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Course Overview

Welcome to the Provider Portal course.

This course will introduce you to L.A. Care’s Provider Portal platform and provide a
step-by-step guide for the Provider Portal Admin User Role function.

AUCIEE: - Directly Contracted Providers - Authorized Representatives

(Provider Portal Admin User) (Provider Portal Admin User)
é& - Sub-Contracted Providers

(Provider Portal Admin User)

Prerequisites

@ - N/A

Course Duration

@ - 2 hours




Course Agenda

Let’s look at the course agenda.

Module Name Duration

Introduction

Module 1: Introduction to Provider Portal 10 minutes

Module 2: Account Activation & Registration Process 15 minutes

Module 3: User Registration 20 minutes
LIVE DEMO 60 minutes

Course Summary/Questions 10 minutes




Course Objectives

After completing this course, you will be able to:

Perform all the admin activities (login, security set-up,
logout, and access homepage);

Execute the Guided Registration process;

Search for and access the Practitioner/Provider
information:;

- Add, Change, and/or Remove a User; and,

General introduction to Provider Portal functions.




Key Terms

Below are some of the key terms to keep in mind:

Term Description

Key Entity
Contact

The primary individual responsible for managing and overseeing interactions
and communications between the Provider/Provider Group and L.A. Care. Key
Entity Contact ensures the organization's compliance with portal use protocols
and acts as a liaison to streamline operations and resolve issues effectively.

User

An individual who has been granted access to the portal to perform specific
tasks or functions based on their role within a provider entity or organization.
Users can include healthcare providers, administrative staff, or other personnel
involved in managing services and communication with L.A. Care.

Contact

An individual designated by a provider entity or organization who is
responsible for specific roles or communications within the portal. Contacts are
typically associated with tasks, such as managing service authorizations,
submitting documentation, or responding to inquiries. Once a User has been
added, they become a Contact.

Account

An "Account" represents a Provider Profile on the Provider Portal. Users can
have access to multiple provider accounts based on their contract
relationship/affiliation with L.A. Care

“PPA”

Provider Portal Admin
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User Access Roles

ROLE

CAN VIEW

Provider Portal Roles — EXTERNAL- Updated March 2025

PROVIDER PORTAL
ADMIN USER

Administers portal access
and settings.

Can view/access general eligibility for
assigned and unassigned members.

Can view assigned members: claims RA
level, auth, plan, coverage and benefits
details.

Can view extensive detailed
provider/practitioner/facility level
information

+ User Management

» User Registration

ENTITY KEY CONTACT
& ATTESTATION USER

Administers portal access and
compliance attestations.

Can view/access general eligibility for
assigned and unassigned members.

Can view assigned members: claims RA
level, auth, plan, coverage and benefits
details.

Can view extensive detailed
provider/practitioner/facility level
information.

Attestations and
Remediations

User Management

User Registration

BILLING / MSO /
CLAIM USER

Manages billing, MSO tasks,
and claims.

Can view/access general eligibility for
assigned and unassigned members.

Can view assigned members: claims RA
level, auth, plan, coverage and benefits
details.

Can view extensive detailed
provider/practitioner/facility level
information.

GENERAL /
AUTHORIZED USER

Accesses the portal for
authorized activities.

Can view general eligibility for assigned
and unassigned members.

Can view members: plan, coverage and

benefits details. *Can only view claim
header detail.

Can view extensive detailed
provider/practitioner/facility level
information.
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Module Objectives

After completing this module, you will be able to:

- Login to and Logout from Provider Portal.

- Access the Provider Portal Homepage.
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Provider Portal — Overview 2x

The Provider Portal is a comprehensive online platform designed to facilitate

seamless interaction between healthcare providers and the L.A. Care administrative
system.

It offers a range of features and tools to enhance operational efficiency, improve
communication, and support data-driven decision-making.

By understanding the different user roles and access levels, providers can
effectively utilize the portal to meet their specific needs.

Let’s get started with the Provider Portal login.



Login and Security

The steps to login to the Provider Portal are outlined below:

Use lacare.org/providers URL to navigate to the Provider Portal.

Under the For Contracted Providers section, click the Sign-in to Provider
Portal button to open the Microsoft Sign-in page. 9_

s o [
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Login and Security (contq) 2%

The steps to login to the Provider Portal are outlined below:

On the Microsoft Sign in page, enter your login credentials (Username
and Password) and click Sign in to log into your account.

Upon successful login, you will land on the Provider Portal Homepage.

—
58 LA care PR
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Next, let's see how you can log out of Provider Portal.



Logout

The steps to logout of Provider Portal are outlined below:

Click the User's name on the top right.

Select the Log Out option from the dropdown. You will be redirected to the LA
Care website.

Next, let's explore the Provider Portal Homepage.



L)

Homepage — Overview ez

The Homepage of the Provider Portal is the main or introductory page of the Provider
Portal. It serves as the starting point for navigation and provides an overview of what
the Provider Portal offers.

The Homepage module will familiarize you with the navigational elements and
standard features available on the Provider Portal Homepage. Access levels on the
Provider Portal vary based on user type. In this module, we will explore:

Provider Portal Admin Homepage View

General User Homepage View

Next, let’s review the components of the Provider Portal Admin Homepage.



Homepage — Provider Portal Admin

As a Provider Portal Admin, you can view the following key components on the
Provider Portal Homepage:

L.A. Care Logo

...........

jons  Secure Messages  Authorizations Resources Claims Users Reports uick Actions

nteractiof
é 99 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTE I

Notifications Icon

User ICon " Secure Messages
Menu Items ; -
L0} Recent Record:
Account Details it —wa i
Quick Action Tiles @ - =
Secure Messages Section —
E Important Contact Information 5] Case- submit Authorization Request
Important Announcements e | B
Section -
(10 s
Recent Records Section
provider Helptine | g ™ A
Important Contact -

Information Section

Footer Section

Next, let's discuss each of these components in detail to ensure you can
effectively utilize all the features available on the Provider Portal Homepage.




Module Summary

Now that you have completed this module, here is the summary of what you have
learnt, how to:

Login to the Provider Portal using your login credentials.

Logout from Provider Portal, navigate to the User Profile
and click Logouit.

Access the Provider Portal Homepage.

15 eo e
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Account Activation Emails 298

Once the user has been added to the account, they will automatically receive an account
activation email at their registered email address.

For existing contacts (users), the email confirms that they have been added to the
account. For new contacts, the email includes a link to follow the Microsoft Registration
process and access the Provider Portal Homepage.

Next, let's review a sample email for both existing and new contacts.



