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This Quick Reference Guide (QRG) will provide an overview of how to find and edit a User’s information,
user type, password, provider affiliation, etc.

User can choose to
edit existing user Clicking on save
information, User takes the user to
Type, Remove Tax ID the confirmation
Al n, Edit page.
Provider Association

Click More tab
and select Search for a
User user through

User can Reset
Password,
Deactivate User

manag Management one of the
and Add New

(admin) fromthe search criteria . . -
e Tax Affiliation.
menu

Login

Let us look at the steps in detail for finding and modifying a Portal User’s information.

Purnose: Undate an existing User’s account.

1. From the ConnectiCare Home page, click the User Management tab.
The User Management page displays.

ConnectiCare P

Member Management v Claims v Referrals v Preauthorization v Provider Profile Create ER Notification User Management Resources v

Welcome to the

Connecticare Provider Portal

Verify member eligibility, submit and view preauthorizations, referrals, claims, payments,
and more.
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User Management

Before adding a new user, please check if the user you want to add already exists.

Add New Portal User

Search By *

1. Search and select a User.

Note: Users will appear below without having to search, check to prevent duplication of
users.

2. Portal User Information page displays.

User Mlanagement

Before adding a new user, please check if the user you want to add already exists.

Add New Portal User

Search By * ~

Filter By @
Q

Namet Username Email Phone Status
Adrianna Caombs acoombs@connecticare.com acoombs@connecticare.com Active
Aiden Chattelle a_chattelle@connecticare.com a_chattelle@connecticare.com Active
Alexandra Battaglini abattaglini@emblemhealth.com abattaglini@emblemhealth.com Active
Alinibeth Taveras-Vargas ataveras-vargas@emblemhealth.com ataveras-vargas@emblemhealth.com Active
Alisa Weinberger aweinberger@emblemhealth.com aweinberger@emblemhealth.com Active
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Portal User Information

Add New Tax iD Affdiation

> User Information

> 825671892 - Richard Kann

> 789263718 - Sarah Williams
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1. Click the arrows to Expand or Hide the User’s information.
2. Click Edit.

Note: Edit Information Page displays.
3. Editinformation and click Save.

Portal User Information

Dractivate Lisar Ard New Tax 10 Affiliatian

~  Wser Informatian —

\ Edit |
\. A

irst Mame Middle Mame Last Mame Email

thn Cartar jearterfgmail.com

sEr Mame Mabilz Office Fax

JFartermgmail.com (¥13) 723-7A68 F1Z)134-79612 EF1Z) 134-79812
delress

o Stanybroak Lane,
roaklym, MY 11235

“ R2ERT1892 - Richard Kim i ~ ~ =~
I Rermayve Tax [T afiliation || Edil Uiser Tyae | Edit Pravider Azzaciation ]
L A . A vy
e 1D Tax Hame Contact Type
e ETH] Richard Kim Billing Start
hi= Uger has accegd 1o all Provider affiliated with 1hig Tax 1D
b G FEERER hwyilli ' R R . . ™
gk e illiams | Rermave Tax [0 Affiliatian | Edit User Type | 5 Edit Pravider Assaciatiar |
b N A A
ax 10 Tax Nams Contact Type
ity g bo] Sarah Williams Agpeinbmen Schedules

Fravidar Asscciation

Sarah Broaks 73 Bedmont 51, Staten Island, Wy 105374 THAEIDARTS TP 7 298
Uezugi Suzuxi &8 Broad =1, Forest Hille, NY 11375 1931208525 1000007163812
Total Recards: 2 < Shawing1-2 =
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Jdzer Mame*®

Fax

Srreet

Zip/{Pastal Code

EDIT USER INFORMATION

User Information

Comiplete the detsils oelow and click Save o continue. ALl fielos with an asterisk  are reguired.

First Mame = Lzzc Mems ™
N Midgdle Name -

Aiden ' Chattelle
Email * Verify Email

E_CWEEZE..E@'CD'I'IEE: Care.com E_CWEEZE..E@'CD'I'IEE: Care.com

Flesse enter user name n = email format.

E_CWEETE..EE'CD'I'IEE: Care.com

Office Phone Mumber

State/Province

Country

Sawe
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From the Portal User Information page
1. Click Edit User Type to change how the User functions for a

provider.

Note: Edit User Type popup displays.
2. From the drop down select user type.
3. Click Submit or Cancel.

