same type of information cannot be submitted until the
existing update is approved or rejected.

1 View the status of your request, including comments from PRSS Enrollment
and Management Clerks, in the Request Tracking module. Refer to Table 6 and

Figure 81.
Table 6: Request Tracking Status
Workflow Status Description
In Process Pending review by PRSSEnroliment and Management Clerk.
Approved Changeis accepted and has been updated in Manage My

Information .

Changeis rejected, and no changes have been made.

If the change is still desired, the Provider must submit a new
request that addresses the comments. The original change
Rejected CANNOT be resubmitted with a change.

If an explanation is needed to support the request, send an email to
VAMedicaidProviderEnrollment@gainwelltechnologies.com with the
reasoning before submitting a new request.

Note: Usethe Message Centeror Live Help to inquire about your change
request. Include theTransaction ID for the fastest response.
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Figure71: Request Tracking

Cancel Previous

Service Location Information

NPI @ Base D © Name (-]
8945706942 3003531664 Group - Sentara test Sheetal

Service Location ©
30035316640001 - Primary - 2575 CHAIN BRIDGE RD, VIENNA, VA 22181-5576

Request Tracking
Category =Y Transaction ID ¥ Request Date * Workflow Status * Comment hd
Matiay gLy senssuaauun sumiLe 1 euon urivercued IN-PROCESS
ManagingEmployeeAssociation MBCRQHMQWO 07/02/2024 IN-PROCESS
.- 1 .- 5 = ltems per page 1-2 of 2 ltems &

7.2 Provider Termination

Provider terminations may impact access to the Secure Provider Portal. Provider Terminations may
be terminated under the following circumstances:

1 Voluntarily (Not for Cause)such as if a Provider decides to close a Service
Location or does not revalidate in a timely manner.

h The provider will have 30 calendar days grace period to access the
Provider Portal for a Voluntary Termination.

1 Involuntarily (For Cause),For example a provider has been suspended forfraudulent
activities.
h When a provider is terminated for cause access to the Provider Portal is
immediately revoked.

7.2.1 Voluntary (Not for Cause) Termination

When a Rt g x k dogtracK for a Service Location is terminated voluntarily or Not for Cause, the
Provider has a grace period with continued access to the Manage My Information details.

During the grace period, the Provider can manage all provider information details;
however, updates for Effective Date or End Datebeyond the grace period will not be saved
and will trigger an error message.

At the end of the grace period, the Provider loses access to the terminated Service
Location details through Provider Portal. If all Service Locations have been
terminated,theRt gqx kf gt Xu" ceeguu"vg"nqgi "kp"vg" Rtgxkfg

7.2.2 Involuntary (For Cause) Termination

When the Rt g x k ¢ogtracK for a Service Location is terminated involuntarily or For Cause, the
Provider loses access to the terminated Service Location details on the last day of the
contract;
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there is no additional grace period. If all Service Locations have beenterminated, the
Rt gxkfgt Xu"ceeguu"vqgq"nagqgi kp"vg" Rt gxkfgt

8. Manage My Information Instructions

8.1 General Information

The Generallnformation page contains information aboutyourR t g x Kifiitiglt X u
enrollment, identifying information, degrees,and Electronic Funds Transfer (EFT)
status. Referto Figure 82.

Follow the steps in Section 7.1 T Manage My Information Navigation for instructions to view,
create, and update information.

Refer to Table 7 for a list of fields that can be viewed or edited in the General Information
module.

1 Thefields are organized by section in the order that they appear.
1 Fields may be hidden if they do not apply based on your enrollment information.

Table 7: General Information Fields

General Information

Enrollment Type
Enrollment Information Provider Type
Effective Date

<

Ownership

Social Security Number (SSN)
Gender

Date of Birth (DOB)
Title

First Name

Middle Name
Last Name

OnlyName
Updates

Provider Information

Business Name
Suffix

Ethnicity

Degree

School

Year of Graduation
Status

Type of Account at Financial
Institution

Degrees

EFT Enrollment Add, Edit, Delete

LS IKKIKKKKKKIKR

Financial Institution Name
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Virginia Provider Portal User Guide

eral Informati

Account Verification Status
Effective Date v
EndDate v

Status

Figure72: General Information

Cancel
General Information

Enroliment Information

Enroliment Type © Provider Type © Effective Date e

Group Group Practice

12/01/2022

Provider Information

Recguired Fields [ % )
Dwnership © Business Name 2]

() es (% No Group - Sentara test Sheetal

EFT Enrollment

D Show Inactives Creale New

Effective Date End Date Status

Type of Account at Finanmcial

Financial Institution Name Account Verification Status
Institution

There are no records found.

. 10 = ltems per page

Mo ltems to display =}
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8.1.1 Electronic Funds Transfer Enrollment Overview

VA Medicaid allows one active EFT Enrollmentper NPIor Tax ID (Tax ID for Atypical
Providers only), including all Service Locations associated with that identifier.

Changing the EFTEnrollment for an NPl or Tax ID will impact all Service Locations
associated with that identifier .

Note: The form can beaccessed via the Secure MES Portal once signed in as

a provider.

h  Log into the provider portal

h  Navigate to Resources

h  Search for the EFT Form and download

h  Follow instructions under Resources in the Provider Portal User Guide

The EFT Form must be completed electronically and uploaded as an
attachment to the EFT change request in the provider portal.

8.1.2 Change EFTEnrollment

Onlyone active EFTEnrollment can exist per Base ID,including all the Service Locations
under the NPI or API listed on yourProvider Identifier bar. Refer to Figure 53.

If an EFTenrollment already exists and is currently active, follow these steps:

1 Complete steps in Section 7.1.3 - View/Edit/Inactivate Table Information to openthe
EFT Enrollment fields for editing.

1 Update the End Date for the current EFT Enrollment to the last date that you
wish to process billing with that account which must be greater than or equal
to the current date.

9 Click SAVEto update the End Date.

Due to security requirements, your request must be processed by a PRSS Enrollment
and Management Clerk before you can add anew EFT.

Once your existing EFT enrollmentEnd Datechange has been approved, complete steps in
Section 7.1.2 - Add Table Information to add a new EFTEnrollment.

8.1.3 Add EFTEnrollment

Complete steps in Section 7.1.2 - Add Table Information to add a new EFT Enroliment. The
Add EFT Enrollment window contains the banking information to where payments are made,
including the account type, name, and address of the financial institution, etc.

"vjg" GHV" GptgnnogpVv" u(

T Ugngev"nuEtgcvg"Pgy4dY" wpfgt
the Secure MES Portal.
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i Add the Financial Institution:

O O O 0O

(0]

Be sure accurate routing and account information is provided.

Use NPI as the linkage when provider has an NPI.

If provider has an API, the linkage would be the Tax ID number.

The effective date cannot overlap with a prior account (day following is fine).
The effective date cannot be backdated or future -dated more than 30 days.
The end date should always be 12/31/9999.

1 Expand Provider Identifiers Information and add Tax ID number.
1 Expand Submission Information for the electronic signatures.
1 Attach the EFT Form.

(0]

Instructions for completing the form are included in the download. Signature

requirements include:

1 Signature of the individual provider or an individual that has been listed as a
disclosed entity within the Owner or Managing Employee section of the Disclosures
tab on the PRSS provider portal. For additional explanation, see the Disclosures
section of the PRSS Provider Portal User Guide.

9 Signature of a Bank Official

1 The EFT Form must include a notary seal and have been signed within 90 days of
submission.

1 Submit for review and approval.

The approval process takes 3-5 business days. Once approved, the Prenote account verification
process will take 2 billing cycles before the new EFT is active. During this time, the provider tax Id will
receive checks delivered to the PAY TO address on theportal until the EFT status is ACTIVE.

