www.promedhealth.com

For additional information please contact our corporate office
ProMed Healthcare
1154 N. Mountain Ave
Upland, CA, 91786

Phone: 909-932-1045
Fax: 909-932-1065



INTRODUCTION ..ottt

SYSTEM REQUIREMENTS. ...,
LOGIN SCREEN......ciiiiii e

PROVIDER DIRECTORY ....oooiiiiiii e

SEARCHING USING THE PROVIDER D ...ttt
VIEWING THE RESULTS...cuteteeteesreesneseesieesseesneene e sseesseesressresnssessmessneenneennesnnesnnessesnness
CHANGING CRITERIA. ...t ittrteeueeteeeesessessesse st sse st essessasessesbessesseesee s e sessessesbessessesneensensens
PROVIDER DETAILS. ...t ieeiteesteete ettt sneesne e reennesne e s

MEMBER ELIGIBILITY Lo

MEMBER ELIGIBILITY SEARCH ...oeiiiitiie e e eiiee ettt e e ettt e e e ettt eeeestte e e eeaseeeeenaneasesbeeeeenseeeeennneas
ELIGIBILITY SEARCH RESULTS....ceiittectiiiiteeeteeestee e it e s steeseseesstessseesstasesseesssaeensnesssnssnseesnns
ELIGIBILITY MEMBER INFORMATION ....cccitteeteeeiteeesueeesteeenseeesseessseesssssessesssssssssesssssssnseesnns
PROVIDER DETAILS. ...cectii ittt ettt stee et e e steeeetee s teeseae e s staesaeeesbeseseeessaeeaneessseeenseeesseeenseennes

AUTHORIZATION INQUIRY ..ot

AUTHORIZATION/REFERRAL SEARCH........tiieiiiteieeeieeeeseeeesssstesesssssesssssseesssssssssssssessssssnsssns
AUTHORIZATION REFERRAL SEARCH RESULTS......tttiiiiieiiiiiitteei e ssiirree e siasvnee e e s e

AUTHORIZATION SUBMISSION ...ttt

AUTHORIZATION SUBMISSION ENTRY FORM ...ccooiiiiiiiiiiie ettt
SUBMISSION CONFIRMATION .viiiiiiiiitteeiieseeissssisseeesessssssssssssssssssssssssssesssssssssssseessssssssssnnes

CLAIM INQUIRY ..ottt

CLAIM SEARCH SCREEN .....cttiuteteeueestestesteste st esesseessessassesseshesbesseesee e esnesnessesbessessesnnensennens
CLAIM SEARCH RESULT ..ttt sttt sttt ss et she bt snesn st sne b eneennennens
CLAIM/ENCOUNTER DETAIL ..ttt ettt ste s
CLAIM LINE ITEM SCREEN ...ttt sttt sttt sne bt s e snenn st sbesbe e ennennens

CLAIM SUBMISSION ..ot

CLAIM SUBMISSION ENTRY SCREEN.......ceittitiitirtesieeitessenseste st ssesieeseeseesnessessessessessesneennensens
CLAIM SUBMISSION CONFIRMATION SCREEN .....cueeutererertesressesseeseeseessessessessessesseseenseseens

REFERENCES ...

PROCEDURE CODES.....ccccttiieeitieeecittee e e ettt e e e etae e e ettt eessateeesasbaesesasseeasssnseasasreeesasseeassnsnnns
DIAGNOSISCODES.......ceiiiitiiie ettt e e eitee e e et eeeeiteeeeseateeessbeeasasbseeasasseeessssseasaasreeesassseessnsnens
PLACE OF SERVICES . ...coi ittt ettt ettt e ettt e ettt e e e st e e e e bt e e e eensee e e eaaaeasesbeeeeenseeeeennnnas
CPT IMIODIFIERS....ceiictteieeettee e eiteee e ettt e e e ettt e e s eteeeaebbeeeeaasaeesssseeaesnsseeeesseeesasteeesanseeeesnnnnas
L0 1N} 7. o 1=

Page 2

11/10/2003



Introduction

ProMed Healthcare is launching a new website to assist you in processing your transactions securely and
faster than ever before. This can be done directly from your office location by accessing our secure website
through the Internet.

