Provider Admin User Guide scyUcCare.

This document is for Provider Administrators of the UCare Provider Portal. Other users should
view the Provider Portal User Guide.

It shows the steps for executing User Management functionality in the new Provider Portal.

A key for formatting in this document is as follows:
e [talic font —indicates something seen in the system. Things like headers, field names and
titles on buttons.
e 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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Sign in to Provider scucare a
Portal

joinour network  authorizations  pali es  caremanagers  pr

pron

Welcome UCare Providers

After setting up your new access
per the UCare Provider Admin
Setup Guide, go to the Provider
Portal login page on the UCare
website.

Enter the following information

into the Slgn In box: We are rolling out a pilot provider portal for test users. If you need to access UCare's current provider portal,
please click here.
e Email
e Password T UCare Provir Fortal sy

» Access explanatien of payments

. . = View claim status

Then, click the Sign In button. < Complere the oine Provie I feconsceration orm
® Look up a members eligibility

= Check authorization status

» Send a secure message T the Provider Assistance Center

Sign I - Enter your acecunt infarmation above if you have already
activated your new provider portal account,

Provider Portal
Homepage

I | CNCNCNC

The Homepage of the UCare UCAIE wembers s

Provider Portal is referred to as Dashboard

the Dashboard.
Several areas help the user R O OO....... o OO [ s O

eligibility, and benefits authorization detalls

navigate the functionality they
may wish to access:

1. NaVigation tools Access Provider Resources

Access UCare provider documents and
resources

2. Dashboard header row

Privacy notice Legal notice

3. Da Sh boa rd tl | es UCare s a registered service mark of UCare Minnesota | © 2023 UCare Minnesota. All Rights Reserved. Test

On the next page we will examine scucare.
your profile. Further explanation
of the areas outlined here are
elaborated on in the Provider
Portal User Guide.

Latest update date: 12/12/2024
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Click Profile to view the details of
your user profile.

To confirm the TINs you
administer, click on the
Provisioning tab.

a =mfe]|n

B |

Logout

Authorizations

ucare wembers Claims

Overview
Rainabam Siroth =9

Name

Here you will see all TINs for
which you are the Administrator.
You are given Full Access to the

TINs by the UCare Administrator.

>
User Details | Provisioning

Profile Information

Role Job Title
Provider Admin -

Contact Information

Email Address
rsiroth@email com

Claims Authorizations Resource Center

ucare wembers

Overview

Rainabam Siroth ()
Name
Rainabam Siroth

User Details  Provisioning

Tax ID Group NP1

417075076

Phone Number

User Management

Location

051052001

Showing 1-2 of 2 Results

Latest update date: 12/12/2024

Additional information can be found at ucare.org/providers, including the Provider Manual.
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User Management

Under User Management the
Provider Admin can add and edit
the user profiles and access rights
for each of your organization’s Tax
ID Number(s) (TIN) that the
Provider Admin oversees.

Click the User Management link
on the header row to go to the
Manage Portal Users page.

User Management

Authorizations Resource Center

ucare wmembers  dlaims

Manage Portal Users

Email Address

Q Email Address

First Name Last Name Email Address ¢

areprow +
test test ucareproviderportal+7

7@gmail.com

UCARE SROVIDER ucareproviderportal+4
o@gmallcom

Test 1 Test3® ucareproviderportal+4
2@gmail.cam

sdklifs azlsdjf aldskfj@iskjdf.com

o B e 8

User Management

Role ¢ Status
Provider financial Pending
Office Staff

Provider Admin Active
Provider Admin Active
Provider Office Staff Pending

Add a New User

To add a new user to your
organization from the Manage
Portal Users page, click the New
User button.

When adding a User from a third-
party entity, the decision to
provide access is up to your
organization. You are able to set
up a new third-party user after
submitting a Third-Party
Authorization form found here.

NOTE: If there is ever a need to
remove access from a user, our
recommended Best Practice is to
set that user’s access back to No
Access as you see on this image.

View further explanation in the
section called No Access
Permissions.