You should enter the same PAY TO address on all service location IDs that have the same NPI. Checks
sent during the Pre-note process will be sent to the most recently added PAY TO address.
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Figure73: Create New EFT

Add EFT Enrollment

Renuired Fislas (X )

PROVIDER INFORMATION

Provider Name ' Doing Business As Name * Basz|D
PROVIDER ADDRESS
Address Line 1 *' Address Line 2
City ‘1 State ' Country ©  ZIP Code/Postal Code
seleci a value ~ selectavalus. -
Expand All| Collapse All
PROVIDER IDENTIFIERS INFORMATION =
Tax |dentification Number (T1... National Provider Identifier (N.. *° Other Identifier “’  Assigning Autho.. Trading Partner 1D
selecia -
License Number *'  License Issuer “  Provider Type " Provider Taxonomy Code
select avalue. « selectavalue. -
PROVIDER CONTACT INFORMATION =
Title Contact Last Name Contact First Name ' Contact Middle Name
Telephone Number Telephone Number Extension Fax Number  Email Address
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PROVIDER AGENT INFORMATION =
Provider Agent Name
PROVIDER AGENT ADDRESS
Address Line 1 Address Line 2
City State Country ZIP Code/Postal Code
select a value... « selectavalue.. -

PROVIDER AGENT CONTACT INFORMATION

Title Agent Contact Last Name Agent Contact First Name Agent Contact Middle Name
Telephone Number Telephone Number Extension Fax Number Email Address

FEDERAL AGENCY INFORMATION e
Federal Program Agency Name Federal Program Agency Identifier Federal Agency Location Code

RETAIL PHARMACY INFORMATION e
Pharmacy Name Chain Number Parent Organization ID Payment Center 1D
NCPD PProvider ID Medicaid Provider Number
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FINANCIAL INSTITUTION INFORMATION s

* Financial Institution Name

Address Line 1 " Addrass Line 2
City Stata Country ZIP Code/Postal Code
select a value. » selectavalue. -
Financial Institution Telephone. ¢ Telephone Number Extension
* Financial Institution Routing.. ¢ * Type of Accountat Financia. ' * Provider's Account Number with Financia...
select a value... -
* Effective Date * End Date
ACCOUNT NUMBER LINKAGE TO PROVIDER IDENTIFIER
* Account Number Linkage to Provider Identifier Type % Account Number Linkage to Provider ide...
Tax |D Mumber 3 NPI
Add EFT Enrollment 00
SUBMISSION INFORMATION =
Reason for Submission Include with Enroliment Submission ¢ * Authorized Signature
New Enrollment select a value. * selectavalue.. -
Submission Date
01/13/2022
Attachments
CREATE NEW
Transmission Method Attachment Type Uploaded Files
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8.2 Specialties

The Specialties page contains information about your Specialty associated with your
Provider Type and your Taxonomy associated with your Specialty. Referto Figure 85.

Follow the steps in Section 7.1 T Manage My Information Navigation for instructions to view,
create, and update information. Refer to Table 8 for a list of fields that can be viewed or
edited in the Specialties module.

1 Thefields are organized by section in the order that they appear.

1 Fields may be hidden if they do not apply based on your enrollment information.

1 If the Requires Processing? column includes a check mark, and a change request
will be pending until a PRSS Enroliment and Management Clerk reviews itRefer
to Section 7.1.5 - Track Changes to track changes that require processing.

Table 8: Specialties Fields

Specialties

NPI

ServiceLocation | BaselD
Information Name

Service Location

Primary
Specialty
Taxonomy
Specialties Effective Date

ANNASENAN

Add and Edit Only

Non-Primary Only
End Date Primary Always 12/31/9999

Status

Taxonomy v
Additional Effective Date v
Taxonomies End Date v

Add, Edit, Delete

Status
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Figure74: Specialties

=
Service Location Information

NP ® Base D ® Nzme e
Group - Sentara test Sheetal

Service Location <]
001 - Primary - 2575 CHAIN ERIDGE RD, VIENNA, VA 22181-5576

Only specishizs azsoc
be required dependi

sted with your provider type will be available 1o be added on this sereen. Only one specialty can be designated as the primary speciaity. A taxonomy code may

n the selected specialty.
[ shaw nactives Creale New

Primary Specialty Taxonomy Effective Date End Date Status
x 880 - Single and Multi-Specialty Group 183200000X - Multi-Specialty Group 12/01/2023 12/21/282% Active <=
-
4 »
l:l Show Inactives Create New
Taxonomy Effective Date End Date Status
193400000 - Singlke Specialty Group 12/01/2023 12/31/2028 Active b
-
4 4

8.2.1 Add Specialty

Since the Specialty selected impacts which Taxonomies are applicable, adding a Specialty
has extra features.

Complete steps in Section 7.1.2 - Add Table Information to add a new Specialty with
these adjustments:

Start typing keywords or the specialty number for the Specialty that you wish to add
and click the Specialty in the drop-down list. Referto Figure 86.
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Figure75: Add Specialty

Required Fields (% )
% Specialty ¥

!pha Kl
268 - Pharmacist ,%

| maich found.
B 1273179999 B |L"Primary

Attachments

CREATE NEW

Transmission Method Attachment Type Uploaded Files

UG SAVE |

Click the drop-down list field and select the Taxonomy. Oncethe Specialty is selected, the
Taxonomy field appears. If only one Taxonomy is associated with that Specialty, the
Taxonomy is automatically populated. Referto Figure 87.
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Figure76: Add Taxonomy

|

5 ; Required Fields ( % |
* Specialty >

268 - Pharmacist

r‘ Taxonomy

Iselect avalue,

select a value...

1835P2201X - Ambulatory Care

1835C0205X - Critical Care 4

1835G0303X - Geriatric

1835N0905X - Nuclear

1835N1003X - Nutrition Support
A 1835X0200X - Oncalogy

1835P02010X - Pediatrics
o

Transmission Method Attachment Type Uploaded Files

CANCEL m

Complete steps in Section 7.1.4 - Add Attachments to add Attachments .

Note: Thereis not a specific attachment type required. Selectthe best match
to document your license,certification, etc., for your new specialty.

Verify that your change was successfully submitted in the Request
Tracking module. Note: If you click Savebefore adding anattachment, you
will receive anerror message.If you add an attachment and click Save the
error messagesstill displays,but the request is processed.

Click SAVE The request is sent for processing.

Once processing is complete, and your request is approved, the Specialty displays in the
Specialties section of the Specialties module. Refer to Figure 88.
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Figure77: Added Specialty

SPECIALTIES

Only specialties associated with your provider type will be available to be added on this screen. Only one specialty can be designated as the primary specialty. A taxonomy
code may be required depending upon the selected specialty.

[ | Show Inactives CREATE NEW

Primary Specialty Taxonomy Effective Date End Date Status
X 268 - Pharmacist 183500000X - 03/24/2021 12/31/9999 Active
Pharmacist

8.2.2 Change Primary Specialty

Depending on your Provider Type, you may have multiple specialties with overlapping
active dates, but exactly one Specialty must be designated as Primary, and that Primary
Specialty always has an End Dateof 12/31/9999. The Primary Specialty is used most
often for outreach communications and to drive business rule integrations such as those
used in claims processing.

To change which Specialty is Primary, follow these steps:

Complete steps in Section 7.1.2 T Add Table Information to add a new Specialty
and select the Primary check box.

Adding or changing your primary specialty requires processing. Referto Section 7.1.5
T Track Changes to track the progress of your request.

Once approved, the 1| g rSpedidity retains the End Date of 12/31/9999. If this date is
inaccurate, complete steps in Section 7.1.3 T View/Edit/Inactivate Table Information to
open the Specialties fields for editing the 1, g mrintdry specialty.

Update the End Date of the 11, g rpfintdry specialty. It must be greater than or equal to the
current date.

Add Attachments , as needed.
Click SAVEto update the End Date.

