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This document explains features available for users of the Aspirus Health Plan Medicare Advantage 

Provider Portal. A key for formatting in this document is as follows: 
 

• Italic font – indicates something seen in the system. Things like headers, field names and 
titles on buttons. 

• Bold font – indicates what you are taking an action on, for example, the button or link to 

be clicked or the text to be entered. 
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New User Setup 

All Provider Portal User accounts 
are established by the Provider 
Portal Administrator (Admin) for 
your organization’s Tax ID Number 

(TIN). When your Provider Admin 
gives you access, you will receive an 

email with instructions to create a 
Password and Multifactor 
Authentication. You may then login 

to the Provider Portal.  
 

Here is the URL for the Aspirus 
Health Plan Medicare Advantage 

Provider Portal. You may want to 
bookmark it for future use: 
https://www.aspirushealthplan.com 

/medicare/providers/login 
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Notification of Access 

Email to Activate Your Account 

Once the Provider Admin for your 

organization adds you to the new 
Provider Portal, you will receive an 

email with instructions to begin 
activating your account. 

• Click the Activate Account 
button. 

You will be able to verify your email 

address, create your password and 
set up multifactor authentication. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Activate Your Account 

Create a New Password 

After clicking the Activate Account 
button from the approval email, a 

browser window opens in which you 
will be able to create your Aspirus 

Provider account. 

On the screen that displays, set up a 

new password according to the 
requirements for creating your 
Aspirus Health Plan Provider 

account. 

• Enter a new password 

• Reenter the new password 

• Click Create My Account 
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Choose a Security Image 

Select the image you like best on 
this page. 

Upon subsequent usage of Okta, 
seeing the image you selected will 

confirm you are accessing Okta, not 
any other suspicious (fraudulent) 

website. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Sign In to Provider Portal and Set 

MFA 
 

Next sign in with your new 

password: 
 

• Email = Type Email  

• Password = Enter Password  
 

• Click Sign In 
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A new page displays, on which you 
will set up your MFA. 

Doing this enables another layer of 
security when signing into your 
account with Aspirus Health Plan. 

There are four choices for MFA. 
Choices are: 

• Okta Verify = a push 

notification sent to an app on 

your phone 

• Google Authenticator = a 

single-use code sent to an 

app on your phone 

• SMS Authentication = a single-

use code sent as a text 

message to your phone 

• Voice Call Authentication = 

voice instructions to 

authenticate given by phone 

call 

Each option will provide onscreen 

instruction for set up. 

In this example, the selection shown 
is OKTA Verify. 
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MFA Example: Okta Verify 

On the next page, the portal will 
walk you through getting set up to 

use your MFA choice, in this case, 

Okta Verify. 

• Select your device type = click 

either the Apple icon, or the 

Android icon to identify the 

type of phone you have. 

• On your phone, go to the 

Apple App Store (iOS) or the 

Google Play Store (Android). 

Search for Okta Verify app. 

• Install Okta Verify on your 

device. 

• Click the Next button.  
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Complete MFA Setup 

The final step to set up this MFA 
choice (Okta Verify) is to open the 
app on your mobile device to add 

the account that will enable you to 

log into the portal. 

Launch the Okta Verify app on your 
device, select Add an account. 

 
Then, scan the QR code from this 

page. 
 
If you have problems, or can’t scan 

the code for some reason, click 
Can’t scan? for assistance. 

Google Verify is also available and 

works similarly to Okta Verify. 

NOTE: If you prefer to not use 
an app on your phone for 

verification, phone call and text 
options are also available. 

NOTE II: If a user switches to a 

new mobile phone for their 
authentication, they will need 
to call PAC and request a 

Multifactor reset. 
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Request for Help Logging In 
 

If you cannot remember your 

password, or need help logging in,  
 

• Click Need help signing in? 
 

Two additional links display. 
 
If the reason you are having trouble 

signing in is because you have 
forgotten your password, 
 

• Click Forgot password? 
 

Enter your email address and 
instructions for resetting the 

password will be sent to your email 
immediately. 

