Rl Medicaid
Healthcare Portal

Registering to use the HCP—for Enrolled Trading
Partners
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What 1s the Healthcare Portal?

The Healthcare Portal gives access to Trading Partners to do business electronically
with Rl Medicaid

All enrolled Trading Partners need to register to use the portal

They will need their existing Trading Partner ID number, tax ID (FEIN), and Trading
Partner name as originally enrolled to complete the registration process

Access to the Healthcare Portal is found at
https://www.riproviderportal.org/hcp/provider/Home/tabid/135/Default.aspx
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https://www.riproviderportal.org/hcp/provider/Home/tabid/135/Default.aspx

How to use this guide:

Each page will walk you through the steps to register to use the Healthcare Portal

The top of the page will show what you will see on the screen, and highlight important
parts

The bottom of the page gives more detailed instructions
Print a copy of this guide to have on hand as you register
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Register to
use the
Healthcare
Portal
Here

Register

Rhode Island Executive Office of Health and Human Services
Medicaid

Tousdey C&/C6/2057 10:42 AM EST

[2] What can you do in the RI Medicaid Health Care Portal
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Registration Selector Screen

Homg > Registration Selector

SCURycY | ——
appropriate -~ T

Trading Partner Delegate
whom an organization exchanges data electronically. The An individual designated by the Provider for the sole purpose of performing clerical
trading partner may send or receive information electronically.

functions and is responsible for ensuring patient privacy information accessed via
this website is to be used only for legitimate business reasons.

Billing Agent

Tuesday 06/10/2014 11:42 AM EST

Internal
An individual, state or local agency, corporate, or business entity that is

- Internal use only.
enrolled in the Healthcare program as a billing agent for services.
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Trading Partners

Home > Registration Selector > Registration Tuesday 06/10/2014 11:43 AM EST

Registration Step 1 of 2 - Personal Information

Indicates a required field.

Trading Partners complete
. NPI and Taxonomy must be entered for all healthcare providers. If NPI and Taxonomy have not been assigned, please provide your Medical Assistance Provider
this screen. Enter TP ID. N

Your TP name must match Slos 2 provide the following information to get started.,
the name originally enrolled
with.

ID type will be NPl in most

*Trading Partner ID

*Trading Partner Full Name

cases*. *FEIN (Tax ID) @

Provider ID is your NPI. *ID Type =
*Provider ID
* Except for atypical providers By
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Billing Agent Role

Home > Registration Selector > Registration

Registration Step 1 of 2 - Personal Information

* Indicates a required field.

*Trading Partner ID

Billing Agents complete this
screen with the Trading
Partner Number, Name,

*Billing Agency Name

*FEIN (Tax ID) ©

Please provide the following information to get started.

Tuesday 06/10/2014 11:44 AM EST

and FEIN.
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Security Information

Registration Step 2 of 2 - Security Information

User ID Availability | X!

R is recommended that your Trading Partner ID be entered ss your User ID. The User ID and Password cannct be the same and the password must be Sa‘vr’lrs in
length, contain 8 minimum of 1 rumeric GigR, 1 uppercase letter, 1 lowercase letter and connct contsin any special characters (for example S, 8.

The User Name is available. ¥ i

Please provide your contact information below

Use Provider Nsme, Biling Agency Name, or Delegate Name for Display Name.

User 1D Availability X e

*Confirm Emsil 0

The User Name has already been taken. Please
m"r mmr m. am try agal n. Pizase choose 8 personsized Sie Key and enter s passphrase that will be used to verfy your Qently upon logging into the Provider portal

- Site Key:

(=] 0@ @’I

¥ 2pple 2 Balioon Batooe: . Basevan

*Passphrase
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Security — Part 2
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Security

\?, User Registration Accopted X

Your registration information has been accepted.

You will receive 3 venfication email that contains a secure ink nesded
to complete registration. If you do not see an email, check your spam

or junk mail fclder.

If completed correctly, you will receive
this confirmation.

It will be followed by this email. You
must click the link to verify that we
have the correct email address for
the account
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E-Malil Reference

Once you confirm
the email address
by following the
directions, you will
get another email,
shown here. You
should keep this

email for reference
to your user id and

password.

Welcome ('

This email was sent to confirm that you have successfully registered with the RI HPES Healthcare Provider Portal. Your login credentials are listed
below. Please keep a copy of this email in a safe place for future reference.