Authorizations Resource Center

UCare Members  Claims

Manage Portal Users

Email Address

I Q. Email Address
First Name 4 Last Name 4 Emall Address 4
. il ucareproviderportaluat
+05@gmail.com
Deneace Tucek drucek@ucare.org
Lint a Mansurich Imansurich@email.com

ess Requests

Manage > Review > Gonfirmation

Set User Permissions

Provider Office Staff

Provider Office Staff

User Management

Role 5 Status

Provider Admin Active

Provisioned

Provisioned

Note. I you select ‘Manage Access' for any of tha entives in any of the column beiow you wil have to maually make selection in each column. You will nol be abie o continue until
lected

SElections are mage in Gach CoIMN when 'Manage Access' is sel

Tax IDs
418031564 No Data to display
NoAccess -

cancel

Latest update date: 12/12/2024

Additional information can be found at ucare.org/providers, including the Provider Manual.
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Create User

Enter the new user’s Profile
/nform ation an d Con tact Add the user's Profile Information and Contact \morrgral:gg‘écn» ?ﬁ;ﬂﬂ«egl? the new user's profile. Click 'Give Access Rights' to

Information as outlined below. . .
Profile Information
Profile Information: ‘
e First Name
e Last Name W
e Organization
e Job Title = [Use “Third- Select One - ]
2 H
Party” for a third-party
user] ]
. _ . . )
Rale = choices are either:
Usek, or ]
. Select One -
Financ

— . g P cadt f P P i okl U e P o g
Users can access all portal

functions except sonfidential Ry
financial and czre ¢ Ucare
management reports.
individuals will be set up
this profile.

\

ost

N e T Nt S e gl N g e N e S N ek ™ e et e et TN

Role ™

Financial Users can access all

Select One -

portal functions, including
. . . . User: Can access all portal functions, except confidential financial and care management reports. Most individuals will be set-up with this profile.|
confidential financial and care Finanil User Ca acces sl portl oncios, i cofdenta fancial nd cae anagenr rports

management reports. T e e e

Latest update date: 12/12/2024
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Contact Information:

Create User
e Email Address b A ot Pl B s i b b [ P B E s
e Phone Number '

Contact Information

After completing all the required [Emai Adcress 7]

fields, click the Give Access Rights
button.

IF'nane Number I

ShefsEEeE

UCare is a registered service mark of UCare Minnesota | © 2021 UCare Minnesota. All Rights Reserved

scucare.

Privacy notice | Legal notice

Latest update date: 12/12/2024

Additional information can be found at ucare.org/providers, including the Provider Manual.
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Set User Permissions

The new user may be given rights
(provisioned) to see data, for any
of the Tax IDs (TINs) the Provider
Admin oversees. A listing of those
TINs will show in the first column.

New user access rights default to
No Access. Notice that with No
Access at the Tax ID level, the user
also has no access to the lower
levels of the provider structure —
Group NPI and Locations.

A drop-down list under the TIN
shows three options; No Access,
Managed Access and Full Access.

See section titled Access Levels
Explained to review how
provisioning is done in the portal.

When changes are made to third-
party agency agreements, the
provider admin is responsible for
changing users' access to No
Access.

a3 e 0

Manage > Review > Confirmation

Set User Permissions

Not: If you select Ma

Tax IDs

Filter Tax |0

270097652

No Acress

416775006

No Access

341362631

Ne Access

454313362

Cancel

3 nage Access' for any of the entities in any of the calumn bélow
continuz until all selections are made in each column when Manage Access' s selecta

No Data to display.

No Access

youwill have to maually make selection in each colum. Yau will not be able (o
d.

No Data to display.

Managed Access
Full Access

Access Levels Explained

Provisioning the user can happen
at multiple levels from a broad
approach that assigns access
based on the TIN, to a very
granular location-level access.

Users can have No Access, or Full
Access to Group NPl and Site
Locatinos for the Tax IDs, or
Managed Access to only specific
Group NPI and Site locations for
the TINs.