L
(J
T

Account Activation Emails — -
New User

The subject line for the new user account activation email will be as follows:
“Welcome to the L.A. Care Provider Portal: Verify your account”

=

The key information available in the account 581 A Care
activation email for a new user will be:

Welcome

to the Provider Portal!

Confirmation Section: In this section,
you will get a confirmation that you have
been registered to the Provider Portal.

Call to Action Section: In this section,
you will find the Register button to
activate your Provider Portal account.

Contact and Additional Details
Section: In this section, you will find
important instructions and the L.A. Care
helpdesk contact information.

Next, let's see how the Provider Registration process is performed.




Account Activation Emaills —
Existing User

The subject line for the existing user account activation email will be as follows:
“Welcome to the L.A. Care Provider Portal: You have been added to an account”

The key information available in the account o LA Care

activation email for an existing user will be:

Welcome

to the Provider Portal!

Confirmation Section: In this section, you
will get a confirmation that your account has

. Dear Albert Brown,
been aCtlvated' °Congratulationsle>

This is to confirm that your account has been activated. You
may log in to the Provider Portal by selecting the button

below:

Call to Action Section: In this section, you
will find the Log in to Provider Portal button

and the MS Login links, which will direct you Kol e il S

. . . < .Logm.URLiorht‘tg.//v\./ww.la(ar.e.qrgand syelecnngthe
to the PfOVlder Portal IOgln page. USIng your e Provider Sign In’ and ‘Sign in to Provider Portal’ buttons.
login credentials, you can access the Provider O T L
Portal and the account to which you have E—
been added. L.A. Care Health Plan

Contact details: In this section, you will find
the contact information in case you have any
guestions.
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Provider Registration - Overview

To streamline the process for providers to register and manage their services on the
Provider Portal, they must complete the Microsoft Registration process. This ensures
a secure and efficient onboarding experience.

Upon receiving the account activation email, new users need to click the Register
button or the Microsoft Registration URL link to access the L.A. Care login page
and complete the Microsoft Registration process. Existing users can directly log in to
the Provider Portal using their login credentials.

Next, let’'s see how a new user can perform Microsoft Registration and access
Provider Portal.



Provider Registration =25

New users will need to perform the following steps to activate their Provider Portal
account:

After clicking the Register button or the Microsoft Registration URL link, you
will be directed to the L.A. Care Login Page. Click Sign up now.

%8¢ LA Care

HEALTH PLANs

Sign in with your email address




Provider Registration (contd)

New users will need to perform the following steps to activate their Provider Portal
account:

After clicking Sign up now, you will be directed to the Sign-up page. In the
Email Address field, enter the email address where you received the account
activation email.

Next, click Send verification code.




Provider Registration (contd)

New users will need to perform the following steps to activate their Provider Portal
account:

In the Verification code field, enter the 6-digit numeric verification code that
was sent to the email address you entered in the Email address field.

Click Verify code.

»&¢ LA Care
N HEALTH PLANS
Verification code has been sent to your inbox. Please copy it
to the input box below.
albertbrown@|acare.org
Verificati de
5 e

Note: If you don’t receive the code, you can click Send new code to request for a
new code.




Provider Registration (contq) 2

New users will need to perform the following steps to activate their Provider Portal
account:

Next, enter the appropriate
data in the New Password,
Confirm New Password,
Display Name, Given
Name, and Surname fields.
The New Password and
Confirm New Password
fields are mandatory to
proceed further, and the
password entered in these
two fields should match.

Click Create.

Note: The information provided during Microsoft registration will update the existing
user and contact details in the system, except for the email address. If you will try to
Input a different email address, the registration will be rejected.

Next, let’s review the possible errors you might encounter on this screen.



Provider Registration — Errors 3

The following errors might occur while performing the Microsoft Registration:

If you click Create without entering a password in the New Password and
Confirm Password fields, you will receive the error message: "A required field
IS missing. Please fill out all required fields and try again." Additionally,
other error message(s): “The information is required.” indicating the specific
fields that are required will be displayed as highlighted below.

LA. Care
ing. Please fill out all required fields




Provider Registration — Errors (conta)
The following errors might occur while performing the Microsoft Registration:

If the passwords in the New Password and Confirm Password fields do not
match, you will receive the error message: "The password entry fields do not
match. Please enter the same password in both fields and try again.”

< Cancel

..........
The password entry fields do not match. Please enter the
same password in both fields and try again.

E-mail address verified. You can now continue.

Albertbrown@lacare.org




Provider Registration — Errors (conta)
The following errors might occur while performing the Microsoft Registration:

If the passwords in the New Password and Confirm Password field do not
meet the required criteria, you will get the below highlighted error message.

184 LA Care

HEALTH PLANs
The password entry fields do not match. Please enter the
both fields and try again.

L)

8-16 characters, containing 3 out of 4 of the following:

Lowercase characters, uppercase characters, digits (0-9), and
one or more of the following symbols: @ # $ % » & * - _+ =
[N 2/ ~"0)
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Provider Registration — Errors (contq) &=

The following errors might occur while performing the Microsoft Registration:

If you try to register an existing user, you will get the error message: “A user
with the specified ID already exists. Please choose a different one.”

uuuuuuuuuu
A user with the specified ID already exists. Please choose a
different one

E-mail address verified. You can now continue.

Albertbrown@lacare.org w

Next, let's resume the Microsoft registration process.




Provider Registration (contd) vic

New users will need to perform the following steps to activate their Provider Portal
account:

In the Country Code field, enter the country/region code using the drop-down list
and in the Phone Number field, enter your phone number.

After entering country code and phone number, the Send Code and Call Me buttons
will be enabled. Based on your preference, click one of these buttons to proceed
further:

Send Code: The
verification code
will be sent to your T

phone number via proc s

Country Code

text message. (oo

Phone Number

204 LA Care
DN HEALTH PLANs

Call Me: You will
receive a call with
the verification
code.




Provider Registration (contd o
New users will need to perform the following steps to activate their Provider Portal

account:

In the Verification Code field, enter the 6-digit numeric verification code
which is sent to the phone number you entered in the previous step.

Click Verify code.

Note: The Verify Code button will enable after entering the verification code.

After entering the verification code, you will be directed to the Enter User
Information page. Next, let's see what details are to be entered on the Enter
User Information page.
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Enter User Information

After completing the Microsoft Registration process, users must fill out the Enter
User Information form to proceed further. This is a one-time process for the new
users.

The Enter User Information form is divided into two sections:

Personal Information: In this section, ensure that the personal details of the
user in all the mandatory fields such as First Name, Last Name, etc. are
accurately populated. The mandatory fields are marked with asterisk (*).

Contact Information: In this section, enter the contact details of the user in the
Phone field, which is a mandatory field.