 
If the reason you are having trouble 
signing in is because your account is 

locked (after five incorrect log in 
attempts, your account is locked for 

60 minutes), 

• Click Unlock account? 

Enter your email address and follow 
the instructions emailed to you.  
 

For assistance with other frequently 
asked questions, 
 

• Click Help. 
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Provider Portal Homepage 
 

The Homepage of the Aspirus 

Health Plan Provider Portal is 
referred to as the Dashboard. It has 

several areas to help the user 
navigate the functionality they may 
wish to access: 
 

1. Dashboard header row 
2. Dashboard tiles 

3. Help tools 
 
We will look at each of these to 

describe what can be done from 
that area. 

 
 

 

 
 

 
 
 

 
 

 
 
 

Dashboard Header Row 
 

Each of the links on the header row 

takes you to a different page or 
group of pages within the Provider 
Portal. 

 
Links are for: 
 

• Members 

• Claims 

• Authorizations 

• Resource Center 
 
 

We will cover each page separately 

in this user guide. 

 
 

 
 
 

 

NOTE: Provider Administrators will also have 
User Management on the header row when 

they log into the Provider Portal. 
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Dashboard Tiles 
 

The Dashboard displays tiles 
showing the functionality available 

in the portal. 
 
Click a tile to be taken to the page 

where the corresponding 
functionality is located. 

 

NOTE: The tiles correspond to  the 
headers found on the header row. 
 

 

 
 

 
 
 

 
 

 
 
 

 
 

 
 

 
 
 

 

Help Tools 
 

Click Profile to view the details of 
your user profile. 

 
If your name, job title, or role must 

be edited, contact the Provider 
Admin assigned to your 
organization’s Tax ID. 

 
If your email address or phone 

number changes, call the Provider 
Assistance Center. (See phone 
number on the bottom of any portal 

page.) 

To confirm the TINs you have access 
to, click on the Provisioning tab. 

 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 

 
 
 

NOTE: Once you begin to navigate to the various 
pages within the portal, it will be easiest to go to a 
different function using the header row (always 

available) rather than returning to the Dashboard 
where you see the tiles. 

When you are finished 
working in the Provider 

Portal, click Logout. 
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Here you will see all TINs for which 

you have been provision and have 
access to view details for those 
locations. 

In this example, you have been 
given Full Access to the TINs and all 
Group NPIs and Locations within.  

 

 

 
 

 
 
 

 
 

 
 
 

 
 

 
 

 
 
 

 
 

 

Help and FAQs 
 

When you click the  
Help/FAQ icon         , a new browser 

window opens. 
 
The new window contains a list of 

Frequently Asked Questions (FAQs).  
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Member Search 
 

To initiate a search for a member, 

click either the Members link on 
the Dashboard header, or the 

Search Members Dashboard tile. 

 

 
 

 
 
 

On the Members page, three 
search fields are available for use 

depending on the information 
you have. 
 

Enter criteria in at least one of the 
following: 
 

• Member Name 

• Member ID 

• Date of Birth 
 

Then, click the Search button. 

 

NOTE: It is possible that there 
could be more than one 
matching result, so it is best 

practice to search at least two 
pieces of information. For 

example, the member’s name 
and their date of birth, if you 
know both pieces of information. 

 
In this example, the search is: 
 

• Member Name = 
Shems Mirmow 

• Date of Birth = 
10/10/1948 

 
Then, click the Search button. 
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Click the Member Name in the 

results list to display the member 
record. 
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Member Pages 
 

Overview and Benefits 
 

The Member record displays the 
following information in the left-

side panel: 
 

• Overview – 
demographic 

information about the 
member including 

their Member ID, Date 
of Birth, Address and 
Primary Care Clinic if it 

is known. 
 

• Coverage – 
information regarding 

the member’s Aspirus 
Health Plan coverage 

including their Plan 
name and dates of 
Eligibility, Group 

Number and 
Coordination of 

Benefits, if applicable. 
 