“All Access”

Tax ID: Full Access

« Group NPls
* Site Locations
+ Practitioners

@

Tax ID: No Access

* User does not have access to any

Tax IDs, Group NPIs (Facilities),
Site Locations, or Practitioners

Managed Access

Tax ID: Managed Access

- Specific Groups are selected for

user access

Group NPI: Managed Access

+ Specific Site Locations associated

with Tax ID are selected

Site Location: Managed Access

+ Specific Practitioners are selected

Latest update date: 12/12/2024

Additional information can be found at ucare.org/providers, including the Provider Manual.
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Set User Permissions — NN
(continued) wombers  claims

Manage > Review > Confirmation

For this new user, permissions will —
Set User Permissions

be set for the two TINs outlined: e A TR o g i v 0l ke seecion 1 o ou vl 0t e et
416775006 and 341362631. Tax IDs
. . . . ter Tax ID Q

In this example permissions will { ' |
be granted with Full Access and Ny
Managed Access respectively.

No Access - I

No Access - I

464313362

=] ==

No Access Permissions

ucare Manage

Before showing the steps to set e
permissions, it is important to

Set User Permissions

understand the user profile is S S s e it 7o e el okl o Yot b e e
essentially non-functioning until Tax IDs 7
you set their access to one or i |
more TINs L
No Access -

If there is ever a need to remove
access from a user, our
recommended Best Practice is to
set that user’s access back to No
Access, as you see in this image.

For deactivation requests, please e En

contact PAC.

For the first TIN, 416775006, click
into the drop-down field and ST
change No Access to Full Access.

Full Access -

No Access
Managed Access

Latest update date: 12/12/2024

Additional information can be found at ucare.org/providers, including the Provider Manual.
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Full Access Permissions

All Group NPIs and Locations
associated with this TIN will
default to Full Access.

In this example there is just one
Group NPI associated with this TIN
—1309157028. This Group NPI has
defaulted to Full Access.

a3 e n

Manage > Review > Confirmation

Set User Permissions

Note: I yau selact 'Manage Accass' for any of the entities In any of the olumn below you will have to maually make selaction In each column. You will not ba able to
continug until all selectians are made in each column when ‘Manage Access'Is selected

Tax IDs Group NPI

I Filter Tax ID Q I \ Filter Group NP Q J

270097652 1309167028 Mo Data to display
No Access - I Full Access - |

416005767 /
Full Access - |

341362631

| No Access

464313362

[ Cancel

Managed Access Permissions

Choosing Managed Access allows
the Provider Admin the ability to
set access rights for each of the
subsequent levels (Group NPl and
Location(s)).

To demonstrate how this works,
we now set the TIN 341362631 to
Managed Access.

a3 6 B

Members Claims Authorizations Resource Center User Management
B

Manage > Review > Confirmation

Set User Permissions

Note: It you select 'Manage Access' for any of the enities n any of the column below you will have 1o maually make selection in each column. You vl not be able to
continué until all selectians are made in each column when ‘Manage Access' Is selectéd

Tax IDs Group NPI

I Filter Tax ID Q I \ Filter Group NP Q

270097652 1300157028 No Data to display.
No Access - I Full Access -

416005767
Full Access - |

341362631

| No Access

464313362

=

Click into the drop-down field for
the TIN and select Managed
Access.

341362631

‘ No Access -

NO Access
Managed Access
Full Access

Latest update date: 12/12/2024

Additional information can be found at ucare.org/providers, including the Provider Manual.
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Now that the TIN has Managed
Access, the user access can be set
for each of the associated Group
NPIs.

Example: Group NPI, 1893122691
has just been set with Managed
Access. As it is dark, you can see it
is “selected,” which means the
Locations displayed in the next
column belong to this Group NPI.
In the Locations column, you see
just one location. By default, it has
No Access but that can be
changed.

If the Group NPl is set to No
Access, all associated Locations
will display with No Access. This
would be the case if either
1649568568 or 1474567277 were
selected.

Manage > Review > Confirmation

Set User Permissions

Note: f you select 'Manage Access' for any of the entities in any of the column below you will have 1o maually make selection in each column. You will not be able to
continué unil 3l selections are mada In &ach colurnn when Manage Access' Is selectéd

Tax IDs Group NPI Locations
Filter Tax ID Q J Filter Group NPI Q [ Filter Loaction Q
270097652 1893122691 ABC CLINIC
2239 DEUP DR NE,
No Access - ] Managed Access - J ANYTOWN, MN 55555
No Access -
416775008 1649568568
Full Access - ] No Access - J
341362631 1474567277
Managed Access - ] No Access - J
464313362 1510364842
Cancel

Next, the access for the one
location associated with Group
NPl 1893122691 — ABC CLINIC can
be changed.

