HTA Provider Portal User Guide
Last Updated: December 2022

You can access all your provider information through the Provider Portal.
To begin, please click htaprd-provider.nirvanahealth.com to login.
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LOG IN PROCESS

Health Team Advantage Provider Portal Users

Providers will receive the email below on steps regarding the Health Team Advantage provider
portal log in process.

e Note: Emails might go to the Spam or Junk folders based on the settings — It
is suggested that providers check their spam and junk folders.

From: no-reply@rxadvance.com

Subject: Health Team Advantage Provider

Portal Access

Hi <Provider Name>,

This e-mail includes important information you will need to access Health Team Advantage Provider
Portal.

You will be receiving a separate email from nirvanahca.microsoft.com with an invitation link,
once you accept the invitation on that email you will be able to access your provider portal.

Please use <provider email> as the sign in email once you have accepted the invitation.

If you have any concerns or problems accessing your account, please contact provider support
at 1-844-806-8217.

Thank you!
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mailto:no-reply@rxadvance.com

Health Team Advantage Provider Portal Users

The next email will be an invite from Microsoft on behalf of Nirvana HCA. Providers will then
click the ‘Accept Invitation’ button.
¢ Note: Emails might go to the Spam or Junk folders based on the settings — It
is suggested that providers check their spam and junk folders.

NirvanaHCA invited you to access applications within their organization a .
o Microsoft Invitations on behalf of NirvanaHCA B & o
Te: You Fri 11/18/2002 742 AM

@ Please only act on this amail if you trust the organization represented below. In rare cases, individuals may
receive fravdulent invitations from bad actors posing as legitimate companies. If you were not expecting this
invitation, proceed with caution.

Organization: MirvanaHCA
Domain: [nirvanaHCA.onmicrosoft.com]ninanaHCA.onmicrosoft.com

If you accept this invitation. you'll be sent to  hitps:/Mhtaprd-provider.nirvanahealth.com

— Accept invitation

Block future imvitations from this organization.

This imvitation amail is from NirvanaHCA ([ninanaHCA.onmicrosoft.com]ninanaHCA.onmicrosoft.com) and may
include advertising content. MirvanaHCA has not provided a link to their privacy statement for you to review.
Microseft Corporaticn facilitated sending this email but did not validate the sender or the message.

Microsalt respects your privacy. To leam mone, plesse read the Micrpaoft Privacy Satement.
Microsoft Corporation, One Micosoft Wy, Redmaond, W 08052

g Microsoft

= Reply  * Forward
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Health Team Advantage Provider Users:
Experience Options

If a provider’s registered email address is not a Microsoft (office365.com, outlook.com,
live.com or hotmail.com) email or they don’t have an Azure account associated with it, they will
receive an OTP (one time password) code on their registered email which they will have to enter
to access their Provider Portal Account. After the provider logs out, they will have to repeat the
process with a new OTP code sent to their registered email each time.

If a provider’s registered email address is a Microsoft (office365.com, outlook.com, live.com or
hotmail.com) email or they have an Azure account associated it with, they will have to enter the
password associated with their registered account or they can choose to receive an OTP on their
registered email to access the Provider Portal Account. Every time the provider wants to login,
they will have to use their Microsoft or Azure email address and password, or a new OTP code will
be sent to their registered email on the Provider Portal URL.
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Health Team Advantage Provider Users:
Experience Options

User Experience 1

If a provider’s registered email address is not a Microsoft (office365.com, outlook.com,
live.com or hotmail.com) email or they don’t have an Azure account associated with it:

e Providers will then need to enter the code received with their registered email
address.

B Microsoft

o8 Microsoft

& providersample@gmail.com

Enter code

We just sent a code to

providersample@gmail.com

) 91
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User Experience 1

e Once they enter the code, they will have to click on the ‘Sign in” button.

B Microsoft

= Microsoft

¢« providersample@gmail.com

Enter code

We just sent a code to

providersample@gmail.com

11911959
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User Experience 1

e The providers will then be presented with a Permission page after clicking the ‘Sign
In” button where they will then have to click on the ‘Accept’ button.