Five types of information can be 

viewed for this member. Click the 
tabs next to the member’s name 

to view details for this member’s: 
Benefits, Costs, Claims, 
Authorizations and Eligibility 

History. 
 

Notice the indicator next to the 
member’s name that shows if 
their coverage is currently Active 

or Inactive.  
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Costs 
 

Click the Costs tab. 
 

 

The Costs page shows detailed 

information for In Network and 
Out of Network spending. 
 

Amount spent and amount 

remaining toward out-of-pocket 
limits will display. 
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Claims 
 

Click Claims to view claims this 
member has with your 

organization. 
 
To view detailed information on 

any of the claims displayed, click 
the link for the Claim Number. 

  
 
 

 
 

 
 

 
You may also search for a claim 
within this member’s record. 

Enter criteria in at least one of the 
following:  
 

• Claim Number 

• Service Start Date 

• Service End Date 
 

 

 
Claims matching your criteria will 
display. Click the Claim Number 

to show more details.  
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Member Claims: Overview 
 

An overview of the claim will 

display. 
  

Information such as the name 

and NPI for the servicing 
provider, the paid date and 
diagnosis codes are visible on this 

page. 
 

To see other details for this claim, 
click the headers for Payment 
Information or Claim Lines. 

 
 

 
Click the Payment Information 
tab to view what that page 

includes.  

 

 
 

 
 
 

 
 

 
 
 

 
 

 

Member Claims: Payment 
Information 
 

On the Payment Information 

page, you will see details 
regarding how the claim was 
billed and paid – including: 
 

• Billed Amount 

• Allowed Amount 

• Denied Amount 

• Coinsurance 

• Copay 

• Deductible 

• Sequestration 

• Paid Amount 
 

In the lower section, you will see 
Payment Details: 
 

• Check Number 

• Check Issue Date 

• Check Amount 
 

Click the Claim Lines tab to view 
what that page includes.  
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Member Claims: Claim Lines 
 

On the Claim Lines page, a list of 

services by Procedure Code will 
be displayed. 

 
Click the description of the 
Service to view that specific 

claim line. 
 

 

 

 
 

 
 
 

 
 

 
 
 

On the Claim Line Details page, 
you can view information about 

the claim line – including: 

 

• Billing Details 
o Billed Amount 
o Paid Amount 

o Paid Date 

• Claim Details  
o Units  

• Procedure  
o Procedure Code  
o Procedure Description 

• Modifiers 
 
Often, the Claim Adjustment 
Reason and Remittance Advice 

Remarks will be of interest.  
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To return to the member record, 

click the Claim No. link. 
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Member Claims: Claim Lines – 
continued 
 

Then, click the Member Name to 
go back to the main Overview 

page for this member. 

 

 
 

 
 
 

Authorizations 
 

Click the Authorizations tab. 
 

The member’s Authorizations 
page displays authorizations this 
member has with your 

organization. 
 

Click the Authorization Number 
to view details for the 
Authorization. 
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Member Authorization: Details 
 

On the Authorization Details page, 

specifics such as the Provider 
Name, Start Date and 

Authorization Status are found on 
the left-side panel. 
 

More information is given in the 
main section of the page: 
 

• Service Type  

• Priority  

• Dates: 
o Start and End  
o Decision  

o Admit (if applicable)  
o Discharge (if applicable)  

• Diagnosis  
o Code  

o Description  

• Procedure 
o Requested Units/Days 

o Approved Units/Days 
o Code  

o Description 
 

 

 
 

 
 
 

 
 

 
 
 

 
 

 
 

 
 

Member Authorization: Details – 
continued 
 

When you are done viewing 
details of the Authorization, click 
the Member Name to go back to 

the main Overview page for this 
member. 
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Member Eligibility History 
 

Click the Eligibility History tab. 
 

All health plans the member has 
been enrolled in display on this 
page along with: 
 

• Status 

• Plan Name 

• Effective Date 

• End Date 

• Primary Care Clinic 
 

 
 

Click the arrow          

next to the Status of                   
each record to expand   

(or compact) in order to see 
Group Number and Member ID. 
 