User ID: 700N
Password: P****234
If you have questions or require assistance with the registration process, please email RI EDI Services at riediservices@hp com or contact the RI

Medicaid Customer Service Helpdesk at (401) 784-8100 for local and long distance calls (or 1-800- 964-6211 for in-state toll calls). Hours of
operation are Monday-Friday 8:00 AM - 5.00 PM

Awaention PES Users! If you are an existing PES (Provider Electronic Solutions) Software user, you will need to install the latest upgrade to ensure
your copy of PES is accessing the RI HPES Healthcare Provider Portal. Please visit the RI EOHHS website at

hitp.www eohhs ri gov ProvidersPartners Bi

mpClaims ProviderElectronicSolutionsPESSoftware aspx to install the latest PES upgrade
Please do not reply to this automated email

Sincerely

Rhode Island EDI Services
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Log-In to HCP

1
L

Costactln | Lopm

Would you
(Ordering,

encrid
Referring) ~Non-Billing™ Provider?

Would you like to enroll a3 &
Trading Partner?

Thrzugh this secure 303 eany 1o vae mterret portel

Toasdey 04/06/2017 30

_ What can you do in the RI Medicaid Health Care Portal

* Mesrcare providers and Bileg Agents can enroll a3 & Trading Partner win A1 Medcad

trars can sctess wigliity. claim

Provider Enroliment User Trading Partner Enroliment
Guide User Guide

Website Requirements
o

e

V1.6 11/03/2022

o Traging Pu Sarge 8nd sthe:
e s !-l‘.n-'cvllu\y.— MAPIR - .f..—-,vu.«m,h»-.nr': "

B Sarvies cchiog v
User 1D

L oy T—

WE Og
< =,

<
o ]
w o

HEALTH & HUMAN
SERVICES o

7y &
For guope ™



Challenge Question

Rhode Island Executive Office of Health and Human Services
Medicaid

Friday 06/13/2014 12:20 PM EST

mputer and Challenge

Answer the challenge question to verify your identity.

Site Key Challenge Question What is your favorite sports team?

The HealthCare Portal uses a SYoer Rnsai

personalized site key to protect your

privacy online. To use a site key, you =

are asked to respond to your Challenge Forgot answer to challenge question?

question the first time you use a

personal computer, or every time you Select ) This is a personal computer. Register it now.
public computer. Wh u type

orrect answer to the Challenge @ This is a public computer. Do not register it.

question, your site key token displays

which :;;:uus I;\l! you h'n:'ovb:cn

correctly identified. Similarly, by

displaying your personalized site key

token, you can be sure that this is the

actual HealthCare Portal and not an

unauthorized site.

1f this is your personal computer, you
can register it now by selecting: Thisis a
personal computer. Register it now.

1f this is not your personal computer,
such as a public computer, select: This
is a public computer. Do not register it.
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Site Key and Para-phrase

Rhode Island Executive Office of Health and Human Services
Medicaid

Home > Challenge Question > Site Token Password Friday 06/13/2014 12:26 PM EST

Confirm that your site key token and
passphrase are correct.

1f you recognize your site key token and
passphrase, you can be more
comfortable that you are at the valid
HealthCare Portal site and therefore is
safe to enter your password.

Make sure your site key token and passphrase are correct.

If the site key token and passphrase are correct. type your password and click Sign In.

If this is not your site key token or passphrase, do not type your password.
Call the customar halg cesk to report the incident.

Site Key:

Passphrase  Pool

V1.6 11/03/2022
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User’s Homepage

My Home

* User Details

Welcome 100 CHAMBERS
STREET

@ Provider

Name 100 CHAI

Provider ID 1891977625 (NPI)

Location ID 100 CHAMBERS
STREET

& Trading Partner
Name 100 CHAMBERS
STREET
OPERATIONS
Trading Partner 700000240
10

Thursday 06/26/2014 12:22 PM EST

Two important D S
screens
My Profile
Manage Account

We are committed to make it easier for physicians and other providers to
perform their business. Our secure site provides the ability to verify
member eligibility, search for claims, and conduct electronic file exchanges
(upload/download).

A/ Broadcast Messages

This is a test message with URL that should display on both the

welcome and My Home pages.

ith URL) that should display on JUST the My

This is a test message (
Home page. mor.
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My Profile

7

— T On this screen, you can

I == edit your contact
== information,

s ' preferences, challenge

guestions, site key and
password, by using the
| edit buttons.
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Change Password

Users can change their password clicking the Change Password box on the bottom of the profile page which will open the box on the right

Password

S —

Wy Bz > Chan: Pssaurd

oomti

L. Toa Paseaerd carrek be e same X
your Uses I

B your Qe PRSSNTrE M Pssmand, New Fassed Confmetin 2nd ik e Submit Dt
2. The Passacrd st be Jetvesn 8-

*Camest Passwand
thaatas.
*New Paswird
3. The Passaerd c2n ey ceetan kit
ninrbss *Caefirm New Passwed

4, The Paseaced st coean 1 cp
K, Lionsxse Riter 201
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Add Role - Important!

oy Beokde

Condact Tekserasbom

Enlarged view of Roles section

sl

Comvet Ron  Prinsior Tradeg Pamoers Roles

Current Roles  Provider Trading Partzg

Add Role

Pavphrase

Pasewsed
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| Roles

Add Role

Current Roles  Provider Trading Partners

When you click add
role, box will expand
Add Role as shown below

Roles =] |

eld.

require

Select the role you wish to add, fill out the role information then click the Submit button, or click Cancel to go back.