Ifthe Taxonomycuuqekcvgf"ykvj"vjg"auagnf Y" Rt koct{" Urge
complete steps in Section 7.1.2 T Add Table Information to add the Taxonomy in the
Additional Taxonomies section.

8.3 Addresses

Note: To add a New ServicelLocation to an existing provider,the provider will
needto complete a new enrollment applicationusing the same Tax ID.

The Addresses page contains information about the Service Location, Pay To, Mail To,
Remit To,and IRS Addressaddresses used to support provider services. Referto
Figure 89.

Note: The Addressespage does not display providersenrolledas IGs.The
associated GroupServicelLocation address information is found on the
Affiliations page.
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Follow the steps in Section 7.1 T Manage My Information Navigation for instructions to view,
create, and update information.

Refer to Table 9 for a list of fields that can be viewed or edited in the Addresses module.

1 Thefields are organized by section in the order that they appear.

1 Fields may be hidden if they do not apply based on your enrollment information.

1 If the Requires Processing? column includes a check mark, and a change request
will be pending until a PRSS Enroliment and Management Clerk reviews itRefer
to Section 7.1.5 - Track Changes to track changes that require processing.

Table 9: Addresses Fields

A..- o

NPI
Service Base ID
Location N
Information ame

Service Location
Location Name | Name v
and Addresses | Primary v

Address Type v/

Address Name v

Address Line 1 v

City v
Addresses State v
*Onlythe .
Service ZIp Co.de v Service Location
Location Effective Date v Only Edit,
selected on 1 Service Location Delete
the Welcome and Mail To
page may be | EndDate require additional
edited. steps.

1 Other
Addresse
s may be edited.

Status

Day v
Office H From Hour v

ice Hours
To Hour v
Status
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Figure78: Addresses

cancel

General Information

Enrofiment information

Enroliment Typa @ Provider Type © cHective Date 7]
Group Group Practice 12/01/2023

Ownership © Susiness MHame e

(Dives  (® Ne Group - Sentara test Sheetal

EFT Enrollment

B
R 1F -
-]
D Show Inactives Creale New

Type of Account at Financial Financial Institution Name Account Verification Status Effective Date End Date Status

Institution

There are no records found.

I:I:.:I:l 10 = Items per page Mo ltems to display 2

8.3.1 Change Service Location Address

Service Location addresses cannot be Inactivated or End Dated. Edit Instead, edit the existing
Service Location. Complete the steps in Section 7.1.3 T View/Edit/Inactivate Table Information to
edit the Service Location address record.

Editing a Service Location address requires processing. Referto Section 7.1.5 T Track
Changes to track the progress of your request. Once approved, the updated Service
Location address information REPLACEShe 1, g nnfoMpation, and you have no further
steps to complete.

8.3.2 Change Mail to Address

Mail To addresses cannot be Inactivated or End Dated. To change it, create a new Mail To
address.

Complete steps in Section 7.1.2 T Add Table Information to add a new address and select
Mail To in the Address Type drop-down list.

Adding a Mail To address requires processing. Refer to Section 7.1.5 T Track Changes
to track the progress of your request. Once approved, theEffective Dateq h " vj g" pgy 4" Oc kn
address and End Date of the 14 g rMiaiMlo address is updated.

Note: Mail will not be sent to the 11 p g addtess until AFTERthe requestis

Gai lITechnologiesAll rightsreserved.
op and confidential. Release30 70




VIRGINIA'S MEDICAID PROGRAM

DMAS Virginia Provider Portal User Guide

INNOVATION « QUALITY « VALUE

approved. After approval,the 1, g nviaiHTo address will have an End Date of
the daybeforev j g " 1MaigTy adldress Effective Date.

8.3.3 Preferred Communication

Providers can view and change their preferred communication in the Provider Portal
by selecting either Email or Mail. Refer to Figure 90.

Figure79: Preferred Communication

VIEW ADDRESS [~ ]

Address Type @ Address Name @ Effective Date @ End Date (-]

[mai T | N oo/242004 12/31/9999

Address Line 1 @ City @ State ® ZIP Code (-]

Address Line 2 @ Country (-]

— United States

Preferred Communication @ Email (7]

Email I
Contact Last Name @ Contact First Name @ Contact Middle Name =]
I DEFAULT
Phone Numbers a

Phone Type Phone Number Extension
Fax L
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8.4 Service Location

Note: The ServicelLocation page does not display Facilities, Groups,and
Atypical providers. The information is found on the Addresses page.

The Service Location page contains information such as whether new patients are
accepted, age restrictions, etc. Refer to Figure 91.

Follow the steps in Section 7.1 T Manage My Information Navigation for instructions to view,
create, and update information.

Refer to Table 10 for a list of fields that can be viewed or edited in the Service Location
module.
1 Thefields are organized by section in the order that they appear.

1 Fields may be hidden if they do not apply based on your enrollment information.

1 If the Requires Processing? Column includes acheck mark; a change request
will be pending until a PRSSEnrollment and Management Clerk reviews it.
Referto Section 7.1.5 - Track Changes to track changes that require processing.

Table 10: Service Location Fields

NPI

Service Base ID

Location Name

Information Service Location
Accepting New Patients with v
special needs
Opt-out of Provider Directory v
Accepting New Patients

. Type of Patients

Service l A)égepte d v

Address )

Information 1 Preferred Patient Gender

Age Restrictions
f  Minimum Age v
1 Maximum Age

<

Is this Service Location ADA
Compliant

Patients with Special Needs

Accepting New CHIP
Patients
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Figure80: Service Location

EOIT ADDRESS

Transmission Method Alachment Type Uploaded Files

Therns are o records found.

Service Address Information

¥ Is the service location ADA compliant? [ = s the service location accessible by public ransportation? [ -]
Yag = No Wiers = Mo

In what ways the Sarvice Location is ADA Compliant

Rt | I Inoctivabe | |

corce | ST

Note:l nf or mat i on Séndce Lotatiog suphras ocontagdténfor@nation,
whether new patients are accepted, is location ADA complidranppbitatiomstc.
This information will be made available on a Member/PublRieetoch

8.5 Additional Service Location Information

T Kphgqtocvkqgp"hgt"vjg"rtgxkfgtXu"ugtxkeg"nqge
Patients with Special Needs, Preferred Gender (S) and whether accepting New CHIP
*Ej knftgpXu"Jgcnvj " Kpuwtcpeg" Rtqgitco+

Service Address Information
Recuirad Fiekds |
Accepting New Patents with special needs? ] Opt out of Provides Directory? ]
Acoepting New Pationts e Age Restrictions ]
Type of Patlents Accepted a Minimum Age @ Maximum Age a
Acoopting Now Medicaid Pationts e Acoopting Now CHIP Pationts ]
# Preferred Patient Gender L]
Mo Restrictions -
Website URL o
Telohaalth Sarvices o
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8.6 Organization

The Organization page contains information such as the organization type, business
start date, tax classification, etc. Refer to Figure 92.

Follow the steps in Section 7.1 T Manage My Information Navigation for instructions to view,
create, and update information.

Referto Table 11 for a list of fields that can be viewed or edited in the Organization module.

1 Thefields are organized by section in the order that they appear.

1 Fields may be hidden if they do not apply based on your enrollment information.

1 If the Requires Processing? column includes a check mark; a change request
will be pending until a PRSSEnroliment and Management Clerkreviews it.
Referto Section 7.1.5 - Track Changes to track changes that require processing.
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Table 11: Organization Fields

NPI

ServiceLocation | BaselD
Information Name

Service Location

Organizational Type

Associated Tax Classification

for Limited Liability Company

Other Organization Questions

1 Registeredwith
Secretary of the State

1 Incorporated

Chain Affiliated

§ Operatedby v
Management Company

1 Domestic Owned
Corporation

1 Foreign-Owned
Corporation

ANIAN

Organization

|

Note: If the Registered with Secretary of State check box is selected, the
Business Start Date field appears and is required. If the Incorporated check
box is selected, the Incorporated as of Date field appears and is required.
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Figure81: Organization

=a
Service Location Information

NP @ Bas= D @ name L]
8945706942 2002531664 Group - Sentara test Sheetal
Service Location L]

30025316640001 - Primary - 2575 CHAIN ERIDGE RD, VIENNA, VA 22121-5576

Required Fields ( %
If your business is chain affiliated, the information about the o

13Ny of organization must be included in the disclosure information.