NOTE: The indicator next to the 
member’s name shows if their 
coverage is currently Active or 

Inactive. 

 

 
 

 
 
 

 
 

 
 
 

 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 

https://www.aspirushealthplan.com/medicare/providers/


 
 

24 
Latest update: 8/30/2023 

 
Detailed information and the Provider Manual can be found at https://www.aspirushealthplan.com/medicare/providers/. 
Aspirus Health Plan has partnered with UCare, based out of Minnesota, as the administrator for our Medicare Advantage Plan.  

 

Aspirus Health Plan Medicare Advantage Provider Portal User Guide 

Claims 
 

Return to the Dashboard by 

clicking on the Aspirus Health 
Plan icon in the upper left corner.    

              
 
 

 
You may also click any of the 

headers without returning to the 
Dashboard Homepage. 
 

Click the View Claims tile, or 
Claims header to display claims 

associated with your provisional 
access. 

 

 
 

 
 
 

 
 

 
 
 

 
 

 
 

 
 
 

 
 

Claim Search 
 

On the main Claims page, five 

fields are available to seach for a 
claim, depending on the 
information you have. 

 
Enter criteria in at least one of the 

following: 
 

• Claim Number 

• Member Name 

• Member ID 

• Service Start Date 

• Service End Date 
 

Then, click the Search button. 
 

In this example the search is for  
Claim Number = 202102912260. 
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Click the Claim Number in the 

results list to display the claim 
record.  
 

The claim record opens for 
viewing. 
 

 
 

 
 

NOTE: Alternatively, you can click 
on the Member Name link.  

The member record opens and 
the claim can then be accessed 

from the Claims page of the 
member record. 
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Claims  

In the claims page, you will see 
several sections of information 

including: 
 

1. Member Details and  
2. Claim Details in the left 

panel.  
3.  Claim Number, Member 

name and Status of the 
claim display at the top of 
the main section. 

4. Overview information 
includes: 

 

o Servicing Provider 
o Servicing Provider 

NPI 

o Paid Date 
o Number of Lines 

5.  In the lower section, you 
will see Diagnosis: 

o Code 
o Description 

 

 

 
 

 
 
 

 
 

 
 
 

 
 

 
 

 
 
 

 

Click the Payment Information 

tab to view claim payment 
details. 
 

 

 
 
 

 
 

NOTE: The Claim Reconsideration Form is available at: 
www.aspirushealthplan.com/medicare/providers/clai

ms-billing/   
 

https://www.aspirushealthplan.com/medicare/providers/
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Claims: Payment Information 
 

On the Payment Information 
page, find details regarding how 

the claim was billed and paid. 
 

• Billed Amount 

• Allowed Amount 

• Denied Amount 

• Coinsurance 

• Copay 

• Deductible 

• Sequestration 

• Paid Amount 
 

In the lower section you will see 
Payment Details: 
 

• Check Number 

• Check Issue Date 

• Check Amount 
 

To see detailed information on 

the Claim Lines, click Claim 
Lines. 

 

 
 

 
 
 

 
 

 
 
 

 
 

 

Claims: Claim Lines 
 

On the Claim Lines page, there 

are individual links you may click 
for each Service. Also shown are: 
 

• Procedure Codes 

• Billed Amount 
 
 
 

 
 

 
 
To see further details for the lines 

of service, click the link for the 
Service you are interested in 

viewing. In this example, 
DETERMINE REFRACTIVE STATE 

is selected.  
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Claim Lines: Details 
 

The left panel of the Claim Line 

Details page contains several 
pieces of information that have 

already been shown. 
 
New in this section are the Claim 

Adjustment Reason and 
Remittance Advice Remark. 

 
In the main body of the page,  
you will see:  

Billing Details:  
 

• Billed Amount 

• Paid Amount 

• Paid Date 
 

Claim Details:  
 

• Units 
 

Procedure: 
 

• Code 

• Description 
 

Modifiers: 

• Code 

• Description 
 
 

 

 
 

 
 
 

 
 

 
 
 

 
 

 
 

 
 
 

Authorizations 
 

Return to the Dashboard by 
clicking the Aspirus Health Plan 

logo.   
                   