=' Microsoft

providersample@gmail.com

Permission requested by:

» NirvanaHCA
nirvanaHCA.onmicrosoft.com

By accepting, you allow this organization to;

“ Receive your profile data
Your profile data means your name, email address, and
photo
Collect and log your activity

Your activity data means your access, usage, and content
associsted with their apps and resources

Use your profile data and activity data

This data may be used with your access and use of their
apps and resources, as well as o create, conirol, and
administer an account according to their policies

You should only accept if you trust NinanaHCA. NirvanaHCA
has not provided a link to their privacy statement for you
to review. You can update these permissions at

hitps:// m}'acc:\unt.n'lcms:\ﬁ.com /orgamizations

Learn More

This resource is not shared by Microsoft.
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User Experience 1

Once the providers click on the Accept button, they will be logged onto the provider portal

successfully and land on the home page.
e This provider will remain logged in until they sign out or it has been 7 days,

whichever is earliest.
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User Experience 1

When providers want to log back in, they will be sent a different code to their registered email
address. They will then have to enter that code.

B Microsoft

B® Microsoft

¢ providersample@gmail.com

Enter code

We just sent a code to

providersample@gmail.com

-11911959|
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User Experience 1

e Once they enter the code, they will have to click on the ‘Sign in” button.

B Microsoft

ae Microsoft

¢« providersample@gmail.com

Enter code

We just sent a code to

providersample@gmail.com

11911959
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User Experience 1

Once the providers click on the Accept button, they will be logged onto the provider portal
successfully and land on the home page.

Enoliment Status  S0A  New Enrolliment 2022 New Enrollment 2023 Plan information  Tools engien (@ @gmailcom 12
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User Experience 2

If a provider’s registered email address is a Microsoft (office365.com, outlook.com, live.com
or hotmail.com) email or they have an Azure account associated it with it:

e The provider clicks the ‘Accept Invitation’ button on the email.

NirvanaHCA invited you to access applications within their organization &
o Microsoft Invitations on behalf of MirvanaHCA L W S
To: You Fri 11/18/2022 7:42 AM

0O Please only act on this email if you trust the organization represanted below. In rare cases, individuals may
receive fraudulent invitations from bad actors posing a5 legitimate companies. If you were not expecting this
invitation, proceed with caution.

Organization: MirvanaHCA
Domain: [nircanaHCAonmicrosoft.com]nirvanaHCAcnmicrosoft.com

If you accept this invitation, you'll be sent to htaprd-pruuider.niwanaheahh.cnm

o iiiaicn _

Block future invitations from this organization.

This invitation email is from MirvanaHCA (fnivanaHCA.cnmicrosoft.comjninanaHCA.onmicrosoft.com) and may
include advertising content. NirvanaHCA has not provided a link to their privacy statement for you to review.
Microsoft Corporation facilitated sending this email but did not validate the sender or the message,

ol Privacy Statemend

» Microsoft
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User Experience 2

Once the provider clicks the Accept Invitation button on the email, they will be directed to the
following screen. From here they have two options

Use your password instead:

e |f a provider wants to login through password, they will have to click on ‘Use your

password instead’.

BT Microsoft

providersample{@gmail.com
Sign in
We'll send a code to providersample@gmail.com

to sign you in.

‘J&E your password instead _
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User Experience 2

e Once the provider clicks ‘Use your password instead’, they will be prompted to
enter their Password.

a8 Microsoft

providersam ple@gmail.com

Enter password

— Password

Forgot password?

Email code to  providersample@gmail.com
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User Experience 2

e Once the provider enters the Password, they will have to click the ‘Sign In’
button.

B Microsoft

providersample@gmail.com

Enter password

Password

Forgot password?

Email code to  providersample@gmail.com

BT
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User Experience 2

== Microsoft
providersam ple@gmail.com

Permission requested by:

~ MirvanaHCA

mirvanaHCA onmicrosoft.com
By accepting, you allow this organization to:

~ Receive your profile data
Your profile data means your name, email address, and
phote
Collect and log your activity

Your aC'.='.'|‘.':.' Jata means _‘;,'Cl ur affess -..sage amnd content
associsted with their apps and resources

Use your profile data and activity data

This data may be used with your access and use of their
apps and resources, as well a5 to create, contral, and
adrmirister an account according to theirr policies

You should only accept if you trust NirvanaHCA. NirvanaHCA
has not provided a link to their privacy statement for you
to review. You can update these permissions at
https:/fmyaccount. microscft.com/onganizations

Learn More

This resource is not shared by Microsoft.