If your business is operated by management company or keased (in whole orin part) by ancther organization, information about the management company or organization must be

included in the disclosure information,
* Organization Type (-]
Corporation -
# Tax Classification (-]
Corporation -

Entities doing business in the State, except for informal associstions such 35 sole propristorships or general parnarships, must be registared with the Secretary of State. For more
information on the registration process, please go to the Secrstary of State website at hitps:iwww.cms.govl

D Registered with Secretzry Cf State 7]
[ Incorporated [:]
[ chain Affliated []
D Operated by Management Company 7]
[ Domeastic Cwned Corporation 7]
[ Foreign Owned Corporation Q@

8.7 Affiliation

The Affiliation page contains a list of all the affiliations between IG and Group
Providers and between Ordering, Referring, Prescribing Physicians (ORP),and Facility
Providers. Group providers who function as AA on behalf of I1G providers will have an
additional section to distinguish IGs that have granted the Group authorized
administrator privileges and all associated IGswith the Group. Referto Figure 93 to
Figure 95.

1 1G Providers search and view Group Providers.

1 Group Providers search and view |G Providers.

1 ORPProviders search and view Facility Providers.

1

Facility Providers search and view ORPProviders.

Note: The Affiliation pagedoes NOTdisplay for Atypical Providersor Providersonly
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enrolled as Individuals. Groupand Facility Providersfind their own Service

Location information on the Addresses page.

Follow the steps in Section 7.1 T Manage My Information Navigation for instructions to view,
create, and update information.

Refer to Table 12 for a list of fields that can be viewed or edited in the Affiliation module.

1 Thefields are organized by section in the order that they appear.

1 Fields may be hidden if they do not apply based on your enrollment information.

1 If the Requires Processing? The column includes a checkmark; a change request
will be pending until a PRSS Enrollment and Management Clerk reviews itRefer
to Section 7.1.5 - Track Changes to track changes that require processing.

Table 12: Affiliation Fields

NPI
Service Base ID
Location Name
Information Service Location
NPI )
Last Name Search with
First Name magnifying glass
Affiliated Providers T Middle Name IC-O?- o |den'F|(;y pr%:/(i)(ljjgrs
Affiliations Service Location ID ex_|s Ing pr_ow er .
(Group and Facility) information. addlng or
Effective Date v/ updating
EndDate v affiliations
Status
Authorized Administrator Search with Individual
magnifying glass within a Group
Affiliated Providers (IG) . 1agnitying gk Providers
Provider Name icon to identify adding or
existing provider u dat?n
information. p . 9
affiliations
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Figure82: Affiliation- Group and Facility

ition Information

NPI @ Base D @ Name

8345706942 3003521664 Group - Sentara test Sheetal

Service Location
30025216640001 - Primary - 2575 CHAIN ERIDGE RD, VIENNA, VA 22181-557¢6

Affiliated Providers

Authorized Administrator For =
Service Location 1D First Name Last Mame Affiliation is in Effect
S
No Authorized Administrator rights are found
-
D:.:l:l 10 » Items per page Mo tems to display =]
D Show Inactives Craalte New
NPI Last Name First Name Middle Name Service Location ID Effective Date End Date Status
1032284550 SMITHEM LINDSAY M 30033572830:001 03/20/2024 0372072024 Active -
-
l:l:.:l:‘ 10 » ltems per page 1-1 of 1 ltems
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Figure83: Affiliation- Authorized Administrator

Service Location Information

NPI © BaselD @ Name
I I |

Service Location

Afliliated Providers

Authorized Administrator For

Virginia Provider Portal User Guide

Service Location ID First Name Last Name

Affiliation is in Effect

No Authorized Administrator rights are found
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Figure84: Affiliationd Individual within a Group

Service Location Information

NPI @ BaselD @ Name -]
| | |
Service Location e
Affiliated Providers
Authorized Administrator For
Affiliations ™\
L) Show Inactives |  Create New
NPI Last Name First Name Middle Name Service Location ID Effective Date End Date Status

There are no records found.

Note: ORPProviders havea similar pageto |G Providers

8.7.1 View Affiliate Service Locations

The Service Location Address for affiliated Providers is accessible from the Affiliations
section.

For Group and Facility Providers, the Service Location IDs for associated providers display in
the table. Refer to Figure 96.
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Figure85: Group View Affiliate Service Locations

Service Location Information

NPI @ BaselD © Name -]
| ] |
Service Location °
Afflliated Providers
Authorized Administrator For
Affiliations
| Show Inactives Create New
NPI Last Name First Name Middle Name Fervice Location ID\ Effective Date End Date Status

There are no records ‘ounﬂ.

For IG and ORPProviders, click the caret icon at the beginning of the Provider record to view
the Service Location Address. Refer toFigure 97.

Figure86: IG View Affiliate Service Locations

AFFILIATIONS
[ | Show Inactives CREATE NEW
NPI v Business Name ~ Service Location Id v Effective Date ~ End Date v Status ~
» 1770688145 PHYSICIANS CARE OF 30027813950001 10/01/2018 12/31/9999 Active

AN VIRGINIA, PC

Service Location Address

Address Line 1 City State ZIP Code

2602 FRANKLIN RD ROANOKE Virginia 24014-1010

SW

1 T7INEOCO1 AR NUVOINTIANMOC NMADC NC 2NNANTO012NENN1D 1aNn/Nn1 /9N10 10 /21 /000N N e
Mo« . L2 | 10 ~ items perpage 1-3 of 3 items

8.7.2 Add Affiliated Provider

Providers and provider delegates may add affiliations. AA may not edit affiliations for
IG providers.

Click CREATENEWiIn the Affiliations section.

The Add Affiliate Provider window appears. Complete the Affiliate Providerinformation
by entering either the Service Location ID or NPI.

Click the magnifying glass icon to search for an affiliated provider. Referto Figure 98.
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Figure87: Add Affiliate Provider

' _
Add Affiliated Provider
Required Figlds ( % )

# Service Location ID NPI
1003000126

Last Name &+ First Name & Middle Name

Full Address

% Effective Date ¥ End Date

£ 12/31/9999

Note: To searchby name,leaveall fields blank and click the magnifying glass
icon. Additional search criteria must be entered.Referto Figure99.
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Figure88: Affiliate Provider Search by Name

Add Affiliated Provider

Search Criteria

Search By

lselect avalue... - I

select a value..,
NPI . .

| . arch Criteria
Service Location ID
Individual Name Specialty
Business Name >

select a value..

State

select a value...

UGS sEARCH |

Optional: If more than one provider matched your criteria, click the Service Location ID

hyperlink to select the provider. Clicking other details does NOT select the Provider.
Refer to Figure 100.
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Figure89: Add Affiliate Provider Search

ADD AFFILIATED PROVIDER @

Search Criteria

Search By
select a value... v

Search Results
NPI Base ID Service Provider Specialty Provider Address City State Zip Code
Location Type Name
Id
—_— - BN B Vone 239740070
22922-2302

A D 040 078

‘| 4 b | ¥ 10 » Items per page

- . B o

1-2of2ltems &

TheRt g x kdetgils populate in the Add Affiliated Provider window. Enterthe Effective Date and

click SAVE Refer to Figure 101.
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Figure90: Add Affiliate Provider Save
ADD AFFILIATED PROVIDER

e Affiliated provider record selected

Required Fields (% )

* Service Location ID © NPI (2}
_— | Q
Last Name @ First Name @ Middle Name (7}
[— |-
Full Address (>}
ective Date * End Date Qe
| &) 121319999 &

8.7.3 Inactivate Affiliated Provider

Providers and provider delegates may inactivate affiliations. AAs may not edit affiliations for
IG providers.