Using ProMed’ s Online Services you will have access to the following
- Ability to search provider directories
Submit authorization requests and claimsinto the our database system
Inquire on authorization status
Verify health plan eligibility
View member authorization history
Check status of claim/encounter information
PCPs can access and print assigned member lists
Look up procedure codes, diagnosis codes, and other genera reference information
Provide a contact list of key ProMed office personnel for problem resolution

Secure Transactions

PROVIDER
Secure Transactions
ProMed Online Services are easy to
use, al you need is a computer and an ProMed
Internet connection. Online Services

We provide you with alogin and
password that give you instant access
to up to date information in our
database.

ProMed Online Services alow for
faster transactions and Deliver an
accurate, and controlled method that
enables you to access claims,
eligibility, benefits, authorization, and
provider directories.

Secure Transactions

ProM ed
Database
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System Reguirements

The following configuration is recommended to successfully access our Online Services.

Workstation Configuration
Windows 2000 Professional
Internet Explorer 6.0 or later

Other configurations might possibly work but we recommend using the one above (Internet 6.0 or |ater)
isrequired regardless of the version of Windows being used.

Additional Recommendations
The date and time on the workstation need to be set correctly otherwise you might experience
trouble trying to submit auths/claims.
Do not close the browser window without logging off the web page. Thiswill lock out your session
and you will not be able to login for the next 20 minutes. Make sure you log off before you close
your browser window.
When trying to submit an auth or a claim if you get an error message asking you to contact your
system administrator please do it, and do not resubmit the claim/auth unless told otherwise by the
system administrator.
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L ogin Screen

To login enter your login and password, if you do not know them contact your system administrator or your
office manager. To request anew login and password please use our Online Service Request Form it’'s
downloadable from our website at http://promedhealth.com/OnlineA ccessRequest. pdf

7 Login - Microsoft Internet Explorer

File Edit View Favorites Tools  Help

Ggack - & - @D 2] A Qoearch CilFevortes (BHstory | 55 S R -

SleatlinOare

Login

To raguest a new User Id or changes to an existing |d, please contact Administrator.

Provider ID: Enter your User 1D,
Password: Enter your Password.

Clear Form
I Forgot My Password
|&] Done [ [ & Localintranst 7
7} DAD Healthcare Solutions Demo Home - Microsoft Internet Explarer 5[]

Fle Edt Wew Favorkes Ipols Help

Back - = - (@ 7] @ | Qsearch GFavoriies CHHstory | Bh- S [ - 5

JStealdnOare

[ Successful lngin Welcome STEVEN BARAG |

MCMNET

Presented By

PROMED HealthCare Administrators

Ca0nline Services

|&] one

[ [ B Localintranet

N
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At the login page enter your login and password
then click on the “Login” button.

If you forgot your login or password you can
click on the“I forgot my password” button to
send us an email.

Once logged in you can access the available
services through the navigation menu located on
the left hand side of the screen.

Click on alink to go to that particular item.
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Provider Directory
Y ou can look up aprovider using any of the fields available on the form. Some fields on the search form
require a minimum entry of 4 characters.