UCare. Members  Claims

Manage > Review > Confirmation

Set User Permissions

Authorizations Resource Center

User Management

Note: I you selact anage ccess:for any of the entiiesin any of the column below you will have  maually make seleccion in ach column. You il not be able to
continue until all selections are made In each calumn witen ‘Manage Act

Full Access.

Click into the drop-down field and
change No Access to Full Access.

2239 MADEUP DR NE,
ANYTOWN, MN 55555

No Access

No Access

Tax IDs Group NPI Locations
Filter Tax 1D Q J Filter Group NP Q l Filter Loaction Q
;TWWEEZ ;3931125“ | ABC CLINIC '
2239 MADEUP DR NE,
No Access - ‘ Managed Access - J ANYTOWN, MN 55555
| No Access -
416775006 1649568568
Full Access - ‘ No Access - J
341362631 1474567277
Managed Access - ‘ No Access - J
464313362 1510364842
At the location level there are only
two access choices: No Access or ABCCLINIC

Latest update date: 12/12/2024

Additional information can be found at ucare.org/providers, including the Provider Manual.
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When you have set all the user

permissions that are needed, click
the Continue button.

B e 0

> Review > Confirmation

Set User Permissions
Note: If you select "Manage Access' for any of the entities in any af the colus rv‘nbelnvynuv.lll have to maually make selection in each column. You will nat be able to
continue until all selactions are made in 8ach column when ‘Ma nage Access' is selectéd.

Tax IDs

Group NPI Locations
[ Filter Tax ID a \ Filter Group NPI Q l { Filter Loaction aQ \
™
wwmz 1893122691 ABC CLINIC
2239 MADEUP DR NE,
M v ] Managed Access - l ALY L2
Full Access
416775006 1649568568

Full Access Nc!s: - |
341362631 \4745&7277\

Managed Access - ] No Access

164313362 OEms \‘\
[ ]

11
Latest update date: 12/12/2024
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Review Access Rights

After selecting No Access, Full
Access, or Managed Access for all
three access levels (Tax IDs, Group
NPIs, and Locations) and having
clicked Continue (previous step),
you may review the rights you
have set. If you see that further
changes are needed, go back and
do that by clicking Previous.

If everything looks the way you
intended, click the Save button.

UCare members Claims

Manage > Review > Confirmation

Tax 1D

416775006

341362631

Previous

Review Access Rights

Group NPI Lecation

1893122691 ABC CLINIC
1648568568
1474567277
1510364842
1451313130

1879103206

Access Rights Updated

After saving, you will receive an
Access Rights Updated
confirmation page.

Notice the user’s name is
displayed under the word
Provisioned.

You may also print this
confirmation.

Next, all Tax IDs, Group NPIs and
Locations the user has been given
access to are listed on the page.

Finally, the Go to User Profile
button displays in the lower left
corner of the page. Itis
recommended you go to the user
profile to double-check the user
provisions.

ucare Members

Manage > Review > Confirmation

Tax ID

341362631

416775006

Showing 1-2 of 2 Results

Go to User Profile

nE e n

Provisioned

Unmathusa Mansurich

Print your Confirmation

Group NP1 Location

1893122681 ABC CLINIC

“ <« 11 »

Latest update date: 12/12/2024

12

Additional information can be found at ucare.org/providers, including the Provider Manual.




Provider Admin User Guide

>cUCare.

Double-check User Profile

Once you have returned to the
user record, you may find you

have to click the Access tab to

view the user provisions.

If necessary, click Edit User
Provisions to return to “edit
mode” where changes may be
made

Review the user’s access carefully.

< Manage Portal Users

Linmathusa Mansurich ===

User Details  Access

Tax ID

341362631
Managed

Group NPI

1893122691

Managed

Location

ABCCLINIC
2239 MADEUP DR NE, ANYTOWN, VN 55555

Full Access

416775006
Full Access

Showing 1-2 of 2 Results

K <11 > »

Edit User Provisions

Latest update date: 12/12/2024
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Search for an Existing
User

To locate a provider or third-party
user that was previously set up,
enter the following information:

e Email address

Then click the Search button.