Portal User Information

Raset Password Deactivata Usar Ard Mew Tax 1D Affiliation

% Lser Information

_.l' - Y
| Edit |
e A
First Mame Middle Nama Last Mame Email
Jabin Carter partermgmail com
Lser Mame Mabila Offica Fax
jearter mgmail .eom {X13] 723-7HGR (3123 134-796812 (123 139-19812
Address
A0 E:an;.:l.‘urﬂk Lams,
Araakiyn, MY 11235
W B2EET189F - Richard Kim -~ ~ 1~ L e -,
| Rermaye Tax 1D Afiliation 1 i Edil Llser Tyae L Edit Pravider Assaciatian |
. A : - -
Tax D Tax Hame Contact Tm
e R E T Richeard Kim Billing Staft
Thiz User has acceas (o all Provider affiliated with this Tax ID.
~ FBAZEINIE - 5 b willi e Ty R Ty
L . illiams I\ Rermayve Tax 1D Affiliatian 1 Edit Liser Type | Edit Pravider Assaciatian |
. o e -

Tax D Tax Mams Contact Type
THazEImE Saral Williams Agpentment Scheduler

Frovider Asscciation

Phionae
sarah Braoks 73 Hedmiont 53, Staten island, Wy 10374 AGAEINARTA TIONOFR T I8
Uezugi Suzuxi &8 Broad 51, Fores1 Hills, HY 11375 19312085625 100000762812




ConnectiCare

Edit User Type

Select the user type you want ko change from the drop-down and click save

Select User Type

Office Manager

Office Manager

[ Clinical Staff

Billing Staff
Appointment Scheduler
Eligibility Checker

Practice Maintenznce

Edit User Type

Select the user bype you want to change from the drop-down and click save
Select User Type
Office Manager
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From the Portal User Information Page.
1. Click Remove Tax ID Affiliation if the User is no longer authorized to

access information on behalf of the provider shown.
Note: Delete Tax ID popup displays.
2. Click Cancel to cancel the request or Confirm to remove the Tax ID.

Portal User Information

Roset Passwond ard Mew Tax I Affiliatian

% User Information

I ™
| Edit |
o A
First Mame Middle Nama Last Name Email
Jabin Cartar parteripemail.com
User Mame Mabile Office Fax
jearter mgmail eom {213]) 723-78G68 (F12134-19812 (312 134-79812
address
40 stanybroak Lane,
Aroaklyn, MY 11235
W BRSET1892 - Richard Kim P N e R -
| Rermaye Tax [0 Aliliatisn [ i Edit User Tyae 15 Edit Pravider Assaciation |
. ol e -~ e -
Tax D Tax Hame Congact Typs
ErgETAgD Richard Kim Billing Staft
Thiz User has access oall Provider affiliated with this Tax ID.
w~OTEZE3INE - 5 b weilli - Ty Ty Y
RENa s illiaamts | Rermave Tax [0 Affliatian | __ Edit User Type | & Edil Pravidar Assaciatian |
.. A A o

Tax 10 Tax Marma Contact Type
ThgaEInE Sarah Wilkams Agpeintrment Schedules

Fravider Asscciation

Phona
Sarah Braaks 73 Hedmnnt 53, Staten sland, NY 10374 THREIDAETS TIXIDMFE T 298
Uezugi Suzuxi 28 Broad &1, Forest Hills, HY 11375 19371208525 10007163812
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Delete Tax ID

@ Are you sure you want to remove access to this Tax (D7

e
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% Lser Informatian

First Mame
Jahin

User Hamie

jeartermgmail eom
Address

40 Stanybreak Lane,
Araakiyn, MY 11235

w  B25E671892 - Richard Kim

Tax D
g fpAgD

Tax 1D
rhozgyng

Pravidar Asscciation

From the Portal User Information Page
Click Reset Password.

W FRAZEATIA - Sarah Williams

Portal User Information

Middle Nama

Mahila
{113) 723-7RGR

Tax MName
Richard Eim

Thiz User has access (o all Provider affiliated with this Tax 1D,

Tax Marme

Sarah Wilkame

Last Name
Cartar

Office
(312 134-79812

ard Mew Tax I Affliatian

\ Edit

Email

parterm@amail .com

Fax
(31213479812

Remmayve Tax [0 Alfiliation \I Edit Uzer Tyae
"

Contact Type
Billing Staf

Ty
Rermave Tax [0 Afiliatian | __
-

Edit User Type

N
_)I : Edit Pravider Assadiatian

Edit Pravidar Assaciatian

Contact Type
sppranirment Schedules

Sarah Braaks

73 Acdmiprt 53, Staten Island, WY 10374 THAINARTA THI0MZEFI98

Uesugi Suzuk &3 Broad 51, Forest Hills, NY 11375 13371208525 100000763812
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The Reset Password popup displays.