Searching using the provider 1D

/Z§ Provider Search - Microsoft Internet Explorer j (=] 5|

Ja\e Edit  View Favorites Tools  Help

|J Gback - = - D &t | @earch [CiFavortes (Hstory | BY- S Bl - =]

i MED

Select a company (optional)

7l - Enter aprovider ID

Select a specialty (optional)

Select a sort by method
T —— (optional defaults to Provider

Select 1PA: [A Companies ‘ = Name)

providermo: [ - Click on Search
Last/Group Name: |
First Name:[
Specialty: [NONE SELECTED =]
ewy:[
zip:[

Clear | Sort by: [Provider Name -

C40nline Services

All inforrnation contained in this Website iz intended for the sole purpose of patient treatment. caurnent and/or LI
|&] pore [ [ [BErocalintranet .
Viewing theresults
The result will display all providers that match the ID entered
Z§ Provider Search Results - Microsoft Internet Explorer j =181

Ja\e Edit Wiew Favorites Iools  Help

|J EBack - = - (D & | Qusearch Garavortes Cghistory | By b [ - 5

& “.‘
I? e .
9@@ Oa e Cdlluline Services
Provider Search Result
E';:'Ed" Specialty Group Phone Fax City, State Company
BARAG STEYEN H |FAMILY STEVEN H (303 B41- (303341~ RANCHO CUCAMONGA, | [SYRREFTZ|EZTESTAZ]
FRACTICE BARAG, DO 0855 9205 CA PMPY
BARAG,STEVEN H [FAMILY STEVEN H (909j41. (095841 | RANCHO CUCAMONGA,[SYRREPTZ|EZTEST43)
PRACTICE BARAG, DD o856 05 cA UFLAND
Last Page
First | Prev | Next | Last

Allinfarmation contained in this Website is intended for the sole ournose of patient treatment, oavment and/or

[&7 pere [ [ [ Localintranet

NI

Changing Criteria
Provider ID isjust one option of many available options you can use to search for providers. The
more fields you enter in the form the more specific your search becomes.
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Provider Details
In the search result screen, to get detail information about a provider, click the provider name (red
font color).

7 http://pmmcnet,/mcnet,_SearchResults.asp?Action=Query&Map=Provider_XMLMAP.xmI&XS5L=ProviderDetail - Microsoft Inter

File Edt Wew Favortes Tools Help |

wBack + = - (@ [H] | Bscarch (Fovories (HHsory | B S5 - 5

) i ¥ 1=
) %
@ I' . )
9@(@ GrT CAlline Services
Provider Details
Provider ID: PCP107 Company ID: PMPY
i . PCP-NONEXCL/NOT ACCPT
Name: BARAG STEVENH Class: MEDICAL
Practice/Group: STEVEM H BARAG, DO Group ID: 330851908
Street: 7974 HAVEN AVE, #2580 Specialty: FAMILY PRACTICE
Street 2:
. . RANCHO CUCAMONGA CA Contract
City, State Zip: 91730 Effective: 8171994
Phone: (809)941-0855 Contract Term:
Fax: (909)941-3205 Contact:

Assigned Members ) Health Plan Affiliations ) Office Locations )

reose of oatient treatrment, cavrnent and/or &

[ [ [ Localintranet =
In the provider detail screen thereis three buttons located at the bottom of the page.
Assigned Members: Lists all members assigned to the Provider.

Health Plan Affiliations:  Listsall health plans the provider is affiliated with
Office L ocations: Lists the provider’s office locations

All inforrnation contained in this Website iz intended for the sole oul

|&] bone
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Member Eliqgibility
Y ou can look up member eligibility from the member eligibility screen accessible by clicking on Member
Eligibility on navigation menu on the left hand side of the screen

Member Eligibility Search

ity Inquiry - Microsoft Internet Explorer

Jale Edit  ¥iew Favorites Tools  Help

| wBak - = - @D [F] 4| Dsearch GFavories (FHsoy | By Sp - 5
@ /“"‘ d i
.‘E@Jﬂ«m CAlnline Services

Member Eligibility Search
Enter your search criteria below, any combination may be used,

Select IPA:[All Companies = |

Last Name:

First Name:
Member ID:

Health Plan:|NONE SELECTED e

Search Clear Sort by: |Member Name =

Allinfarmation contained in this Website is intended far the sols Durbase of Datient traatmant, oaymnent and/ar |
|&] pore [ [ &8 Local intranet 7