Associations are per provider, and per Service Location, so if a provider is associated
with multiple Service Locations, the relationship will need to be inactivated for each
one.

To remove an association for the current Service Location, click the record on the
table for the provider. Refer to Figure 102.

Figure9l: View Affiliations
=

Service Location ID First Name Last Name Affiliation is in Effect

No Authorized Administrator rights are found

- 10 = ltems per page No Items to display <

Affiliations
E' Show Inactives Create New
NPI Last Name First Name Middle Name Service Location ID Effective Date End Date Status

* 03/01/2015 12/31/9999 Active
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The associated r t g x kdketgils aXewisplayed. Click EDIT.Referto Figure 103.
Figure92: Edit Affiliation

VIEW AFFILATED INDIVIDUAL PROVIDER (%]

Service Location 1D @ NPI =]
I | I

Last Name @ First Name @ Middle Name @
] ]

Effective Date © End Date 2
03/01/2015 12/31/9999

Click INACTIVATE Referto Figure 104.

'
S

Figure93: Inactivate Affiliation
EDIT AFFILIATED PROVIDER ® O

Required Fields ( * )

Service Location ID @ NPI © >k Effective Date @ * EndDate [+
| . I 03/01/2015 |8 1231009 E
Last Name @ First Name @ Middle Name 2]
I [

(4 |
m
A y)

The association is inactivated and no longer displays on the list. Referto Figure 105.
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Figure94: Save Affiliation Change

FILIATIONS =
v

Afliated Provider was soccessfully saved

Show Inactives CREATE NEW
NPY Last Name v First Name ~ Middle Name ~ Service Location v Effective Date v End Date v Status  ~
[

I [ M RGN 12/31/9999 Active

N ¢ . LS ) 10 v items per page 12012 Rems

Optional: To view inactivated associations, select the Show Inactives checkbox. Refer
to Figure 106.

Figure9s: View Inactive Affiliation
AFFILIATIONS =

V| Show Inactives CREATE NEW

NP| Last Name v First Name v Middie Name ~ Service Location v Effective Date b[m‘ Date v Status ¥
| == 03/08/2022 12/31/9999 nactve ]

8.7.4 Managing Authorized Administrator

For IGProviders only, the Affiliation section is where you can view and assign your AA.
An AAis a group that can access all Provider Portal features on behalf of the Provider,
except for managing which group is the AA. Only one AA may be assigned,but the AA
may assign Delegates.

1 If you selected your AA during enroliment, the group displays in this section.
The AA already has access, and no further action is needed.

1 If youcompleted acombined Individual and IG enrollment, you did not have an
option to add an AA during enrollment. You need to add an AA for your IG Service
Locations to grant access.

Complete these steps to manage your AA:

1. Click the magnifying glass icon to search for your AA. Referto Figure 107.
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Figure96: Manage Authorized Administrator

AFFILIATED PROVIDERS

Authorized Administrator Provider Name

No Authorized Administrator

N
RESET  INACTIVATE | SAVE |

The Search Affiliated Provider window displays. Click the Service Location for the already
affiliated Group Provider you would like to assign as your AA. Referto Figure 108.

Figure97: Search Affiliated Provider

Search Affiliated Provider o

Service Location ID - T NPI v Y Provider Name v Y Effective Date End Date
0 [ ] _ 07/01/2006 12/31/9999
[ ] I _ 10/01/2018 12/31/9999
e [ ] _ 10/01/2018 12/31/9999

M 4 . 10 +~ |iéms per page 1-30f3ntems £

Note: If you do not see the Group Providerthat you want to assign, follow the
steps in Section8.7.1 T View Affiliate Service Locations.

The Service Location Address for affiliated Providers is accessible from
the Affiliations section.

TheRt q x kNamd fig{dipopulates. Click Save.Referto Figure 109.

Figure98: Save Authorized Administrator

AFFILIATED POV e

A i) Adrwmlas s Moo Woarrw

RESET INACTIVATE
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8.8 Credentials

The Credentials page displays information for License, Medicare Number, Drug
Enforcement Administration (DEA) Number, Council for Affordable Quality Healthcare
(CAQH) Number, and NPI details of the Provider.

Note: Adding, editing, or inactivating arNPI follows the samesteps as
other credentials but has a few effective and end dates adjustments.

1 TheEffective Date cannot be in the future.
1 WhenaTt p gpritdary NPlis added or modified:
o Thet p gpritdary NPl has an EndDate of 12/31/9999.
o Thet q mprimdry NPIrecord (if one exists) remainsin the
table,but the Primary indicator changes to No.
o Thet g mprmdry NPI(if one exists) has an EndDateone day
beforevj g" upgyyY"rt koct{" PRKXu" Ghhgevk

Aprimary NPlcan only be inactivated if another NPlis listed in the table.
Theremaining P R KPY{raary indicator changesto Yes, and itsEnd Date
changesto 12/31/9999.

Figure 110 through Figure 114.

Follow the steps in Section 7.1 T Manage My Information Navigation for instructions to view,
create, and update information.

Note: To modify credentials,edit the EndDate of the currentrecord,allow the
changeto be processed, then add the new credential.

Onlyuse INACTIVATEIf the credentials were enteredincorrectly.

Refer to Table 13 for a list of fields that can be viewed or edited in the Credentials module.

1 Thefields are organized by section in the order that they appear.

1 Fields may be hidden if they do not apply based on your enrollment information.
If the Requires Processing? Column includes a check mark; a change request will be
pending until a PRSSEnrollment and Management Clerk reviews it. Referto Section
7.1.5 - Track Changes to track changes that require processing.

Table 13: Credentials Fields

NPI
Service Base ID
Location Name
Information Service Location
License Number v
ials - Issuing State v
Credentials ing Add, Edit, Delete
Licenses Issuing Board v
Effective Date v
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End Date v

Status

Medicare Crossover v
Medicare Number Add an((j)lr:?; ctivate
Medicare/Durable Medical .

i . . : Add and | tivat
Credentlals T Equipment Regional Carrier ano ?ac lvate
Medicare Number | (DMERC)Code nly

Effective Date v
End Date v
Status
DEANumber v
Credentials T DEA | Effective Date v
Numbers EndDate v Add and Edit Only
Status
CAQHNumber Add andO InnI;ctlvate
Credentials T Effective Date v
CAQHNumbers End Date v
Status
NPI v
Primary v
Effective Date v
Credentials - NPI Non-Primary Only Add and Edit Only
End Date Primary Always
12/31/9999
Status

Note: Adding, editing, or inactivating arNPI follows the samesteps as
other credentials but has a few effective and end dates adjustments.