NP1 and Taxonomy must be entered for all healthcare providers. If NP1 and Taxonomy have not been assigned, please provide your Medical
Assistance Provider Number.

Current Roles Provider Trading Partners
*Available Roles search Claims And Verify Eligibdity | v
*Trading Partner ID
Trading Partner Full Name LANDMARK MEDICAL CENTER
*FEIN (Tax ID)©
*ID Type -
*Provider ID

Taxonomy

V1.6 11/03/2022
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Note that the
“Search Claims and
Verify Eligibility”

role is now added

Add Role

Roles

Current Roles

Provider Trading Partners
Search Claims And Verify Eligibility

Primary Language

English (US)

Challenge Questions

Challenge Question #1
Answer to #1

In what city were you born?
PROVIDENCE

V1.6 11/03/2022
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My Profile - continued

Select edit to
add codes

Site Key Token =]

Site Key:

Passphrase SPORTS

Password

Eligibility Verification Service Type Codes

Up to 35 service type codes can be selected for use with eligibility verification. Click Edit to add and/or modify service type codes.

Service Type Code #1 _

HEALTH & HUMAN
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My Profile - continued

Eligibility Verification Service Type Codes in edit mode

[ tlo‘ﬂnl‘ny Verification Service Type Codes

Select up @ 33 Servics Type Codea to be waed o3 defadt scerch cntere

Service Type Code #1 0 | 47 - lowpia | Service Type Code 92 O [ 50 - Emer r. Servioes

Servioe Type Code #3 O Service Type Code 84 O |
Secvice Type Code 5 0 | Service Type Code 86 4 |

° Show More Sarvice Type Codas

Click here to add
additional codes
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Manage Account — Add delegates

Weloorme " Hamae ) Ardenos

Select Manage
Account from home
page to add delegates
(subordinate users)

Delegate Assignment

Add New Delegate | Add Registered Delegate

fields below and click Submilt to generate the delegate code for the new delegate to register.

e The User
assigns the

*Add Date ® |

This is a unique 4 digit identifier to be assigned by you (ie. employee/badge number, o p I n to th e
delegate.

“Delegate PIN

Select the fu
(At least one

ons that the delegate is authorized to access.
ction must be selected)

*Functions

‘ The User
Enter oL T Party L) selects the
File Management (Upiosd / Download functions that
e B Kt the delegate
View Remittance Advice Payment Amt Should have
[ submit J§ concel | access to.

Message Center

No Delegates are assigned.
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Manage Account — Add delegates continue

Delegate Assignment Back to My Home

Add New Delegate

Click Confirm to confirm the request. Click Cancel to cancel it.

First Name Clark

Last Name Kent
Add Date 09/04/2014

Delegate PIN 1234

Review panel. User
O checks for errors and
Check Dental/Vision Limits . .
edits or confirms.

Functions

Check Prior Authorization
EHR Incentive Program - MAPIR
Enter TPL (Third Party Liability)
File Management (Upload / Download)
Message Center

NDC Lookup

View Remittance Advice

View Remittance Advice Payment Amt
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Manage Delegates

Manage Accounts X

Important!
You will get a confirmation with a delegate
code. You must give this code and the pin
The delegate code for the new delegate is 10011. the delegate to the delegate so that they can complete

code is required to be communicated to the new delegaticgs their registration.
registering with the portal.

The delegate has been added to your delegate list.

Delegates

Click the Delegate’s name to change the status and/or the functions of the delegate.

# [Name a Display Name Birth Date Delegate PIN Delegate Code Status
1| kent, clark clark kent 09/04/2014 1234 10127 Active - Pending

HEALTH & HUMAN
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Completing Registration - Delegates

HEALTH & HUMAN
SERVICES Home

The
delegate
clicks
here to

register

o . R
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Delegate

Rhode Island Executive Office of Health and Human Services

Homae > Registration Selector Tuesday 06/10/2014 11:42 AM EST

Registration

Selact one of the following options that best describes your role.

L3SL

Trading Partner Delegate
An entity with whom an i data The An individual designated by the Provider for the sole purpose of performing clerical
trading partner may send or receive information electronically. functions and is responsible for ensuring patient privacy information accessed via

this website is to be used only for legitimate business reasons.