Y ou can search by entering any of the fields available on the form then clicki ng on Search

Eligibility Search Results

archResults.asp?Action=query&Map=Member_Search_XMLMAP.xmIg:

nmcns

flle Edt Yew Favorkes Tools Help

GBack -+ - (@D [F] & | Dsearch [iFavories (Fristory | G- S

P ST
w7 #r G (luine: Services
Eligibility - Member Search Resulis
Member Birth Health Plan pCPp pcp
Authorlzations Member Name Sendep Date Name Effective  [Term Sumpany 10
Claims SAGBES52AMM1 |SMITH ALAN P Il 11/22/1352 |HEALTH NET - COMM. | 7/4/2000 5/31/2001  |[SYRREPT2|EZTEST4Z]
References
o 56157570610 |SMITHALDRIND |M (0412211375 |BLUE CROSS OF CA- [12/1/2002 [SVRREPTZEZTEST4S]
R COMM.
4ETA2E612F M1 |SMITHALMA LEE |F 12/27/1838 |HEALTH NET- COMM.  |8/1/2002 10/31/2002 |[SWRREFTZ|EZTEST43]
5240846500001 | SMITH ANN F 10/14/1364 |BLUE SHLD OF CA 17172001 343172002 |[SYRREFTZ|EZTEST4Z]
IACCESSHLOMM)
34355643510 | SMITH,BURTON W W (0372711363 |BLUE CROSS OF CA- [10/1/2002 [SVRREPTZIEZTEST4S]
COMM. PMPY
546236923F M1 |SMITH,CANDICE L |F D5ME/M382 |HEALTH NET - COMM. |7/1/2001 10/21/2001 |[SWRREFTZ|EZTEST43]
PMPY
546385524F D1 |SMITH,CANDICE L |F D5ME/M382 |HEALTH NET - COMM.  |7/1/2000 B/31/2000 |[SYRREFTZ|EZTEST4Z]
FMPY
6212025840000 | SMITH,CARRIE A |F (0172711380 |BLUE SHLD OF CA - |2/1/2002 563172002 |[SVRREPTZIEZTEST4S]
[ACCESSHEOMM) FMPY
546112603MD3 |SMITH,DEANDRE  |M 11/07/1925 |HEALTH NET- FOS 17172002 [S¥RREFTZ|EZTEST43]
H
10050278820 |SMITH,DENISE M |F D2M5/M363 |BLUE CROSS OF CA - |2M/2002 [SYRREFTZ|EZTEST43]
COMM
First Page |
First | Prev | Next | Last

|

|&] Done || BB Localintranct 7

Theresults are displayed in atabular fashion; use the buttons at the bottom of the page to navigate
between member records.
Y ou can get more detail information about the member by clicking on the member ID.
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Eligibility Member | nformation

nmcnet/mcnet/_SearchResults.asp?Action=Quer y&Map=Member_Detail_XMLMAP.xmiXSL=Member De = Micro

Jale Edit  ¥iew Favorites Tools  Help

| wBak - = - @ [F] 4| Dsearch GaFavorites (FHisory | By &b

P /“"' d i
.ﬁ@mm CAllline Services

Eligibility - Member Information

Member Information
IPA Name: PMPY
Member Name: SMITHALAN P Sex: M DOB: 11/2241952 Age: 508219 yrs

Member ID: 5465855241 Relation to Sub: DEPENDENT
Health Plan: HEALTH MET - COMM.
Address:
City/St/Zip:
Member Benefit Information
Benefit Plan: W4 PCP OV Co-Pay: $0.00
Benefits Effective: 07/01/2000 Benefits Termed: 05/31/2001

Primary Care Provider Information

PCP Name: BARAG STEWEN H Provider ID: PCP107
Specialty: FAMILY PRACTICE
Phone #: (903)341-0855 Fax #: (909)941-9205
PCP Effective; 7/1/2000 PCP Termination: 5/31/2001