Once the provider clicks ‘Sign In ‘, they will be directed to the permission screen
where they will have to click the ‘Accept’ button.
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User Experience 2

Once the provider clicks the ‘Accept’ button and if the provider has an Azure login, they will be
redirected to the provider portal home screen.

e This provider will remain logged in until they sign out or it has been 7 days,
whichever is earliest.

Enroliment Stotus 504 New Enroliment 2022 New Enrollment 2023 Plon information  Tools English .
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User Experience 2

When the provider wants to come back to the provider portal by using their password, they
can do so by clicking on ‘use password instead’.

B Microsoft

providersample@gmail.com

Sign in

We'll send a code to providersample@gmail.com
to sign you in.

‘—‘5& your passwonrd instead _

Send code
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User Experience 2

e Once the provider clicks the ‘Use your password instead’, they will be prompted
to enter their Password.

B Microsoft

providersamplef@gmail.com

Enter password

I- —

Forgot password?

providersample@amail. com

Email code to
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User Experience 2

e Once the provider enters the password, they will have to click the ‘Sign In’
button.

B Microsoft
providersample{@gmail.com
Enter password
Password

Forgot password?

Email code to  providersample@gmail. com

m) BETTR (e
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User Experience 2

Once the providers click on the Sign in button, they will be logged onto the provider portal
successfully and land on the home page.
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User Experience 2

Send a Code

e |f the provider wants to login with an OTP, they will have to click ‘Send Code’.

e Microsoft

providersample@gmail.com

Sign in

We'll send a code to  providersample@gmail.com

to sign you in.

Use your password instead

) 70 ¢
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User Experience 2

e Providers will then need to enter the code received with their registered email
address.

B Microsoft

BE Microsoft
< providersample@gmail.com

Enter code

We just sent a code to
providersample@gmail.com

‘ 11911959
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User Experience 2

’

e Once providers enter the code, they will have to click ‘Sign in’.

B Microsoft

2" Microsoft

providersample@gmail.com

Enter code

We just sent a code to

providersamplef@gmail.com

11911959

T -
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User Experience 2

e The providers will then be presented with a Permission page after clicking the ‘Sign
In” button where they will then have to click on the ‘Accept’ button.

=- Microsoft

providersample@gmail. com

Permission requested by:

A MirvanaHCA
nirvanaHCA.onmicrosoft.com

By accepting, you allow this organization to:

v Receive your profile data
Your profile data means your name, email address, and
phato
Collect and log your activity

Your activity data means your access, usage, and content
associated with their apps and resources

Use your profile data and activity data

This data may be used with your access and use of their
apps and rasources, as well as to create, control, and
admimister an account according to their policies

You should only accept if you trust NirvanaHCA. NirvanaHCA
has not provided a link to their privacy statement for you
to review. You can update these permissions at
https/fmyaccount.microsoft.com/organizations

Learn More

This resource is not shared by Microsoft.

HTA Provider Portal User Guide | Page 26 of 41



User Experience 2

Once the providers click on the Accept button, they will be logged onto the provider portal
successfully and land on the home page.

e The provider will remain logged in until they sign out or it has been 7 days,
whichever is the earliest.
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User Experience 2

When providers want to log back in using an OTP, they will have to click ‘Send Code’.

m Microsoft

providersample@gmail.com
Sign in
we'll send a code to providersample@gmail.com
to sign you in.

Usa your password instead
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User Experience 2

Once providers click on the ‘Send a Code’ button they will be sent a different
code to their registered email address. They will then have to enter that code.

B Microsoft

B Microsoft

« providersample@gmail.com

Enter code

We just sent a code to
providersample@gmail.com

I 11211959
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User Experience 2

e Once they enter the code, they will have to click on the ‘Sign in” button

B Microsoft

B Microsoft

¢« providersample@gmail.com

Enter code

We just sent a code to

providersample@gmail.com

11911959

TN ¢
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User Experience 2

Once the providers click on the Sign in button, they will be logged onto the provider portal
successfully and land on the home page.
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Upon logging on to the provider portal, users will be able to view all facilities associated with the account.