Billing Agent Internal
An individual, state or local agency, corporate, or business entity that is Internal use only.
enrolled in the Healthcare program as 3 billing agent for services.

V1.6 11/03/2022
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Delegate Registration

Home >

r > Registration Thursday 09/04/2014 12:55 PM EST

Registration Step 1 of 2 - Personal Information

* Indicates a required field.
Please provide the following information to get started. Delegate PIN and Delegate Code will be provided by your site's EDI Administrator.
“First Name (|5

“Last Name one

*Add Date® 9/04/2014 o
£ Delegates enter name, date they were

“Delegate PIN 1534 added, and the PIN and Delegate Code.
*Delegate Code ;4127

V1.6 11/03/2022
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Delegate Registration - continued

Registration Step 2 of 2 - Security Information

.

User 1D Availability X|

The User Name has already been taken. Please
enter another one and try again. O r

L

) [User 1D Avallability X|

“Display Name

The User Name is available,

Phone Number &
~Emaito
*Confirm Email 0

S—

Delegates will need to click here to
ensure that the user ID they picked is
available.
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SERVICES

o I
€r pope ™

V1.6 11/03/2022



Changing Status of Delegates

Once the delegate s e ' hrs ot e
registered, the user :
can go back to the
Manage Account

Users would click here to

screen and elther alock e L > oo aut o8 change the functions the

delegate can access

change their status
or change their
access.
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Trading Partner Profile

My Home Thursday 06/26/2014 12:22 PM EST

& User Details \, ContactUs

Welcome 100 CHAMBERS
STREET

| Interactive Web Services

& Provider

Name 0 CHAMBERS

10

STREET

Provider ID 1891977625 (NPI)
Location ID 100 CHAMBERS

STREET
We are committed to make it easier for physicians and other providers to
perform their business. Our secure site provides the ability to verify
member eligibility, search for claims, and conduct electronic file exchanges

& Trading Partner (upload/download).
Name 100 CHAMBERS
STREET
OPERATIONS 20 you! Click g u y

Trading Partner 700000240
10

Partn g

IS 123 ezt mes2age mith UL ¢ Trading Partners change
HelcemaR t Homebeees profile information here

This is a test message (with URL) that should disp|
Home page. mors
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Trading Partner Profile
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The changes to your Trading Partner Profie has

been successfully submitted

|)\h.
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Trading Partners can edit
contact information here
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Covered Providers

Add Covered Provider

Coverse Provicere

Dk Add o
' rve

i Additional covered providers
can be added here. This field

T TR T T T o T — is prepopulated with
1eriesat o | pr o information added during

w 20039 enrollment
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Forgot User ID

ContactUn | tegn

1042 AM 85T

in the R1 Medicaid Health Care Portal

Through This secere and wasy o vae mternet ports

« Feamrcare provicers and Shing Agests can enroll a3 & Trading Parther win I Medcad

FORy. cloim Katua. fle excharge 9nd crer

= Tragiep Partrer cen s ity
Incertive Frogram - MAPIR « thmng thar Tr

Becron Heath Recerd (D9R)

activ Serviees g e
3 Partrar ID o as User

Click here for el
forgotten User ID ot Vous prvacyl

Adways iog off an ? your
tromaer mnse
Would you like to enroll as & »

Provider?

Would you like to enroll
(Ordering,
Referring) ~Non- 8

n PR

ing or
79" Provider?

Would you like to enroll as
Teading Partner?

ne: Provider Enroliment User Trading Partner Enroliment
Guige User Guide
R Webaite Requicements

Shode Istend Medicaid Pr

]
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Forgot Password

Rhode Island Executive Office of Health and Human Services
Medicaid

Home > Challenge Question > Site Token Password Friday 06/13/2014 12:26 PM EST

Confirm Site Key Token and

Passphrase

Confirm that your site key token and
passphrase are corract.

1f you recognize your site key token and
you can be more

that you are at the valid
HealthCare Portal site and therefore is
safe to enter your password.

Make sure your site key token and passphrase are correct.

If the site key token and passphrase are correct, type your password and click Sign In.

If this is not your site key token or passphrase, do not type your password.
Call the customar help desk to report the incident.
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Forgot Password

Forgot Password

* Indicates a required field.

Answer the following challenge question. We will use the answer to help authenticate your identity. If we find a match, an email will be
sent to your email address on record.

Challenge Question What is your favorite sports team?

*Your Answer

V1.6 11/03/2022

HEALTH & HUMAN
SERVICES

o =
*or ayooe



Questions?

For questions, contact the

Customer Service Help Desk

Available Monday — Friday 8:00 AM —5:00 PM
(401) 784-8100

For local and long distance calls

(800) 964-6211

For in-state toll calls
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Thank You
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