For the most uptodate information please contact the Healthplan

Bl

|&] pore [ [ &8 Local intranet 7

This screen displays member information, member benefit information and PCP information.
To get more information about PCP click on the PCP name (red color font)

Provider Details

htt, nmcnet/mcnet/_SearchResults.asp?Action=Quer y&Map=Provider_XMLMAP.xmli&X5L=ProviderDetail
Fle Edt Wiew Favoritss Tools Help |
GBack - = - (D [F] & | Bsearch GiFavorites (FHisoy | By Sb
T e Cadlluline Services
Provider Delails
Authi . Provider ID: PCP107 Company ID: PMPY
Claims
PCP-NOMNEXCLMOT ACCPT
References Name: BARAG STEVENH Class: MEDICAL
. Practice/Group: STEVEM H BARAG, DO Group ID: 330331908
W s Street: 7374 HAVEN AVE, 4250 Specialty: FAMILY PRACTICE
Street 2:
. . RAMCHO CUCAMONGA,CA Contract
City, State Zip: 973 Effective: 5/1/1994
Phone: (909)941-0855 Contract Term:
Fax: (202)941-9205 Contact:
Assig ) Health Plan Affiliations ) Office Locations )
All inforrnation contained in this Website is intended for the sole ourbose of patient treatrent, pavmant andfar |
|&] pore I Local intranet 7

This screen has been covered in the previous section. It has proVider related information.
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Authorization Inquiry
Y ou can check the status of an auth by using the Authorization Inquiry link on the navigation menu on the
left side of the page

Authorization/Referral Search

8 Auth Search - Microsoft Internet Explorer

flle Edt Yew Favorkes Tools Help

GBack - = - (@D [F] & Dsearch [Favorites (PHistory | By S B - 15

I ,’l“" 4 e [
: ((Lffm CAllnline Services

Authorization/Referral Search
Enter your search criteria below, Any combination may be selected

Su Search Type: [Search by Requesting Provider -
Claims —
References Select IPA: [All Companies =1
Auth #: [ Status: [NONE SELECTED - |
Request Date From: | To: [
Auth Date From: | To: |
Exp Date From: | To: |
Ref Prov: Last [baiz First |
Perf Prov: Last | First |
Patient Name: | ot [ First |

Member 1D #

]
@] Dene | [ |BELocalintranet .

Y ou can use any of the fields available on the form to do your search; however some fields require a
minimum number of charactersto be entered. Y ou will get a message prompting you to input more
dataif your entered data is not sufficient to run the search.

Authorization Referral Search Results

} Auth Search Results - Microsoft Internet Explorer
| He Edt vew Fa Took el |

|| cack - = - @ [ af| Qeeacn (Glravores (gristary | Y- S fid] - 1]
) F“ o) ’
SealthOare Callnline Services

Authorization/Referral Search Results

Auth # Status  |Memb ID Mem Name Sex|DOB Health Plan Ref Prov Company

ODIFIED 1 |BATTAGLIAJOHN W { 313/1945 |BLUE SHLD/CARE AMERICA: COMM. |BARAG,STEVEN H|[SVRREPT2|EZTEST43] PMPY |
BERG.DARLENA L F_ [3/26/1808 [INTER VALLEY HP - MEDIGARE [BARAG STEVEN H] |EZTESTAS) PMPY
BULLOLINE F [1727/1927 [CIGNA HEALTHCARE - MEDICARE |BARAG.STEVEN H[SVRREFT2[EZTESTAS] PMPY
OoIFIED GATTAGLIAJOHN M [M_[513/1545 [BLUE SHLD/CARE AMERICA COMM. |BARAG,5TEVEN H[SYRREFTZIELTEST43] FMPY
AFFRO! GAINKERRT M [8r20/1965 [BLUE SHIELD OF Ca- cOMM. BARAS.2 TEVEN H|[SVRREPT2|EZTESTA3] PHPY|
CONTRERAS TERESA_|F UE SHLD OF CA OMM) [BARAG 5T EVEN H|[SVRREPTZIEZTESTAS] PMPY
OVED 00001737400 |ARONOVICI,CHARLEEN A|F 117211950 [INTER VALLEY HEALTH PLAN-COMM. [BARAG,5TEVEN H||SVRREFTZ|EZTEST43] FMFY
MARWONICHOLAS M (7731527 | INTER VALLEY HF - MEDICARE BARAG,3TEVEN H[SVRREPTZIEZTEST43] PMPY|
MORENDLSILVESTRE M [8/30/1926 |INTER VALLEY HF - MEDICARE BARAR.2 TEVEN H|[SVRREPT2|EZTESTA3] PHPY|
KONARISAAC M [1723/1828 |SECURE HORIZONS - MEDICARE _|BARAG.5TEVEN H[SVRREPT2|EZTESTAI] PMPY
First Page
| |
|
|&] Done = Local intranet 4