Salesforce Vv Contact Information
*Phone Fax

8168281682

albert@lacvoicecrm.devpro Log Out

Mailing Street Mailing State/Province

Enter User Information ‘ |

" .
Personal Information Mailing Zip/Postal Code Mailing Country

Salutation *First Name ‘ |

[——None—— :] { Albert ]

Middle Name *Last Name

[ ] { Brown ] pua@tte.com

Company Email

Suffix Primary Language

[ | e 1

Gender Date of Birth Next

e

Secondary Language

© 2024 Salesforce, Inc. All rights reserved.
--None-- :




Enter User Information (conta)

The users will have to perform the following steps to fill in the Enter User Information
form:

1. Inthe Contact Information section, enter your phone number in the Phone
field. This will ensure that all the mandatory fields are complete.

salesforce

Enter User Information

V' Personal Information

Salutation

[ --None--

Middle Name

34 co e



Enter User Information (conta)

The users will have to perform the following steps to fill in the Enter User Information
form:

2. Scroll to the bottom of the page and click Next to proceed further.

Vv Contact Information

*Phone

[ 8168281682

35 co e



Enter User Information (conta)

The users will have to perform the following steps to fill in the Enter User Information
form:

3. Review the entered details and click Login.

Enter User Information

V Personal Information

“Name
Salutation First Name
Mr. Albert

Middle Name Last Name

Suffix Brown

Primary Language
English

Gender
Male

Date of Birth
July 12,1997

Secondary Language

Vv Contact Information

Phone
8168281682

Company Email

pua@tte.com

Note: If you want to update the entered details, you can click Previous. You will be

directed to the previous screen where you can edit the fields. 2




Enter User Information (conta)

After clicking Login, the user is logged into Provider Portal for the first time. The
Provider Portal Homepage displays. Here, you can check your username as
highlighted below:

7 LA Care 2 [@ -

E 4p i tH O PLAN.

#& MyProfile Interactions Secure Messages Authorizations Resources Claims Users Reports Quick Actions

99 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER

Secure Messages

Recent Records

Important Announcements

W ARNOUnCement

Important Facility Site Review and Medical Record Review Changes Aug 04
The Department of Health Care Services (DHCS) has updated the Facility Site Review [F5R) and Medical Record
Review (MER) Criteria that LA, Care Murse Reviewers use a5 [ools [0 conduct audits. New criteria updates will be
mplemented on july 1, 2. The updates are based on recommendations from experts in prevention and evidence
based medicine and align with local, state and federal guidelines.
& A rrican Academy of Pediairics, B'I:.;“‘. Futures

3 . Taoa r -

Note: The Provider Portal Homepage View will differ according to the user's
assigned role. For example, if a user is assigned the Provider Portal Admin role,
they will see the Provider Portal Admin Homepage view.




Module Summary

Now that you have completed this module, here is the summary of what you have
learnt, how to:

Initiate Guided Registration on Provider Portal and IDT
Console;

Perform Microsoft Registration;

Fill and submit the Enter User Information form; and,

Switch Account.

38 eo e




S
Ba

D
LA Care

For All of L.A.

Module 3: User Registration




Module Objectives

After completing this module, you will be able to:

- Perform Guided Registration on the Provider Portal.
- Add, change, or remove a User.
- Account Activation

40 eo e
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Provider Information Overview 2x

Provider information on the provider portal is a critical component for effective
healthcare management. It ensures that all stakeholders have access to essential
details about healthcare providers, facilitating better communication, coordination,

and quality of care.
In this module, the following topics will be covered:
Guided Registration
Account Activation Emails
Provider Registration

Enter User Information

Let’s start with how the guided registration process can be performed.



(Y-

Guided Registration s

Guided Registration on the Provider Portal is designed to make the onboarding
process as smooth and efficient as possible.

By providing step-by-step instructions, validation checks, and helpful tooltips, it
ensures that users can complete their registration accurately and with minimal
hassle.

Upon receiving a request (via email or any other form of communication) from a
prospective user indicating that they want to be added to an account, the Provider
Portal Admin or Account Manager initiates the guided registration.

In this module, you will learn how the guided registration process is:
Initiated by a Provider Portal Admin (PPA).
Initiated by an Account Manager (AM) or Provider Network Manager (PNM).

Let’s start with the Guided Registration initiated by a Provider Portal Admin (PPA).



Guided Registration — PPA “x

Guided Registration allows Provider Portal Admin to register/add new or an existing
user to an account. Login to the Provider Portal using your login credentials to
navigate to the Homepage of the Provider Portal.

Follow the below steps to complete the guided registration on Provider Portal:

Click the Manage Users button OR click the Users tab from the menu as shown
below to navigate to the Users list view page.

1
-
,Q LA Care A e Admin Provi.. ¥
HEALTH PLANs N
A& MyProfile Interactions Secure Messages Authorizations Resources Claims ports Quick Actions v
99 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER
Secure Messages
08/23/2024
‘_ ﬂsbj[AgIZZUSBGS >
Practitioner/ Create Manage Description - August 23 - US 865
Provider Search Interaction Users 833004
ﬂ August 23 -1 subje >
August 23 -1 Des pt
08/23/2024
ﬂ su bj ct - Test Value >
m Important Announcements Description - Test Value
08/23/2024
v Announcement ﬂ su bj ct 890 -890 >
Important Facility Site Review and Medical Record Review Changes Aug 04 Description 830 -850
The Department of Health Care Services (DHCS) has updated the Facility Site Review (FSR) and Medical Record Review 08/22/2024
(MRR) criteria that L.A. Care Nurse Reviewers use as tools to conduct audits. New criteria updates will be implemented ubiect - Co  Mesamse Verific
on July 1, 2022. The updates are based on recommendations from experts in prevention and evidence based medicine ﬂ j < mP “7Be ate >
and align with local, state and federal guidelines. D pI - Compose Message Verification - R...
+ American Academy of Pediatrics, Bright Futures
+ S. Preventive Services Task Force, Grade A and B recommendations
+ American College of Obstetricians and Gynecologist View All
+ Advisory Committee on Immunization Practices
In order to assist you in preparing for these changes, the Facility Site Review Collaborative has developed a provider -

Note: Users may also be called “contacts” within the system during the registration
process.



Guided Registration — PPA (contd)

Follow the below steps to complete the guided registration on Provider Portal:

On the Users list view page, click Add User button to register the user to an
account. You will land on the Register User to Account page.