1. Click Reset Password or click Cancel to return to User Information.
Note: An email will be sent to users email to fully reset password.

Reset Password

Are you sure you want to reset the password for this user? They

will receive an email with an link and instructions to reset their
password?

( Cancel

11
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From the Portal User Information page:

portals.
Note: Deactivate popup displays.

Click Deactivate User to completely remove the User’s access to our

2. Click Deactivate User or click Cancel to return to User Information.

User Information

First Mame
Jdethin

User Mame

jeartermgmail.eom
Address

40 Stanybrook Lane,
Araoklyn, MY 11235

W BE5LI1892 - Richard Kim

Taw 1D
Brnhndgs

W THAZEITE - Sarah williams

Tax D
THaxEzE

Pravider Asscciation

Sarah Braaks

Uesugi Suzuki

Portal User Information

Middle MName Last Mame
Carter
Mohile Office

{313]) 723-78G68 (12 13479612

Ard New Tax I affilkation

\ Edit

Email

pearteramail com

Fax
(312) 134-19812

| Rermave Tax 1T Alfiliation 14
N

Tax Hame
Richard Kim

Contact Typa
Eilling Stalt

Thi= User haz acceea o all Provider atfliated with this Tax ID.

g T
| Rermayve Tax 1D Alfiliatian | {
. o

~
Edit Liser Tyae 14
A

~
Edit User Type | @
A

. - e

Edit Pravider Azsaciatian

Edit Pravider Assaciatian

Tax Mame
Sarah Wiliams

Contact Type
Appentmen Scheduler

THRAHINEATS

73 Hedmpnt 51, Staten sland, WY 10374

&8 Broad 51, Forest Hille, MY 11375 1931208625

IR 7 298

100000753812
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Deactivate

access, and all history associated with their account. This action
cannat be undone.

® Are you sure you want 1o make this user inactive? They will lose their

( Cancel :I

13
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User Information

jeartermgmail.eom

Address

Araaklyn, MY 11235

Fravider Asscciation

From the Portal User Information page:
Click Add New Tax ID Affiliation to give the User access to providers
who use a different Tax ID and to assign the appropriate User Type(s).

Tax ID and Provider Association screen displays.

40 Sanybroak Lane,

Portal User Information

{¥12) 723-786R

Dractivata Lisar

Raset Password

(3120 134-79612

Ard New Tax I affilkation

l: Edin |
. -
First Mame Middle MNamea Last Mame Email
Jahin Cartar pearteramail com
user Name Maobila Office Fax

(312 134-79612

Phone

W B25LT1892 - Richard Kim R N ~,
Remmave Tax 10 Alfiliation | | Edit Uzer Tyvae | 4 Edit Pravider Assaciatian
e, A iy
Tax 1D Tax Hame Contact TW‘B
Bxghindga Richard Kim Eilling Stalt
Thi= User haz acceea o all Provider affliated with this Tax ID.
V¥ TRIZE3TE - Sarah willi R ™ . . ™y
L — illiams Rermayve Tax 1D Alfiliatian | __ Edit User Type | @ Edit Pravider Assaciatian |
- . A v
Tax D Tax Mama Contact Type
THgEEmE Sarah Willams Agppeiatmend Schedules

Sarah Broaks 73 Hedmpnt 51, Staten sland, WY 10374 THAEINAETA TIONOFR T8

Uesugi Suzuxi &8 Broad 51, Faorest Hills, NY 11375 1981208625 100000753812
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o

Tax ID and Provider Association

EDIT PORTAL USER

Tax ID and Provider Association

Complete the details below and click Save to continue. All fields with an asterisk * are required.

Select Tax ID * v Select User Type *

Cancel

15
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Select Tax ID from drop down.
Select User Type from drop down.
Click Next.

Click Done.

pPODdPE

Tax ID and Provider Association

EDIT PORTAL USER

Tax ID and Provider Association

Complete the details below and click Save to continue. All fields with an asterisk * are required.

Select Tax ID * v Select User Type *

Office Manager

Clinical Staff

Billing Staff
Appointment Scheduler

Eligibility Checker

q Practice Maintenance

Cancel

16
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O

Tax ID and Provider Association

EDIT PORTAL USER

Tax ID and Provider Association

Complete the details below and click Save to continue. All fields with an asterisk * are required.

Select Tax ID * v Select User Type * v

-

Cancel

< O

Confirmation

Confirmation

The user's Tax ID and Provider Associations have been successfully added. This change is effective immediately.

17



Thank
You



