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This Quick Reference Guide (QRG) will provide an overview of how to create a message about a specific 
transaction in the Provider Portal Message Center. 
 

 
 
Let us look at the steps in detail for creating a message about a specific transaction. 
 

 

 

Step 1: 

1. From the ConnectiCare Home page, select the User Profile Icon. 

2. From the drop-down list, select My Messages. 

 
 
 
 
 
 
 
 

Purpose: Create a message about a specific transaction. 

 
Create Main Topic Message. 
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Step 2: 

The My Messages screen will display. 

1. Click Create Message. 
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Step 3: 

The Create Message screen will display. 

1. For a question about a specific transaction, select the type of transaction. 
Note: Transaction types include Claims, Preauthorization, and Referral. For this example 

we will create a Referral Message.  

2. Click Next. 
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Step 4: 

The Referrals screen will display.  

1. In the Search By* field, select one of the search options from the drop-

down menu: Reference ID, Member ID, Member Name, or Referring 

Provider Name.  
Note: For this example, we will use Reference ID. 

 
 

Step 5: 

1. Enter the Reference ID.  

2. Click Search. 
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Step 6: 

1. Select the desired referral from the search results. 
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Step 6: 

The Referral details page will display. 

1. Click Ask a Question. 
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Step 7: 

The Message Details page will display. 

1. Select the Category and Subcategory. 

Category  Subcategory 

Grievances & Appeals 
Pre-Service Appeal 
Post-Service Appeal 

Referrals  n/a 

2. Enter your message content.   

Note: Upload attachments if necessary. 

3. Click Submit. 
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Step 7: 

The Confirmation page displays with the Message ID number. 

1. Click Done. 

 
 
 

 



 

 

 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 

Thank You 