£ LA Care & @) wrarn -

HEALLTH PLAMN

# MyProfile Interactions Secure Messages Authorizations Resources Claims  Users Reports  Quick Actions w

99 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER

Users
All Users
Name Account Contact Role Account Name tion Nama Phone Email
AD Proider Portal Admin User &% MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES B WHEELCHAIR CENTER STI9E0039  votewsda 3 Earpe:

Admin Prow

Fortal Frovidar Partal Admin User 5% MEDICAL EQUIPMENT, HEALTHCARE SLIPFLIES & WHEELCHAIR CENTER EESESEESES  adminuser@testo

Admin Provider Portal Test Entity Kely Contact & Aestation User 9% MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER 5555555555 rorerc4S108 ploncy
Auth Adrmin Posrtal Use Frosider Portal Admin User % MEDICAL EQUIPMENT, HEALTHCARE SURFLIES & WHEELCHAIR CENTER TIFTITITT?  authadminusen@te
Auth Genaral Fortal Lise 5% MEDICAL EQUIPMENT, HEALTHCARE SLIPFLIES & WHEELCHAIR CENTER 223232202 authgeneraluserit
Banmy 55 Providar Portal Admin Liser % MEDICAL EQUIPMENT, HEALTHCARE SUPPUIES & WHEELCHAIR CENTER TIORI05332  ojilS2E46E hapied.
chinki Frosider Portal Admin User % MEDICAL EQUIPMENT, HEALTHCARE SURFLIES & WHEELCHAIR CENTER 9731960039 hofixa 1463 @biowe
WOTEST Tasti2 34 General Authorized User % MEDICAL EQUIPMENT, HEALTHCARE SUPFLIES & WHEELCHAIR CENTER adrminusenioectog
daoby do Prowveder Portal Admin LUser S% MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CEMTER STI960039  yibewoSHESEbisco
ack Jacky Frosider Portal Admin User % MEDICAL EQUIPMENT, HEALTHCARE SURFLIES & WHEELCHAIR CENTER TFI0BI0B332 locawag? ] Sdeicda,
ane Provider Portal 9% MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CEMTER SESESSE5ES  adminusen@oestoo
Jshn 5 9% MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CEMTER authgeneraluserit
3T T Provsder Portal Admin Lser &% MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES B WHEELCHAIR CENTER 731960039 rorerc4S10M ploncy
Leis White Prosider Portal Admin User 9% MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CEMTER otawada 3darpe:
Hamel TestPr Entity Key Contact & Attestation User 5% MEDICAL EQUIPMENT, HEALTHCARE SUFPLIES & WHEELCHAIR CENTER 23433333223 lefobB05S01 @)jofuso o

co e e

)

eo oo




Guided Registration — PPA (contd)

Follow the below steps to complete the guided registration on Provider Portal:

On the Register User to Account page, in the Role field, select the role that

you want to assign to the user from the drop-down list.

b‘ LA cal’e a e Admin Provi... ¥

|
RN HEALTH PLAN

A& MyProfile Interactions Secure Messages Authorizations Resources Claims Users Reports Quick Actions w

99 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER

Register User to Account steps

To Register a User, please use the contact search to find an existing user. If no existing contact is found. You may register a new O Register User to Account

contact.

Account Name
99 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER

*Role Department Name

v

- Clear - Department Phone
I Provider Portal Admin User

Billing / MSO / Claim User

General Authorized User

Entity Key Contact & Attestation User

Cancel

Privacy Policy | Terms & Conditions | Contact Us | 1-888-4LA-Care (1-888-452-2273)

L
=

,.-
=

{
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Guided Registration — PPA (contd)

Follow the below steps to complete the guided registration on Provider Portal:

In the Department Name, Department Email, Department Phone, and
Responsible for fields, you can add additional user details. These fields are
optional (but recommended).

'&¢ LA Care

Cd
OIS HEALTH PLAN

Register User to Account

contact.

Account Name

*Role

Provider Portal Admin User

To Register a User, please use the contact search to find an existing user. If no existing contact is found. You may register a new

A e Admin Provi.. ¥

A MyProfile Interactions Secure Messages Authorizations Resources Claims Users Reports Quick Actions v

99 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER

Steps

O Register User to Account

99 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER

Department Name

v Finance

Department Email
Finance@lacare.org

Department Phone

(555) 242-3343

Responsible For

[

| {CGlear=

834

Attestation

Contracting

4 ms & Conditions | Contact Us | 1-888-4LA-Care (1-888-452-2273)

I Compliance
Um

C K
= -
¢



Guided Registration — PPA (contd) vic

Follow the below steps to complete the guided registration on Provider Portal:

Next, In the Contact to Register field, you can select New Contact (if the user
needs to be added to the new account) or Existing Contact (if the user needs to
be added to the account is already an existing user).

Y
®f LA Care .
anlIH P LA M A o»\ammpm.
# MyProfile Interactions Secure Messages Authorizations Resources Claims Users Reports Quick Actions

99 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER

Register User to Account steps

To Register a User, please use the contact search to find an existing user. If no existing contact is found. You may register a new O Register User to Account
conta

ontact.

Account Name
99 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER

*Role Department Name
Provider Portal Admin User A Finance
Department Email Department Phone

(555) 242-3343

Privacy Policy | Terms & Conditions | Contact Us | 1-888-4LA-Care (1-888-452-2273)

Note: The process flow from here will be slightly different for the New Contact and
Existing Contact. First, let's see the steps for adding a user for a New Contact.




Guided Registration — PPA i
New Contact
Follow the below steps to complete the guided registration on Provider Portal:

In the Contact to Register field, select the New Contact radio button. Click
Next. You will be directed to the Enter User Information page.

Note: A new process flow will appear in the Steps sections as highlighted below.

s8¢ LA Care PR - YR

Al HEALTH PLAN

A& MyProfile Interactions Secure Messages Authorizations Resources Claims Users Reports Quick Actions v

99 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER

Register User to Account Steps

To Register a User, please use the contact search to find an existing user. If no existing contact is found. You may register a new O Register User to Account

contact.
®  Enter User Information
Account Name

99 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER ®  Review & Submit

* Role Department Name
Provider Portal Admin User v Finance
Department Emat Department Phone
Finance@lacare.org (555) 242-3343
Responsible For
Compliance v

* Contact to Register

Existing Contact
You will be prompted to Enter New User Information in following step.
fance m
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Guided Registration — PPA .

New Contact
Follow the below steps to complete the guided registration on Provider Portal:

On the Enter User Information page, enter the user details such as the First
Name, Last Name, Email, Phone, and Organization Name. The mandatory fields
will be marked with asterisk (*). Now, click Next to navigate to the Review &
Submit page.

Note: The email input here will become that user’s login ID.