1 TheEffective Date cannot bein the future.
1 WhenaTt p gpritdary NPlis added or modified:
o Thet p gpritdary NPl has an End Date of 12/31/9999.
o Thet q mprimdry NPIrecord (if one exists) remainsin the
table,but the Primary indicator changes to No.
o TheT g mprimdry NPI(if one exists) has an EndDateone day
dghgtg"vjg"upgy4y"rtkoct {"  PRKXu" Ghh

A primary NPlcan only be inactivated if another NPlis listed in the table.
The remaining P R KPXjmary indicator changesto Yes, and itsEnd Date
changesto 12/31/9999.
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Figure99: Credentials- Licenses

MP| @ Bas D @ rava 7]
Sarvicw Locaticn [7]
I
(L=t CAGH Humbars :
|_| Show racrvs Craale Herw
Lizenae Humbser * lusuing State * lusuing Board * Effectrvs Date * End Duts * Stabu -
] Vieginia Vieginin Departmant of Heakh G (P RE--E At -
Srodessiorals
[ ] Vepinia eginia Cepanmen of Heath aEnTIiE. Rl Acirer
Srotessiorals
[ ] viginia Virginia Deparment of Healh 122 A2 At
-
Srodessionals

Figurel0Q: Credentials- Medicare Number

CREDENTIALS

Show Inactives & CREATE NEW

Medicare/DMERC Code Effective Date

Modicare Crossover Medicare Nurriber End Date Status

There are no records found

FigurelOl Credentialsd DEA Numbers

= -

S e B CRtaTe saw

= [fee=we Date = iIng Dow - Bate -

DA et

Thare arv he recoetds foond
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Figurel02 Credentialsd CAQH Numbers

A et B

P bt O CRIATE NI

AP Nt 1 Y—tave Came 7 Dt Wans

Figurel03 Credentials- NPI

ICREDENTIALS

Madlcare Number -

| Show Inactives CREATE NEW

NPI Primary Effective Date End Date Status

Yes 07/14/2021 12/31/9999 Active

8.9 Provider Type
The Provider Type page displays information such as:
9 Clinical Laboratories Improvement Act (CLIA) information if you bill for
laboratory services.

1 Durable Medical Equipment, Prosthetics, Orthotics, and Supplies (DMEPOS)
Surety Bond and Accreditation information, if you are a Durable Medical
Equipment (DME) supplier.

1 Hospital Bedinformation about whether the provider is a hospital or
Custodial Carefacility. Refer to Figure 114 through Figure 118.

Follow the steps in Section 7.1 T Manage My Information Navigation for instructions to view,
create, and update information.

Referto Table 14 for a list of fields that can be viewed or edited in the Provider Type module.

1 Thefields are organized by section in the order that they appear.
1 Fields may be hidden if they do not apply based on your enrollment information.

1 If the Requires Processing? column includes a check mark; a change request
will be pending until a PRSSEnroliment and Management Clerkreviews it.
Referto Section 7.1.5 - Track Changes to track changes that require processing.
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Table 14: Provider Type Fields

_ NPI
Servu?e Base ID
Location
Information Name

Service Location

CLIANumber v/

Certification Type v
Provider Type Effective Date v Add and Edit Only
Information - CLIA

End Date v

Status

Surety Bond Number v
Provider Type Surety Bond Type v
Information 71 Effective Date v
DMESPOS Surety End Date v
Bonds

Status
Provider Type Accrediting Organization v
Information Effective Date v
7 DMEPOS EndDate v
Accreditation Status

Hospital Bed Type v
Provider Type Number of Beds v
Information 7 Effective Date v
Hospital Bed
Information End Date v

Status
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Figurel04: Provider Type- CLIA

G A
M @ Fme D @ Name @
Soprraigm Lon: ghaan £+
oy Inmciies Croote New
CLIA Number Cartification Typs Effective Dats Erd Date Status
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Figurel05: Provider Type- DMEPOS Surety Bonds

PROVIDER TYPE INFORMATION

B e

Show Inactives CREATE NEW

Effective Date End Date Status

Suraty Band Number Surety Bond Type

There are no records found.

Figurel06: Provider Type- DMEPOS Accreditation

PROVIDER TYPE INFORMATION

DMEROS Surety Bonds | 0 ‘ Hospital Beg information

|| Show Inactives &3 CREATE NEW

Accrediting Organization Effective Date End Date Status

There are no records found

Figurel07: Provider Type- Hospital Bed Information

PROVIDER TYPE INFORMATION

OMEPOS Surety Bonds DMEPOS Accrasilation ] E f

Show Inactives ) CREATE NEW

Hospital Bed Type Number of Beds Effective Date End Date Status

There are no records found.

8.100¢ther Information

The Other Information page displays information such as Certification details (specialty,
certification type, etc.) and language details. Refer to Figure 119 and Figure 120.

Follow the steps in Section 7.1 T Manage My Information Navigation for instructions to view,
create, and update information.

Referto Table 15 for alist of fields that can be viewed or edited in the Other Information
module.

1 Thefields are organized by section in the order that they appear.
1 Fields may be hidden if they do not apply based on your enrollment information.
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1 If the Requires Processing? column includes a check mark; a change request
will be pending until a PRSSEnroliment and Management Clerkreviews it.
Referto Section 7.1.5 - Track Changes to track changes that require processing.

Table 15: Other Information Fields

Othe 0 atio
NPI
Service Base ID
Location Name
Information Service Location
Language v
atfgfrrnation Effective Date v
Languages End Date v
Status
Specialty v Yes
Certification Type v
Other Certification
Other Certification Number v
g‘;?,;;?ca;ttlg?]s: Exempt From Accreditation v
Effective Date v
End Date v
Status

Figurel08 Other Information- Languages
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Cancel Prewvious “

Service Location Information

NP © Base D 9 Name (-]

Service Location e
308 SHERWOOD AVE, RICHMOND, VA 23220-8291

Other Information

Certifications | Malpractics Insurance Information

[ Show Inactives Creale New

Language Status

English Active ]
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Figurel09 Other Information- Certifications

JOTHER INFORMATION

e

Show Inactives CREATE NEW

End Date Status

Certificalion Type Other Certification Exempl From Effective Date

Specialty
Certification Number Accreditation

There are no records found.

8.11Disclosures
The Disclosures page contains information related to:
1 Managing Employee Associations: enable practice owners to disclose any
managing employees within their practice.

1 OwnerAssociations: manage owner information for the Service Location ID,
including ownership percentage and provider ownership.

1 Subcontractor Associations: manage subcontractor information for any

additional business relationships tied to a provider who owns an interest
or share.

Refer to Figure 122.

Follow the steps in Section 7.1 T Manage My Information Navigation for instructions to view,
create, and update information.

Note: Click the tab for the desired disclosure, then click Create New to add a new
disclosure. Refer to Figure 120.
FigurellQ Disclosures Tabs

Disclosures

I e

Show Inactives (3 CREATENEW

Name Gity Stale Sereening Status Etfective Dale End Date Stalus

There are no records found

Refer to Table 16 for a list of fields that can be viewed or edited in the Disclosures module.

1 Thefields arelisted in the order that they appear in the disclosure.

1 Fields may be hidden if they do not apply based on other selections. For
example, the SSNis only displayed for individual disclosures.

{1 Fieldsthat are required show a blue asterisk (*) in the disclosure.

The Requires Processing? column indicates when a change request will be pending
until a PRSS Enrollment and Management Clerk reviews it. Refer to Section 7.1.5 - Track
Changes to track changes that require processing.
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Table 16: Disclosures Fields

Relationship with Rt g x k ©rgahizétion
Last Name

First Name

Middle Name

Suffix

SSN

DOB

Fingerprinting Confirmation Number
Address Line 1

Address Line 2

City

State

Country

Zip Code

Effective Date

End Date

First Name

Last Name

Middle Name

Suffix

SSN

Individual Relationship Type

Managing Employee

Associations Add and Edit Only

Managing Employee
Associations -
Individual Relationship
Disclosure

Add and Edit Only

=4 =4 =4 =4 =4 -4 4 (-8 A -8 —a 8 -8 -8 8 -8 -4 _—a -4 -8 -8 -2 -9

Owner Association Type
(Individual/Business)

Business Name

Employer Identification Number (EIN)
Last Name

First Name

Middle Name

Suffix

SSN

Birth Date Add and Edit Only
Fingerprinting Confirmation Number
Address Line 1

Address Line 2

City

State

Country

Zip Code

Email Address

1 Percentage Interest
© GainwellTechnologiesAll rightsreserved.
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Disclosures

Effective Date
End Date

First Name

Last Name

Middle Name

Suffix

SSN

Individual Relationship Type

Owner Associations -
Individual Relationship
Disclosure

Add and Edit Only

=A |=4 =4 =4 =4 —a —a - -1

Subcontractor, Association Type
(Individual / Business)
Business Name

Last Name

First Name

Middle Name Add and Edit Only
Suffix

Tax ID (SSN/EIN)
Birth Date
Effective Date

1 EndDate
Note: OwnershipChangesT The Percentage Interest of all owners may not
exceed 100% with requested changes. Adjust other current owner
percentages and/or adjustthe EndDatefor anotherq y p giriteXgatto remove
ownershipto ensurethat the final total does not exceed100%.