Manage Portal Users

Email Address

| Q tsunipop@email.com

First Name s Last Name &
test test

UCARE PROVIDER
Test 1 Test3®
sdkljfs azlsdjf

Email Address a Role & Status

ucareproviderportal+7 Provider Financial

T@gmail.com Office Staff Pending
u(arepr}]mderpnrta\-ﬂl Provider Admin Active
0@gmail.com

ucarepr_cvwderpuna\% Provider Admin Active
2@gmail.com

aldskfj@lskjdf.com Provider Office Staff Pending

In the results list, click the First
Name of the user.

Manage Portal Users

Email Address

[ Q tsunipop@email.com

N

First Name &

Showing 1-10of 1

Last Name 5

Sunipopodop tsunipop@email.com

Email Address & Role & Status

Provider Office Staff Active

Latest update date: 12/12/2024

Additional information can be found at ucare.org/providers, including the Provider Manual.

14



Provider Admin User Guide

>cUCare.

View User Details

The user record opens to the User
Details page, which displays the
user’s profile and contact
information.

Click the editicon | Z#"| to make
any changes.

Overview

Name
Treblecia Sunipopodop
Last Login

< Manage Portal Users

Treblecia Sunipopodop (-

User Details | Access

Profile Information

First Name

Treblecia

Role Job Title
Provider Office Staff wuc

Contact Information

Last Name
Sunipopodop

Organization

Email Address
tsunipop@email.com

Phone Number
555-555-5555

Edit User Details

Make any changes needed to the
Profile Information fields (First
Name, Last Name, Job Title or
Role).

There is no way to change a user’s
email address. If the email
address is no longer accurate, a
new user will have to be created.

First, you will have to remove
access for the user with incorrect
email. See No Access Permissions
for steps on how to remove
access. Then create a new user
with the correct email address.

When updates are complete, click
the Save & Continue button.

To change the user’s phone
number, call PAC.

ucare. members

Overview

Name
Treblecia Sunipopodop
Last Login

Claims

Authorizations Resource Center

< Manage Portal Users

Treblecia Sunipopodop )

User Details  Access
Profile Information

First Name Last Name

Treblecia Sunipopodop
Rale Job Title
Pravider Office Staff WUC

Contact Information

User Manageme

Profile Information
First Name

[ Treblecia 1

Last Name

Sunipopadop ‘

Job Title

wuc ]

Role

User - ]

Email Address
tsunipop@email.com

Phaone Number
555-555-5555

- m

Latest update date: 12/12/2024

Additional information can be found at ucare.org/providers, including the Provider Manual.
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View Access Details
Overview < Manage Portal Users
Click the.Accgss tab to switch to e Treblecia Sunipopodop
the provisioning page for the user. Tratdecis Sunipopodop
ast Login
User Details
Profile Information e
First Name Last Name Organization
Treblecia Sunipopodop -
Role Job Title
Provider Office Staff Administrative Assistant
Contact Information
Email Address Phone Number
tsunipop@email.com 555-555-5555

Edit Access Details

On the Access page, you can see
the Tax ID, Group NPIs, and
Locations this user has been given | | mebec suipopodor

Last Login

Overview < Manage Portal Users

Treblecia Sunipopodop

access to on this page. User Details  Access
To make changes to this user’s
. Tax ID Group NP1 Location

access, click the 18091960 P — U OF BW MEDICAL CENTER

i .. » - » " BROOKLINE [PSYCH UNIT)
Edit User Provisions button.

416509?75
Showing 1-2 of 2 « < 111 > »

Edit User Provisions

16
Latest update date: 12/12/2024
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Using the same steps as
provisioning a newly created user,
make changes to the permissions
this user will have going forward.

When finished updating the user’s
access, click the Continue button.

Manage > Review > Confirmation

Set User Permissions
Note: I you select Manage Access' fof aiy of the anties in any of e columin below o will have 10 maually make selecton n sach column. You wil not be abie ta CoNtNu unti a
selactions are made in each column when ‘Manage Access' is selected.