99 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER

Enter User Information Steps

Account Name @ Register User to Account
99 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER |

O Enter User Information
Role

Provider Portal Admin User ®  Review & Submit

Name

*First Name

Albert

*Last Name

Brown

*Email @

Albertbrown@lacare.org

*Phone
(555) 333-2223

Organization Name

Network Medical Management v

Privacy Policy I Terms & Conditions | Contact Us | 1-888-4LA-Care (1-888-452-2273)




Guided Registration — PPA i
New Contact
Follow the below steps to complete the guided registration on Provider Portal:

On the Review & Submit page, review the user details and click Save &
Submit.

If any correction is required for the contact details or contact role, use the Previous
button to go back to the previous page and update the user details or role.

L.A. Care A eadminprwi“ -
IR HEALTH PLAN g

A MyProfile Interactions Secure Messages Authorizations Resources Claims Users Reports Quick Actions v

99 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER

Review & Submit Steps

Review all entered information; If any is incorrect, please click the "Previous" button to make edits. T Register User to Account
Account Name @  Enter User Information
99 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER ‘

Role O Review & Submit
Provider Portal Admin User

Name

First Name
Albert

Last Name
Brown

Email
Albertbrown@lacare.org

Phone
5553332223

Organization Name
Network Medical Management




Guided Registration — PPA

New Contact

Upon clicking Save & Submit, the Users List View will be displayed. An activation
email is sent to the user’s email address.

2 LA Care & @ smaren

HELLTH PLABN

# MyProfile  Interactions Secure Messages Authorizations  Resources  Claims  Users  Reports  Quick Actions ~

99 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER

T
isllE Elsers fd ser

Name ¢ Account Contact Role Account Name Organization Name Phone Email
Al Prowidar Portal Admin User G5 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CEMTER GTINAE0039  wotewsds MiEacpe:
admin Provider Partal Prowider Portal Admin User 9% MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES B WHEELCHAIR CENTER GE50AG5555  adminuser@oest oo
Admin Provider Portal Test Entity Key Contact & Attestation User 93 MEDICAL EQUIPMENT, HEALTHCARE SUFFLIES & WHEELCHAIR CEMTER 5555553555 rorerg<4B10@plong
#Auth Adrmin Portal Use Prosdider Portal Admin User 93 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CEMTER TIT 777 authadminuse e
Mwth Genaral Portal Use G5 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES B WHEELCHAIR CEMTER 22pxa222  authgeneralusart
Banny 55 Frowider Portal Admin User &5 MEDICAL EQUIPMENT, HEALTHCARE SUIFFLIES & WHEELCHAIR CEMTER TIEI04332  jojilszededhapied.
chink Prosdider Portal Admin User 93 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CEMTER 9731960039  hofixal 63 @bicwe
IOTEST Tast1234 Ganeral Authorized User %5 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES B WHEELCHAIR CENTER adrminuser@est o
dooby do Frowider Portal Admin User &5 MEDICAL EQUIPMENT, HEALTHCARE SLIFFLIES & WHEELCHAIR CENTER 731960039 yibewoSSAS@bisco
ack |acky Prosdider Portal Admin User 93 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CEMTER TIDE103332 locawag TSl einde,
ane Provider Portal 93 MEDICAL EQJUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER 5555555555 adminusen@nest oo
khn s % MEDICAL EQUIPMENT, HEALTHCARE SUFPFLIES & WHEELCHAIR CEMNTER authgeneralusanit
omr me Prowider Portal Admin Liser o5 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER SYIT9E0039  rorercdG10@plonoy
Loaiis White Prosdder Portal Admin User 93 MEDICAL EQJUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER WG arpe:

Hamel Tast

Entity Key Contact & Attestation User 9% MEDICAL EQUIPMENT, HEALTHCARE SUIPPLIES & WHEELCHAIR CENTER 23433333223 lefobB0501@ofuso -

We will discuss about the activation emails later in this module.

Now, let's see how to add an Existing Contact to an account next.

co e e
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Guided Registration — PPA “x

Existing Contact
Follow the below steps to complete the guided registration on Provider Portal:

In the Contact to Register field, select the Existing Contact radio button. Upon
selecting Existing Contact, the Contact field appears. You can search and select
the existing user contact to register to the account.

The Contact field is a search field, you can enter the name of the user to
search.

Note: A new process flow will appear in the Steps sections as highlighted below.

99 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER

Register User to Account Steps

To Register a User, please use the contact search to find an existing user. If no existing contact is found. You may register a new O Register User to Account
contact. |
®  Review & Submit

Account Name
AEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER

Provider Portal Admin User A4

Privacy Policy | Terms & Conditions | Contact Us | 1-888-4LA-Care (1-888-452-2273)




Guided Registration — PPA i
Existing Contact
Follow the below steps to complete the guided registration on Provider Portal:

After entering the user’s name in the Contact field, the contact details such as
Contact Name, Contact Email, and Contact Phone will appear. Click Next to
proceed to the Review and Submit page.

Register User to Account Steps

To Register a User, please use the contact search to find an existing user. If no existing contact is found. You may register a new O Register User to Account

contact,

®  Review & Submit
Account Name
99 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER

*Role Department Name
Provider Portal Admin User v
Department Email Department Phone

Responsible For

v
* Contact to Register
New Contact (@ Existing Contact
Contact
Albert Brown Q

Contact Name
Albert Brown

Contact Email

albertbrown@lacare.org

Contact Phone
5553332223

Cancel




Guided Registration — PPA i
Existing Contact
Follow the below steps to complete the guided registration on Provider Portal:

On the Review & Submit page, review the user details and click Save &
Submit.

If any correction is required for the user details or user role, use the Previous button
to go back to the previous page and update the user details or role.

2ed LA Care A P

CIRN HEALTH PLANs

A MyProfile Interactions Secure Messages Authorizations Resources Claims Users Reports Quick Actions v

99 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER

Review & Submit Steps

Review all entered information; If any is incorrect, please click the "Previous” button to make edits. ©  Register User to Account

Account Name O Review & Submit
99 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER

Role
Provider Portal Admin User

Name

First Name
Albert

Last Name
Brown

Email
albertbrown@lacare.org

Phone
5553332223

Organization Name 8
Cancel Previous l Save & Submit




Guided Registration — PPA

Existing Contact

Upon clicking Save & Submit, the Users List View will be displayed. An activation
email is sent to the user’s email address.