The results of the search are displayed in atable. Y ou can click on the navigation button at the
bottom of the page to see additional records.

On the search result table, there are three items that you can click on to get detailed information.
a. Auth#  Givesyou detailed information about this auth request

b. Mem Name: Gives you detailed information about the member

c. Ref Prov: Givesyou detailed information about the provider
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a. Authorization Detail:
This has the auth request status
information, patient information, referring
physician, and performing physician
information.
Y ou can get additional detail information
by clicking on the itemsin red color.
Patient Name
Referring Physician Name
Performing Physician Name

b. Member Detail:

This screen has been covered in the
previous section; it has member detail
information.

c. Provider Detail:

This screen has been covered in the
previous section; it has provider detail
information.
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Authorization Submission

Authorization Submission Entry Form

Items in this screen that have a* next to them are required.
Items that have the binocular icon # next to them are searchable, by clicking on theicon

After filling out the form and providing additional notes that might be helpful to approveit, click on
the submit button to process the request
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Submission Confirmation

After the auth request is processed you will get a confirmation screen, this screen will tell you if there
were any issue with your submission.

Y ou can then submit another request or go to the Authorizations Inquiry menu; which has been
covered in the previous section to check the status of your Authorization Request.
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Claim Inquiry
Claim Search Screen

This screen allows you to search for submitted claims. Y ou can use this after you submit aclaim to
determine the submitted claim status in the system.

Y ou can use any of the fields on this form as your search criteria, however some fields require a
minimum number of charactersto be entered. Y ou will be prompted to enter more data if the
information you enter isinsufficient to process the search.

Claim Search Result

Clicking on the patient name takes you to the patient detail information screen (That screen has been
covered in the previous section)

Clicking on the Prov Name takes you to the provider detail information screen (That screen has been
covered in the previous section)

Clicking on the claim number takes you to the Claim detail screen.
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Claim/Encounter Detail

O

This screen has information detail about the claim/encounter.

At the bottom of the page the services provided in this claim are listed. To get further detail
information about each service click on the “detail” link on the left hand side this will take you to the
Claim Line Item screen.

Claim Line Item Screen

This screen has information about the individual claim line item.
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Claim Submission
Claim Submission Entry Screen

Items in this screen that have a* next to them are required.
Items that have the binocular icon # next to them are searchable, by clicking on theicon
After filling out the form and providing additional notes that might be helpful to approve this request,

click on the “ Submit” button to process it

Page 16 11/10/2003



Claim Submission Confirmation Screen

After the claim request is processed you will get a confirmation screen, this screen will tell you if
there were any issue with your submission.

Y ou can then submit another request or go to the “Claims Inquiry” menu; which has been covered in
the previous section to check the status of your claim request.
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References
Thisitem on the menu located on the left hand side of the screen contains links to ook up procedure codes,

diagnosis codes, and other general reference information.

Y ou can look up the following:
Procedure Codes

Diagnosis Codes

Place of Services
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CPT Modifiers

Contacts
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