Subcontractor
Associations

= =4 =4 -4 -4 —a _—a A

Note: OwnershipChanges Attachments are not required;however,
uploading documentation to support yourrequest,such as a description of
why a new owner is being addedmay expedite the approval process. Note
that all requested newownerswill be screenedbefore the requestis
accepted,so owner credential details are not needed.
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Figurelll Disclosures

Cancel Frevious m

Service Location Information

NP @ Base D @ Name <]

Semvice Location <]

VE, RICHMOND, VA 23220-9231

Disclosures

Owner Associations Subcontractor Associations

[ Show Inactives Creale New

Name City State Screening Status Effective Date End Date Status

There are no records found.

8.12MCO Network

The MCOs Network page displays a list of the MCOsthe Provider has contracted with. You
may submit arequest to contract with another MCO, including any required attachments.
Referto Figure 123.

Note: Only MCO contracts are viewable in this section. Fefer-Service
(FFS) contractsare not viewable.

Follow the steps in Section 7.1 T Manage My Information Navigation for instructions to view,
create, and update information.

Referto Table 17 for a list of fields that can be viewed or edited in the MCO Network module.

1 Thefields are organized by section in the order that they appear.
1 Fields may be hidden if they do not apply based on your enrollment information.

1 If the Requires Processing? column includes a checkmark, a change request
will be pending until a PRSSEnroliment and Management Clerk reviews it.
Referto Section 7.1.5 - Track Changes to track changes that require processing.
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Table 17: MCO Network Fields

O Netwo
NPI
Service Base ID
Location Name
Information Service Location
O Netwo
MCOName v
ontracts are submitted to the
EndDate v MCOfor processing
Participation Status v

Figurel12 MCO Network

[ conce | revious | ([

Service Location Information

P ® Base D @ Hame L

BEHLANDS, VA 24541.0209

MCO Contracts

MCO Hame Effestive Date End Date Participation $tatus

COMG Acutie - LintedHealthcan: Communiy Plan W 2024 12319599 Mo -
COME Aciite - Snmmainty Flan OTA2024 12515550 Mo I
COMG MLTSS - UnitecHealthcare Community Plan QU024 12 £E Mo

COMC MLTSS - Actina Better Healh of W& Q1012024 Mo

CCME MLTSS - Sentara Camminity Flan Q1012024 [T hd

Note: All MCOswill be listed on the MCO Contracts table. Active
contracts will have a Participation Status of Yes.

8.12.1 Creating an MCO Request

To submit a request to an MCO, complete the following steps:

Click CREATE NEWrom the MCO Contracts section. The Add Managed Care Organizations
window appears.

Select the MCOs by clicking them and using the arrow buttons, then click NEXT. Refer to
Figure 124.
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i Available MCOslist (left) includesthose with which the Provider
doesnot currently have a contract or pending application.

1 SelectedMCOsilist (right) includes those that the Providerwould like to
contract with. This list is initially blank.

Select an MCO from the Available MCOs list, then click >to move it to the Selected MCOs
list.

Click >>to move all MCOsfrom the Available MCOslist to the Selected MCOslist.

Select an MCO from the Selected MCOsllist, then click <to move it to the Available MCOs
list.

Click <<to move all MCOsfrom the Selected MCOslist to the Available MCOslist.

Note: Pressthe CTRLkey and click multiple MCOsto select more
than oneto move with >or <.
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Figurell3 Select MCO

[ ADD MANAGED CARE ORGANIZATIONS

General Information

Provider Type © Specialty [ =]

Group Practice Single and Multi-Specialty Group

Managed Care Organizations

Select the Managed Care Organizations that you would like to associate with. At least one MCO must be selected to move to the next sit

Available MCOs Selected MCOs

CCMC Acute - Aetna Better Health

CCMC Acute - HealthKeepers, Inc.

CCMC Acute - Humana Healthy Herizons in Virginia

CCMC Acute - Sentara Community Plan @
CCMC Acute — UnitedHealthcare Community Plan VA

CCMC MLTSS - Aetna Better Health of VA

CCMC MLTSS - HealthKeepers, Inc.

CCMC MLTSS - Humana Healthy Horizons in Virginia

CCMC MLTSS - Sentara Community Plan

CCMC MLTSS - UnitedHealthcare Community Plan

If disclosures are required, they are displayedin the Disclosure Forms section. Click
CREATE SELBISCLOSUREo open the disclosure in anew window. Referto Figure 125.
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Figurell14: MCO Disclosure Forms

Add Managed Care Organizations

General Information

Provider Type Specialty
Physician Internal Medicine
Disclosure Forms =

Answer all questions. If you do not believe that a question is applicable, select a response of “No”. If you respond “Yes" to any
question, please provide the additional information that may be requested.

CREATE SELF DISCLOSURE Self Disclosure Status
1} Self Disclosure has not been completed.

Complete the disclosure and click SAVE at the bottom of the form. Refer to Figure 126.
Repeatfor any additional disclosures.

Figurell5 MCO New Provider Self Disclosure

New Provider Self Disclosure = [}

od Fw= .
’ ' 3 ' ' f 1 " Y '

a U U \ay not al AN
Title Last Name Fiest Name Middle Name Suffoe
SSN Date of Birth

|
|f- r

» S B 2 gns f ANE ) e 3 SRy

® Yes N

Add Attachments by following the steps in Section 7.1.4 - Add Attachments . Refer to Figure
127. Repeatadding attachments until all Requirements Met indicate Yesand optional
attachments have been added.

1 Basedon the Provider Type and Specialties for the Provider initiating a contract
request, different sets of required attachments will be listed in this table.
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1 Thefirst column indicates which attachments are required.

1 Thesecond column indicates whether files have beenloaded to meet the
requirements. As attachments are loaded, the column indicator changes to
Yes.

1 Optional, additional supporting documentation may be attached.

Figurell6 Required Attachments

Add Managed Care Organizations

Below is the list of required attachments based on your Provider Type and/or Specialties, You must submit all of the required i
documentation to continue with the MCO Enrollment

T you do nat include your atiachments electronically, your application will not be processed until all attachments are received by the

health plan
: rRe::aulro:-d Attachment Typ= Requirement Met 2
| Curriculum Vitae Yes
DEA Ko
Federal W-9 Farm 0
Liability Insurance Declaration Page Ne
License and Certificaiion Wi
: \Mediral Roard Ceriification Np 'J
| Attachments =
\
’ CREATE NEW ’
Transmission Method Attachment Type Upload File *I}
Electronic Only Curriculum Vitae Sample Attachment pdf

A confirmation message displays with a Tracking Number. Click OK. Refer to Figure 128.
Your request is sent to the MCOs for review, and the MCOs will reach out to you
regarding the next steps.

Figurell7 Confirmation Message

ATIENT CONSULTING v‘ Sucgess Confirmation

The enroliment has been successfully submitted. The application tracking
number (ATN) is

Effective Date End Date Parti
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Message displays from the at-a-glance bar. Select the Read check box. Refer
to Figure 129.