LA Care & @ o -

HEALTH PLAHN

#A MyProfile Interactions Secure Messages Authorizations Resources  Claims  Users  Reports  Quick Actions v

99 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER

Users

All Users B

Name T Account Contact Role Account Nama Organization Name Phone Email
Al Prowidar Partal Admin User % MEDICAL EQUIPMENT, HEALTHCARE SUIPPLIES B WHEELCHAIR CEN G731960039  votewadd Jh@acpe:
admin Provider Fortal Prowider Portal Admin User % MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTE! GESLAGESES admmimuse r@test oo
# Pr Partal Test Entity Key Contact & Atestation User 93 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CEN rorerc451 @ plonoy
#uth Adrmin Partal Use: Prowider Portal Admin User 93 MEDICAL EQUIPMENT, HEALTHCARE SLUUPPLIES & WHEELCHAIR CENTE authadminusen@e
awth Genaral Portal Lse &% MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CEN 2222223222 authgeneraluser@t
Banny 55 Prowsder Portal Admin User % MEDICAL EQUIPMENT, HEALTHCARE SLIFFLIES & WHEELCHAIR CENTE! TI0E103332  |ojis2e46@hapied.
chinki Frowvider Portal Admin User 3 MEDICAL EQUIFMENT, HEALTHCARE SUUPFLIES & WHEELCHAIR CENTE 9731960039 hofixald63@biowe
JOTEST Tast! 234 General Authorized User % MEDICAL EQUIPMENT, HEALTHCARE SLIPPLIES & WHEELCHAIR CENTE adrninusengoest o
daaby do Prowidar Portal Admin User S% MEDICAL EQUIPMENT, HEALTHCARE SUPFLIES & WHEELCHAIR CEM G7I960039  yibewoSHA5@bisco
ack |acky Prowidar Portal Admin Uses 9% MEDICAL EQUIPMENT, HEALTHCARE SIUPFLIES & WHEELCHAIR CEMTER TIOBI09332 |locawag Tl Sleids,
ane Provider Portal 9% MEDICAL EQUIPMENT, HEALTHCARE SIUPFLIES & WHEELCHAIR CEMTER 5555555555 adminusenirest oo
John 5 % MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER authgeneraluserdt
armr me Prowider Portal Admin User % MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER SPAI60029  rorercaS1 0@plonoy
Loais White Prowider Portal Admin Uses 9% MEDICAL EQUIPMENT, HEALTHCARE SIUPPLIES & WHEELCHAIR CENTER wotawads J@acpe:
Hamel TastPF Entity Key Contact & Atrestation User 9% MEDICAL EQUIPMENT, HEALTHCARE SLIPPLIES & WHEELCHAIR CENTER 23433333223 lefobE0501 @jofuzo <

Next, let's see how you can change the Account Contact Role.
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Update User Role — PPA

On the Provider Portal, the Provider Portal Admin can update only the role of a
contact (user) associated with a specific account. To update the contact role, please

log in to the Provider Portal and follow these steps:

Click the Manage Users button OR click the Users tab from the menu as shown

below to navigate to the Users list view page.

107 LA Care -

O HEALTH PLANs 1
A MyProfile Interactions Secure Messages Authorizations Resources  Claims & Reports  Quick Actions v

99 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER

Secure Messages

YanYy
2 08/23/2024

", ﬂ Subject - August 23 - US 865
Search Practitioner/ Create Description - August 23 - US 865
Members Provider Search Interaction -

ﬂ August 23 -1 subject
August 23 -1 Description
08/23/2024

Subject - Test Value
m Important Announcements

Description - Test Value

08/23/2024

v Announcement ﬂ Subject 890 890
Important Facility Site Review and Medical Record Review Changes Aug 04 Description 890830
The Department of Health Care Services (DHCS) has updated the Facility Site Review (FSR) and Medical Record Review
(MRR) criteria that L.A. Care Nurse Reviewers use as tools to conduct audits. New criteria updates will be implemented
on July 1, 2022. The updates are based on recommendations from experts in prevention and evidence based medicine ﬂ
and align with local, state and federal guidelines.
+ American Academy of Pediatrics, Bright Futures
+ S. Preventive Services Task Force, Grade A and B recommendations
+ American College of Obstetricians and Gynecologist
+ Advisory Committee on Immunization Practices
In order to assist you in preparing for these changes, the Facility Site Review Collaborative has developed a provider

08/22/2024

Subject - Compose Message Verification -
Regression

Description - Compose Message Verification - R...

View All




Update User Role — PPA

Follow the below steps to update the contact role for an account on Provider Portal:

On the Users list view page, click the Name of the user/contact for which you
want to change the role.

LA Care

HEALLTH PLAMN

# My Profile
Users
All Users
Name 1

Admin Prow

Admin Prowider Portal Test

Auth Adrnin Portal Use

Auth Genaral Fortal Lise

Banmy 55

chinki

IOTEST Tast] 234
daaby do

ack Jacky

ane Provider Portal
fehn 5

jamr me

Lewis White

Hame1 TestPP1

Interactions

Secure Messages

Authorizations

Resources  Claims  Users

A e Admin Frowd. ¥

Reports  Quick Actions w

99 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER

Account Contact Role
Providar Portal Admin User

Frosdar Portal Admin User

Enitity Kely Contact & Atestation User

Frosdder Portal Admin User

Prowidar Portal Admin User
Frosdder Portal Admin User
General Authorized User

Proweder Portal Admin User

Frosdder Portal Admin User

Providar Portal Admin User

Prosider Portal Admin User

Entity Key Contact & Attestation User

Account Name

9% MEDICAL EQUIPMENT,
5% MEDICAL EQUIPMENT,
93 MEDICAL EQUIPMENT,
93 MEDICAL EQUIPMENT,
5% MEDICAL EQUIPMENT,
9% MEDICAL EQUIPMENT,
93 MEDICAL EQUIPMENT,
% MEDICAL EQUIPMENT,
&% MEDICAL EQUIPRENT,
93 MEDICAL EQUIPMENT,
93 MEDICAL EQUIPMENT,
&% MEDICAL EQUIPRENT,
9% MEDICAL EQUIPMENT,
93 MEDICAL EQUIPMENT,

5% MEDICAL EQUIPMENT,

HEALTHCARE SLIPFLIES & WHEELCHAIR CENTER
HEALTHCARE SUPFLIES & WHEELCHAIR CENTER
HEALTHCARE SUPPLIES & WHEELCHAIR CEMTER
HEALTHCARE SURFLIES & WHEELCHAIR CENTER
HEALTHCARE SUPFLIES & WHEELCHAIR CENTER
HERLTHCARE SLIPFLIES & WHEELCHAIR CENTER
HEALTHCARE SURFLIES & WHEELCHAIR CENTER
HEALTHCARE SUPFLIES & WHEELCHAIR CENTER
HEALTHCARE SLIPFLIES & WHEELCHAIR CENTER
HEALTHCARE SURFLIES & WHEELCHAIR CENTER
HEALTHCARE SUPPLIES & WHEELCHAIR CEMTER
HEALTHCARE SLIPFLIES & WHEELCHAIR CENTER
HEALTHCARE SLIPFLIES & WHEELCHAIR CENTER
HEALTHCARE SUPPLIES & WHEELCHAIR CEMTER

HEALTHCARE SLIPPLIES & WHEELCHAIR CENTER

Organization Nama

Phone

S731960039
EE5E55E5E5
S555555555

TIITITIN

FA0RI05332

731960039

9731960033

TI0E109332

5555555555

S731960039

23433333223

Add User

Email

votawads iEar pe:
adrminuser@esloE
rorerc451 0 ploncy
authadminusenite
authgeneralusenit
JoiilS2EA6E hapied.i
hofixa 1463 @biowe
adminuseniicest g
yibewa 55858 bisca
locawag? | Sdeinda,

adrnin

SenEiesiog
authgeneraluserit
rorerc451 0 ploncy
votawsda 3Eacpe:

lefobE05018jofusa
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Update User Role — PPA

Follow the below steps to update the contact role for an account on Provider Portal:

The page with all the user information appears. Click Edit.