You may also click any of the 

headers without returning to the 
Dashboard Homepage. 

 
Click the View Authorizations 

tile, or Authorizations header. 
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Authorization Search 
 

On the Authorizations page, six 
fields are available to search, 

depending on the information 
you have. 
 

Enter criteria in at least one of the 
following: 
 

• Authorization Nbr 

• Member Name 

• Member ID 

• Start Date From 

• Start Date To 

• Status 
 
Then, click the Search button. 

 
In this example the search is for 

Authorization Nbr = 0201M6E99. 

NOTE: Auth information can be 
accessed in the Provider Portal 

for up to 2 years from the date of 
the Auth. 

 
 

 

 
 

 
 
 

 
 

 
 
 

 
 

Click the Authorization Nbr in 

the results list to display the 
authorization record.  
 

The authorization record opens 
for viewing. 

 

NOTE: Alternatively, you could 
click on the Member Name link. 
The member record opens and 

the authorizations can be 
accessed from the Authorizations 

page of the member record. 
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Authorization Details 
 

On the left panel of the 
Authorization Details are the 

Provider Name, Start Date, 
Authorization Status and Status 
Reason. 

 
In the main body of the page you 

will see: 
Details: 
 

• Priority 

Dates: 

• Start Date 

• End Date  

• Decision Date  

• Admit Date  

• Discharge Date 
Diagnosis: 

• Code 

• Description 
Procedure: 

• Requested Units/Days 

• Approved Units/Days 

• Code 

• Description 
  

 

 
 

 
 
 

 
 

 
 
 

 
 

 
 

 
 

Resource Center 
 

Click the Resource Center link 

on the header row. 
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Document Center 
 

The Resource Center/Document 
Center provides access to the 

Provider Payment and 
Remittance (EFT/ERA) Selection 
and Change Forms. 

 
 

 
 
 

 
 

 
Click the down-arrow to expand 

the section and access the forms: 
 

• Click Provider Payment 
and Remittance 

Selection Form to 
submit a request for EFT 

or ERA 

• Click Provider Payment 
and Remittance Change 

Form to change EFT or 
ERA information 
 

 

 
 

 
 
 

 
 

 
 
 

 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

Complete Forms Using DocuSign 
 

When you click either of the links, 
for the Payment and Remittance 

Forms, you will be redirected to 
DocuSign to complete the forms. 

 
Fill in: 
 

• Your Name 

• Your Email 
 

Then, click Begin Signing button. 
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A dialogue box displays in which 

you will enter an access code 
sent by Aspirus Health Plan via 

DocuSign. 
 
Do one of the following: 
 

• Enter the Access Code 
you received, then 

• Click VALIDATE 
or 

• Click I NEVER RECEIVED 
AN ACCESS CODE 
[a message is sent 

requesting an access 
code] 
 

NOTE: You have three attempts 
to enter the access code 
correctly. Click the link to initiate 

an email to request a new code. 
 

 

 
 

 
 
 

 
 

 
 
 

 
 

 
 

 
 
 

 
 

 
 
 

Accept the electronic record and 

signature disclosure, then click 
the Continue button. 
 

Complete the EFT/ERA forms. 
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Click the Start button to begin 

completing the form. 
 

 

 

 
 

 
 
 

 
 

 
 
 

DocuSign will step you through 
the fields that must be filled out. 

Follow the arrow which reads, Fill 
In. 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

Click ADOPT AND SIGN.  
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The document has been signed. 

You may now download, print 
and close the document as 

needed. 

 

 
 

 
 
 

 
 

 
 
 

 
 

Click the Close button.  
 

 
 
 

 
 

 
 
 

 

  

 
 
 

 
 

 
 
 

 
 

 
 

If you have any further questions, please refer to the FAQs or contact the Provider Assistance Center. 
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