Tax IDs

[ Fiter Tax ID Q I

814602522 No Data to dsplay. No Dala io display
Managed Access - l
Managed Access - l

[ Full Access - I

Cancel

After saving your changes, you will
have the chance to view a page
showing the updated access rights
you just provisioned.

It is best practice to click on the
Go to User Profile button to
double-check the user provisions.

Go to User Profile

Manage > Review > Gonfirmation

Access Rights Updated

ARy
@

Provisioned

Treblecia sunipopedop

Print your Confirmation

U OF BW MEDICAL CENTER
BROOKLINE (PSYCH UNIT)

Tex 1D Group NPI Location
418051960 1002622487 U OF BW MEDICAL CENTER
Mg Manue BROOKLINE (PSYCH UNIT)
P
416509275
814602522 1830730217 JIPPER BEHAVIORAL HEALTH & WELLNESS INC
Mansgec w i

Showing 1-30f 3 « < 11> »

Review and confirm changes have
been made.

Overview < Manage Portal Users
Name 5 .
Treblecia Suripopedop Treblecia Sunipopodop
Last Login
User Details ~ Access
TaxID Group NPI Location
418091960 1082622487 U OF BW MEDICAL CENTER
o " BROOKLINE (PSYCH UNIT)
416509275
1IPPER BEHAVIORAL HEALTH &

814602522 1830730217

WELLNESS INC

Showing 1-3of 3 AR IR

Edit User Provisions

Latest update date: 12/12/2024

Additional information can be found at ucare.org/providers, including the Provider Manual.
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Add Another TIN

If a user requires access to an
additional TIN and that TIN is one
you already administer, you will
search for the TIN. First get into
“edit mode” by clicking Edit User
Provisions button.

Search for the TIN in the field

marked Filter Tax ID. \

Overview < Manage Portal Users
Name . .
Treblecia Sunipopodop Treblecia Sunipopodop

Last Login

User Details ~ Access

814602522 1830730217

Showing 1-3of 3

TexID. Group NPI Location
418091960 1082622467 U OF BW MEDICAL CENTER
BROOKLINE (PSYCH UNIT)
416509275
JIPPER BEHAVIORAL HEALTH &

WELLNESS INC

€ < U1 > | »

Edit User Provisions

UCare. members Claims Authorizations Resource Center User Management

a3 e 0

No Data to display.

Manage > Review > Confirmation
Set User Permissions
If you select Manage Access' far any of the entities in any of the column below you will have to maually make selection in each column. You will not be able to
trntwn se until all selections are made in each column when ‘Manage Access' is selected.
N Tax IDs
I Filter Tax ID Q |
270097652 No Data to display.
No Access - I
416775006
No Access A I
341362631
No Access - I
464313362
Cancel

Latest update date: 12/12/2024

Additional information can be found at ucare.org/providers, including the Provider Manual.
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Provider Admin User Guide yxycare.

If you do not already administer
the TIN requested, you can
request access from the UCare
Administrator using the Request s » oo
Access button on the login page.\

Jcycare a

X rolling out a pilot provider portal for test users. If you need to access UCare's current provider portal,
please click here.

The UCare Provider Portal allows yois to:

+ Access explanation of payments

» View claim status

» Complete the online Provider Claim Reconsideration Form
+ Look up a members eligiblity

« Check authorization status

« Send a secure message to the Provider Assistance Center

i

Sign In - Enter your account information above If you have already
activated your new provider portal account,

a4 3 e

Access to the TIN should be given
approximately 5 — 7 days after you T b e b ErTED
request it. You will then be able to

Claims Authorization; Resc

Set User Permissions

. ’ Note: If you select ‘Manage Access' for any of the entities in any of the column below you will have to maually make selection in each column. You will not be able to
find that TIN from the user’s Set Contnug Ut al selections are made in ach column when Manage Access s selected.
User Permissions page and Tax IDs
provision as appropriate. [ o -]
270097652 No Data to display. No Data to display.
No Access - I
416775006
Na Access - I
341362631
No Access - I

464313362

cancel

For more information, click the icon in the portal or call the Provider Assistance Center (PAC).
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Additional information can be found at ucare.org/providers, including the Provider Manual.
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