402 LA Care

,., eAdmianw.. -
OB HEALTH PLANs -

A MyProfile Interactions Secure Messages Authorizations Resources Claims Users Reports Quick Actions w

99 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER

3
User

Auth Admin Portal User

Account Contact Role Phone Account Name

Active
Provider Portal Admin User J777777777 99 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER

v Personal Information

Name Title
Auth Admin Portal User Principal
Account Name Gender

99 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER

Primary Language

Secondary Language
English

English
~ Account Information
Account Contact Role | Active
Provider Portal Admin User

Department Name

Department Email




O
Update User Role — PPA &
Follow the below steps to update the contact role for an account on Provider Portal:

Upon clicking Edit, under the Account Information section, the Account
Contact Role field will be editable. Select the role that you now want to assign to

the user from the picklist.

User
Auth Admin Portal User

Account Contact Role Phone

Provider Portal Admin User JITITTITTT
~ Personal Information

Name

Auth Admin Portal User

Account Name

99 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER

Primary Language
English

~ Account Information

Account Contact Role

Account Name

99 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER

[ Provider Portal Admin User

| ~ Provider Portal Admin User

Billing / MSO / Claim User

General Authorized User

.I Entity Key Contact & Attestation User

Organization Name

Phone
TIITTITTI7

Title
Principal

Gender

Secondary Language

English

v | Active

Department Email

Responsible For

Mailing Address

Mobile
5555555555




Update User Role — PPA

Follow the below steps to update the contact role for an account on Provider Portal:

After updating the role in the Account Contact Role field, scroll down and click
Save.

Primary Language

Secondary Language
English

English

v Account Information

Account Contact Role v | Active

Entity Key Contact & Attestation User

Department Name Department Email

Department Phone Responsible For

v Contact Information

Organization Name Mailing Address

Phone

Mobile
7777777777 5555555555
Email Fax

authadminuser@test.com.invalid 1111111111

v For Internal Use Only

Last Login
May 10, 2024

Concel m

Privacy Policy | Terms & Conditions | Contact Us I 1-888-4LA-Care (1-888-452-2273)
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Update User Role — PPA

After clicking Save, a success message will appear, confirming that the update was
successful. The Account Contact Role will also be updated to reflect the role you
selected in the previous step.

L) Success
4

,OJ L_A' care Update Successfull X a 9 Admin Provi..

A HEALTH PLAN

A MyProfile Interactions Secure Messages Authorizations Resources Claims Users Reports Quick Actions v

99 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER

User
. Edit
Auth Admin Portal User
Account Contact Role Phone Account Name Active
Entity Key Contact & Attestation User 7777777777 99 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER v

v Personal Information

Name Title
Auth Admin Portal User Principal
Account Name Gender

99 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER

Primary Language Secondary Language

English English

~ Account Information

Account Contact Role | Active
Entity Key Contact & Attestation User
Department Name Department Email

Next, let's see how you can remove a contact from an account.




Remove User — PPA

On the Provider Portal, the Provider Portal Admin can remove a contact (user) from a
specific account by marking the contact as Inactive. To remove a contact, please log
in to the Provider Portal and follow these steps:

Click the Manage Users button OR click the Users tab from the menu as shown
below to navigate to the Users list view page.

107 LA Care -

O HEALTH PLANs 1
A MyProfile Interactions Secure Messages Authorizations Resources  Claims & Reports  Quick Actions v

99 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER

Secure Messages

YanYy
2 08/23/2024

‘_ ﬂ Subject - August 23 - US 865 >
Search Practitioner/ Create Description - August 23 - US 865
Members Provider Search Interaction 0812372004
ﬂ August 23 -1 subject >
August 23 -1 Description
08/23/2024
ﬂ Subject - Test Value >
m Important Announcements Description - Test Value
08/23/2024
v Announcement ﬂ Subject 890 -890 >
Important Facility Site Review and Medical Record Review Changes Aug 04 Description 890 -890
The Department of Health Care Services (DHCS) has updated the Facility Site Review (FSR) and Medical Record Review 08/22/2024
(MRR) criteria that L.A. Care Nurse Reviewers use as tools to conduct audits. New criteria updates will be implemented
. N . Subject - Compose Message Verification - >
on July 1, 2022. The updates are based on recommendations from experts in prevention and evidence based medicine Regression

and align with local, state and federal guidelines.

+ American Academy of Pediatrics, Bright Futures

+ S. Preventive Services Task Force, Grade A and B recommendations
+ American College of Obstetricians and Gynecologist View All
+ Advisory Committee on Immunization Practices

In order to assist you in preparing for these changes, the Facility Site Review Collaborative has developed a provider

Description - Compose Message Verification - R...




Remove User — PPA

Follow the below steps to remove the contact from an account on Provider Portal:

On the Users list view page, click the Name of the user/contact which you want
to remove from the account.

