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How to Register for Payspan once you have the reg code/PIN 

 Go to www.payspanhealth.com and click the Register Now button. 

 If you are registering for the very first time on Payspan, and you don’t have a Registration 
Code, simply enter your NPI, TIN and Billing Zip Code and click Submit. (This feature is only 
available for first-time provider registration). 

 Or, if you have a Registration Code enter it in the box on the right and click Submit. 

 

 

 

 
 

http://www.payspanhealth.com/
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Get Started/New Enrollment 

 Providers that register with a Registration Code will also need to enter their PIN and TIN 
then click Start Registration. The registration code is not case-sensitive, but the PIN is 
case-sensitive. Please note if the Payspan registration code has an NPI associated to it, 
NPI will also be requested on the Get Started screen.  Providers can click the “Atypical 
Service Provider” box to bypass entering the NPI to complete registration. 
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Personal Info 

 Enter your personal contact information and designate a user name and password. 
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Account Setup 

 Designate the bank account you wish to have funds deposited into and click the Next 
button to continue 
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Verify Your Info  
 

 Review the information you entered and if correct, check the box to agree to the Services 
Agreement, Business Associate Agreement and click Confirm. 

 

Confirm Your Payspan Account for Electronic Payments 
 

If you registered for electronic payments, you will:  
 

 Receive a deposit of less than one dollar from Payspan within a few business days and 
an email confirmation 

 Contact your financial institution to obtain the amount 

 Log into Payspan 

 Click Your Payments 

 Click the Account Verification link to activate your account 

 The deposit does not need to be returned to Payspan 

 Enter the amount using 0.00 format 
 
(Note:  If you are registering to view EOPs online only, not electronic payments, the above steps 
do not apply. The EOPs are available 24 hours after registration is completed). 
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Home Page Dashboard 

 Displays all applications available to the provider, including the free “Your Payments” app and other 
premium, subscription-based or payer-sponsored applications 

 Displays alerts of new items for each application, such as New Payments available 

 Your Payments will be the most frequently used application 
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Your Payments 

 Displays a list of the provider’s Payspan accounts that currently have new payments 

 Click the Payment Count link to open the Research Payments screen and access posting reports, free 
mailbox capabilities and 835 downloads 

 Navigate to the Research screens to search across 18 months of historical claim and payment data 

 Navigate to the Manage screens where the provider can manage account preferences 

 Displays alerts of new virtual card payments, payment invitations and pending accounts (provider 
initiated ACH bank account activation but has not yet confirmed the Payspan test deposit) 
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New/Existing Users: Add Additional Registration Codes to your 
Payspan Account 
From the Your Payment screen on homepage: 
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Multi-Payer Provider Portal: Landing Page for requesting registration code: 

 

 

 

 

 

 

 

 

 

 

 

 

Account Info 
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Select an existing Payspan Receiving Account for the additional registration code, or click the 
Create New Receiving Account button to add a new receiving account.  

 

 

NOTE: After clicking ‘Confirm’ the new code is considered successfully registered. If you have 
multiple registration codes to add you must repeat these steps. 
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Provider Mailbox 

 Provides a list of 835 and PDF files available for download.  

 PDF packages are a zip file of remittances in PDF format.  

 835 packages are bundled 835 files in the ANSI Version 5010X221A1.  

 Files expire after 15 days if they are not deleted by the user.   After expiration, files may still be viewed or 
downloaded from the Research Payments screen.

 

Research Payments 

 Options to search for claim payments across one or multiple payers 

 View option opens a PDF of the payer-branded EOP 

 Search results are exportable to Excel or the Posting Report 
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Manage Accounts 

 Lists all receiving Payspan accounts with access to free Mailbox configurations, additional registration 
Codes and Manage where can update registration preferences 

 

Mailbox Settings 

 Providers may use the free ftp mailbox to automatically auto-post to their practice management software. 

 Files containing the PDFs of the remittance advices can be delivered to the mailbox as well.  
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 Delivery Settings 

 After a mailbox is setup, providers have the option to have their 835 or PDF files automatically delivered 
to a Data Exchange Partner (DEP) or to the provider's mailbox.  

 The View DEP Info link opens a list of Payspan's active Data Exchange Partners. 

 The Delivery Settings screen is set up by Payer, and the list of DEPs will be limited by payer to only show 
the DEPs that accept 835s from the Payer.      
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Manage Users 

 Only available to users with the User Administration security token. 

 List of users defaults to show all active users associated with the Payspan account. 

 Search for users by Username, Full Name or by User Status.  

 Clicking a username in the list opens the Edit User screen.  
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Create User 

 Username must be between 8 and 50 characters long and may contain letters, numbers and some 
characters such as periods, hyphens, apostrophes, underscores and ampersats (@).  

 Only one email address is required.  A second email address may be added if there is another email 
address at which the user would like to receive notifications.  

 At least one account must be selected.  

 At least one feature must be selected.  

 Once the required information is entered, selecting save sends an email to the user with a link for the user 
to create a password.   

o The link in the email expires after 48 hours.  
o If the link expires, the administrator will need to open the edit user screen and select the 

Password Reset button to have a new email delivered to the user.  
o Password must be at least 8 characters longs and include at least one letter and one number.  
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Edit User 

 The username is the only field that cannot be edited.  If a different username is desired, a new user must 
be created.  

 Selecting Password Reset sends the user an email with a link to create a new password.    
o The link in the email expires after 48 hours.  
o If the link expires, the administrator will need to select the Password Reset button again.  

 

 

 

 

 

 

 

 

 



  
 

Need Assistance? Payspan Provider Services Specialists are available at 1-877-331-7154 option 1 

Monday - Friday from 8am to 8pm, Eastern Time. 
Confidential Information  
PaySpan©, Inc. 2012                Page 19 

E M P O W E R I N G  T H E  H E A L T H C A R E  E C O N O M Y  T M  

System Generated Emails 
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Need Assistance?  

 

Please call Payspan Provider Services  

 

1-877-331-7154 option 1  

 

Monday - Friday from 8am- 8pm, Eastern 

Time. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