Figurel18 Message from at a glance bar

MESSAGES a

Click Current Messages 1o view cumrent broadcast messages, or click Acknowledged Messages to view previously
acknowledged broadcast messages

m Ard e To continue, please Indicate receipt of important messages by selecting each "Read”
Me - checkbox

Additional document needed. Please supply supporting information for Service Location

Reud:s-Q
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Click the upload files icon (.‘!‘.. ) in the MCO Contracts Attachments Required section.

Note: Oncethe MCOretrievesthe documentation, the option to upload files no
longer appearson the MCO Network page.

The New Attachment window appears. Complete steps in Section Add
Attachments to add the attachment.

Click Upload Files
Figurell9 Select File

BEECTHLE.

Upioag Ixi
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9. Manage Delegates

This feature enables you to establish and maintain Delegates who can perform select
functions in the Provider Portal on your behalf. This feature allows providers or
organizations to give Provider Portal access to their clerical or administrative staff to
support daily operations. These are a few key points about delegates:

1 A Provider may have multiple Delegates, such as administrative or clerical
staff who perform different tasks.
1 ADelegate may be assigned to multiple Providers from various Service Locations.

1 A Delegateis assigned to one or more Service Locations and may only
access information relate to those assigned Service Locations.

1 A Delegateis an individual with a unique email address;thef g n g i emaig X u
mustdg"f khhgtgpv"vjcp"vjg"Rtgxkfgt Xu" Rt gxkTf
There are two types of delegates:

1 Delegates who perform select functions in the Provider Portal that are assigned
by the Providers they represent.

1 Delegate Administrators (DAs) Can access all functions available to the Provider they
represent. This includes creating and maintaining other delegates assigned to
work on behalf of a user.

Note: DAsand AA havesimilar access, but they are NOTthe same. Referto Section
A-1

- What is the difference between a delegate and an authorized administrator?or the
differences.

Log in as a DA, navigate to the Maintenance tab,and click Manage Delegates. Refer to

Figure 132.
Figurel20 Manage Delegates
EESAGTE  CONDETUS  TAD TONTAKER  LOGOUT | % ’ - (2]
T

4 Clarns

- Postal Profie Maustreance ¢ Marfenance
Marnage My bdorration ¢ Resources

The Service Location field defaultstog,Ug rmXe n wg O Y

Optional: If you have more than one Service Location, click the field for a drop-down list.
Select a specific Service Location to filter the Delegates list for that location.

Yjgp"vjg"Ugtxkeg" Nddganwylkeqgp "cf legsefedgeledites gtvihe bage'lDy
display on the Registered tab, under the Delegate Information section. When no service
location is selected, this section will only display four columns of information.
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Figurel2 Ser vi ce | ocation set 0Select a va
Delegates
SERVICE LOCATION INFORMATION
NPI ¥ BaselD W Name
Service Location o

select a value -

DELEGATE INFORMATION

Use status column filters to incluce inactive delegates
ADD UNREGISTERED DELEGATE ADD REGISTERED DELEGATE
ez
I Name Y Email Address T Relationship Code ¥ Delegate Status I T

Active

Select a location using the Service Location dropdown on the Delegates screen.
The Registered tab will display only the registered delegates for the service
location selected. When viewing delegates associated with a specific service
location, additional service location specific information about the delegates
displays. Refer to Figure 134.
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Figurel22 Location Delegates

Delegates

SERVICE LOCATION INFORMATION

NPI / BaselD Name

¥ Service Location

&

DELEGATE INFORMATION

Use status column filters 1o include inactive delegates

ADD UNREGISTERED DELEGATE ADD REGISTERED DELEGATE

f o [ | )

Name ¥ Emall Address T Relationship T Delegate Status T Service Location Y Delegate T
Code Association Administrator
Status
74EBL1CY Active Active No

[) EXPORT TOEXCEL  [% EXPORT TO PDF

K | | . L 10 ~ Nemsper page 1-100 1 iterns

g

Note: The Pending tab is not applicable for VA Providers.

To view details of a Delegate,double-click a Delegate record. The Assign Delegate window
appears with delegate details and currently assigned security functionality for Provider
Portal. Refer to Figure 135.
Note: If nothing happens whenyou double-click thef g n g i mamegyquw
will need to clear your browser cache for recent application changes to
take effect. Perform the necessary steps to clear the browser cache
depending on the browser version. Completely close and exit the
browser. Thenlog backinto MESand try again.
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Figurel23 View Delegate Details
Assiagn Delegate

Required Fields ( % )
First Name “  Last Name ¢ UserlD

Delegate

Relationshi...
SXRJCQL7 v| Active

ADD OPTIONS

() Assign All Service Locations / Security Functions
() Assign All Service Locations / Assign Selected Security Functions
(®) Select Service Locations / Security Functions

Select 'Active’ for all service locations for which this delegate should have access. It is not required to
make a delegate active for any service locations at this time, however, a delegate must be made active for
at least one service location with at least one security function before they will be able fo log in on behalf
of a provider.

Select ‘DA’ for all service locations for which this delegate should be a Delegate Administrator. Selecting
DA for a service location automatically gives the delegate all security functions for the spacified service
location as well as the ability to add and maintain delegates for that service location

Active DA Service Location Security Functions

cancet. IV S -

Note: The Active checkbox at the top of the window indicates whetherthe
Delegatecan work on your behalf. If the check boxis not selected,the
Delegatewill not access your account. This check box overrides any active
security functions set for specific Service Locations. Refer ta-igure 136.
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Figurel24: Active Delegate Setting

First Name Last Name UseriD
Trainee Sample
Emai Relationship C...

Optional: To update the Service Locations or Security Functions accessible to a Delegate.
Click RESETthen make changes and click SAVE

9.1 Delegate Security Access

Delegates Administrator * F C &ao nrow assign additional Service Locations to
delegates that are registered at the Base ID (Tax ID level).

Delegate access is associated with Service Locations. There are three options when
managing delegate access. Selectyour choice in the ADDOPTIONSsection of Assign Delegate,
Add Registered Delegate, or Add Unregistered Delegate window. Refer to Table 18.

Table 18: Delegate Security Access

ASS'gr.‘ All Service Locations / Seta master DAfor all locations with all security
Secur_lty functions
Functions '
Assign All Service Locations / Assign| Seta delegate with the selected security functions to all
Selected Security Functions locations.
Select Service Locations / Security Seta delegate to selected locations with selected
Functions security

functions. Security functions may vary per location.

9.1.1 Assign All Service Locations/Security Functions

o

Select Assign All Service Locations/Security Functions.

d. The Delegate Administrator Checkbox appears. Selectthe check box if you
want the Delegate to have full access, including managing other delegates.

e. Click SUBMIT Refer to Figure 137.

f. The Delegateis authorized to perform all security functions on behalf of the
Provider for all the Providers Service Locations.
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Figurel25: Assign All Service Locations/Security Functions

9.1.2 Assign All Service Locations/Assign Selected Security Functions

Select Assign All Service Locations/Assign Selected Security Functions.

The Available Functions list appears. Select the Security Functions by clicking them and
using the arrow buttons, click SUBMIT. Referto Figure 138 and Table 19.

Available Functionslist (left) includes those that the Delegate does not
currently have assigned.

Selected Functions list (right) includes those that the Delegatewill
have assigned. When adding a Delegaté¢his list is initially blank. At
least one security function must be added to continue.

a. Selecta security function from the Available Functions list, then click >to move to the
Selected Functions list.

b. Click >>to move all security functions from the Available Functions list to the
Selected Functions list.

c. Selectasecurity function from the Selected Functions list, then click <to move to the
Available Functions list.

d. Click <<to move all security functions from the Selected Functions list to the
Available Functions list.

Note: Press the CTRL key and click multiple security functions to
select more than one to move with > or <.

The Delegateis authorized to perform the selected security functions on behalf of the
Rt gxkfgt"hgt"cnn"vjg"Rtgxkfgt Xu"Ugtxkeg" Nqgecyv
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