LA Care

HEALLTH PLAMN

# My Profile
Users
All Users
Name 1

Admin Prow

Admin Prowider Portal Test

Auth Adrnin Portal Use

Auth Genaral Fortal Lise

Banmy 55

chinki

IOTEST Tast] 234
daaby do

ack Jacky

ane Provider Portal
fehn 5

jamr me

Lewis White

Hame1 TestPP1

Interactions

Secure Messages

Authorizations

Resources  Claims  Users

Reports

A e Admin Frowd. ¥

Quick Actions w

99 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER

Account Contact Role

Provider Portal Admin Lser

Frosdar Portal Admin User

Entity Ky Contact & Atrestation User

Frosdder Portal Admin User

Prowidar Portal Admin User
Frosdder Portal Admin User
General Authorized User

Proweder Portal Admin User

Frosdder Portal Admin User

Providar Portal Admin User
Prosider Partal Admin User

Entity Key Contact & Attestation User

Account Name

9% MEDICAL EQUIPMENT,
5% MEDICAL EQUIPMENT,
93 MEDICAL EQUIPMENT,
93 MEDICAL EQUIPMENT,
5% MEDICAL EQUIPMENT,
9% MEDICAL EQUIPMENT,
93 MEDICAL EQUIPMENT,
% MEDICAL EQUIPMENT,
&% MEDICAL EQUIPRENT,
93 MEDICAL EQUIPMENT,
93 MEDICAL EQUIPMENT,
&% MEDICAL EQUIPRENT,
9% MEDICAL EQUIPMENT,
93 MEDICAL EQUIPMENT,

5% MEDICAL EQUIPMENT,

HEALTHCARE SLIPFLIES & WHEELCHAIR CENTER
HEALTHCARE SUPFLIES & WHEELCHAIR CENTER
HEALTHCARE SUPPLIES & WHEELCHAIR CEMTER
HEALTHCARE SURFLIES & WHEELCHAIR CENTER
HEALTHCARE SUPFLIES & WHEELCHAIR CENTER
HERLTHCARE SLIPFLIES & WHEELCHAIR CENTER
HEALTHCARE SURFLIES & WHEELCHAIR CENTER
HEALTHCARE SUPFLIES & WHEELCHAIR CENTER
HEALTHCARE SLIPFLIES & WHEELCHAIR CENTER
HEALTHCARE SURFLIES & WHEELCHAIR CENTER
HEALTHCARE SUPPLIES & WHEELCHAIR CEMTER
HEALTHCARE SLIPFLIES & WHEELCHAIR CENTER
HEALTHCARE SLIPFLIES & WHEELCHAIR CENTER
HEALTHCARE SUPPLIES & WHEELCHAIR CEMTER

HEALTHCARE SLIPPLIES & WHEELCHAIR CENTER

Organization Nama

Phone

S731960039
EE5E55E5E5
S555555555

TIITITIN

FA0RI05332

731960039

9731960033

TI0E109332

5555555555

S731960039

23433333223

Add User

Email

votawads iEar pe:
adrminuser@esloE
rorerc451 0 ploncy
authadminusenite
authgeneralusenit
JoiilS2EA6E hapied.i
hofixa 1463 @biowe
adminuseniicest g
yibewa 55858 bisca
locawag? | Sdeinda,

adrnin

SenEiesiog
authgeneraluserit
rorerc451 0 ploncy
votawsda 3Eacpe:

lefobE05018jofusa
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Remove User — PPA

Follow the below steps to remove the contact from an account on Provider Portal:

The page with all the user information appears. Click Edit.

402 LA Care

,., eAdmianw.. -
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99 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER

3
User

Auth Admin Portal User

Account Contact Role Phone Account Name

Active
Provider Portal Admin User J777777777 99 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER

v Personal Information

Name Title
Auth Admin Portal User Principal
Account Name Gender

99 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER

Primary Language

Secondary Language
English

English
~ Account Information
Account Contact Role | Active
Provider Portal Admin User

Department Name

Department Email




Remove User — PPA

Follow the below steps to remove the contact from an account on Provider Portal:

Upon clicking Edit, the Active checkboxes on this page will be editable. Deselect

either of the Active checkboxes.

04 LA Care

HEALTH PLANs

A& MyProfile Interactions Secure Messages

User
Auth Admin Portal User

Account Contact Role Phone

Entity Key Contact & Attestation User 7777777777

v Personal Information

Name

Auth Admin Portal User

Account Name

99 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER

Primary Language
English

v Account Information

Account Contact Role

Entity Key Contact & Attestation User

Department Name

Authorizations  Resources Claims Users Reports

99 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER

Account Name

99 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER

Title
Principal

Gender

Secondary Language
English

4

Department Email

A e Admin Provi.. ¥

Quick Actions v

Active

v




Remove User — PPA

Follow the below steps to remove the contact from an account on Provider Portal:

4. After deselecting any of the Active checkboxes, the Update Status pop-up
displays, asking for confirmation to change the contact status from Active to
Inactive. Click OK.

Update Status

Are you sure you would like to change the status from Active to Inactive?

66 coe e



Remove User — PPA

Follow the below steps to remove the contact from an account on Provider Portal:

Scroll down and click Save.

99 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER -
Primary Language Secondary Language
English English

~ Account Information

Account Contact Role Active

Entity Key Contact & Attestation User v
Department Name Department Email
Department Phone Responsible For

~ Contact Information

Organization Name Mailing Address
Phone Mobile
7777777777 5555555555
Email Fax
authadminuser@test.com.invalid 1111111111

v For Internal Use Only

Last Login
May 10, 2024

cencel m

Privacy Policy | Terms & Conditions | Contact Us | 1-888-4LA-Care (1-888-452-2273)




Remove User— PPA

Upon clicking Save, a success message will appear, confirming the update was
successful. The Active checkbox will also be deselected, indicating that the contact
status has now been changed to Inactive.

Y @ Success X
O‘ L.A. care Update Successfull ,., e Admin Provi... ¥

d
N HEALTH PLAN

A MyProfile Interactions Secure Messages Authorizations Resources Claims Users Reports Quick Actions v

99 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER

User

Auth Admin Portal User Edit

Account Contact Role Phone Account Name Active
Entity Key Contact & Attestation User 7777777777 99 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER

~ Personal Information

Name Title
Auth Admin Portal User Principal

Account Name Gender
99 MEDICAL EQUIPMENT, HEALTHCARE SUPPLIES & WHEELCHAIR CENTER

Primary Language Secondary Language
English English

v Account Information
Account Contact Role
Entity Key Contact & Attestation User

Department Name Department Email

Next, let’s see the guided registration initiated by an Account Manager (AM) or
Provider Network Manager (PNM).




Course Summary

Now that you have completed the course, here is the summary of what you have
learned, how to:

- Perform the admin activities on Provider Portal such as
Login and Logouit.

- Initiate and complete guided registration for users as
Provider Portal Admin and Account Manager in Provider
Portal.

- Search for and access the Practitioner/Provider
information.
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Resources and Support

= Use the following resources and links below to obtain more information about the
new Provider Portal

The New Provider Portal | L.A.
Care Health Plan

Provider Portal Inquiries |
L.A. Care Health Plan
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https://www.lacare.org/providers/news/provider-portal-announcement
https://www.lacare.org/providers/news/provider-portal-announcement
https://www.lacare.org/providers/news/provider-portal-announcement/inquiries
https://www.lacare.org/providers/news/provider-portal-announcement/inquiries

Thank you for
attending the Provider
Portal Admin Training
course.
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