Billing Provider

LABCORP BURLINGTON - YORK COURT
OPTUM INFUSION SERVICES 208, INC

QUEST DIAGNOSTICS CLINICAL LABORATORIES

MY INFORMATION

Users can view your provider information on the “My Information” tab.

e Provider Details
e NPI
e Entity Type (Individual or Organization)
e Type (Hospital, Skilled Nursing, etc)
e Status (Active, Inactive, In Review)
e Professional Title
e Entity Name
e Languages

Q Home LY mymro & prior Authorization - Claims & Payments [E3) Administration ~ [ Documents

DETAIL SPECIALTY & TAXONOMY ID(s) PRECLUSIONS ADDRESSES NETWORK PLANS DOCUMENTS

NPI Entty Type Type

Status Professional Title Entity Name

Prefix Custom Provider ID DBA Languages

F - Otherfacilities 0029831 LABCORP BURLINGTON - YORK COURT
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e Taxonomy Information
e Taxonomy Code
e Description (i.e. what provider office)

(Y Home 19 myinto Q) Prior Autherization Claims & Payments [E3) Administration [ pocuments

DETAIL  SPECIALTY & TAXONOMY  ID(s PRECLUSIONS ~ ADDRESSES ~ NETWORK  PLANS  DOCUMENTS
Select Quick Filter | Y || O [Fl
Action Specialty Code Y | Specialty Description Y Specialty Sub Code Y | Speciaity Sub Description N
i o » w15 | items perpage Noitems to display

e Provider IDs (e.g. TIN etc.)

@ Home 1Y myime @ PriorAuthorization Claims & Payments  [EE) Aaministration | Documents
DETAL  SPECIALTYSTAXONOMY  ID(s)  PRECLUSIONS  ADDRESSES  NETWORK  PLANS  DOCUMENTS
1D Type Y o h g
TIN 133757370 (i

- - Q@ - 1-10f1ftems

e Preclusions

) Home L myinfo () PriorAuthorization © (3] Claims & Payments  [23) Administration ~ [ Documents

DETAIL SPECIALTY & TAXONOMY ID(s) PRECLUSIONS ADDRESSES NETWORK PLANS DOGUMENTS

Preclusion Type Y | Start Date Y EndDate b ¢

« <@ No items to dispiay

e Provider Addresses (e.g. billing, mailing etc.)
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o Home L myio Q) prior Autnorization ~ 4] Claims & Payments  [S%) Administration + [ Documents

DETAIL  SPECIALTY & TAXONOMY  ID(s) ~ PRECLUSIONS  ADDRESSES ~ NETWORK  PLANS  DOCUMENTS
Address Type Y Address Line 1 Y Address Line 2 Y city
Maiiing 1447 York Ct Buriington
Biling PO Box 2270 Buriington

Q@

e Network Information
e Network Name
e Network Code
e Start Date
e End Date

Y zio
27218

27216

Y Country Y cCounty X
usA Alamance A
usa

1-20f2 ftems

G vome [ myie () ProrAutnorzaton © (5] Ciaims & Payments  [E3) Agmimistration ~ [ Documents

DETAIL  SPECIALTY & TAXONOMY  ID(s)  PRECLUSIONS  ADDRESSES omc  PLANS  DOCUMENTS
Network Name Y Network Code
HTA PAR Network HTA PAR
e Plans
e Plan Names
e Plan Codes
) Home LY myinio () Prior Authorization ~  [] Claims & Payments  [5=) Administration ~ ) Documents
DETAIL SPECIALTY & TAXONOMY ID(s) PRECLUSIONS ADDRESSES NETWORK PLANS DOCUMENTS
Plan Name

HealthTeam Advantage Diabetes & Heart Care (HMO C-SNP)
HealthTeam Advantage Plan | (PPO)
HealthTeam Advantage Plan || (PPO)
HealthTeam Advantage Diabetes & Heart Care (HMO C-SNP)
HealthTeam Advantage Plan | (PPO)

HealthTeam Advantage Plan Il (PPO)

E

Start Date

04/30/2016

Plan Code

H2624001000

H9208004000

H9202005000

H2624001000

H9808004000

H9808005000

Y | End Date 57
123072009 =

1-60f 6 items
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PRIOR AUTHORIZATION

COMING SOON

CLAIMS & PAYMENTS

User can view their claims submission history on the “Claims & Payments”. This includes Claim ID, Claim
Source, Claim Type, Subscriber ID, Stage of the Claim (e.g. submitted, draft), Total Payment, and Member

Payment.

+] Claims
i 0
L ekt
DENT +
T Frocesscmm | Sommary Claim Soucs T Claim Tirw T Stage

Harw femay Prsesional Frocethng Comaiey
wr— [ “Procesng Comaes

tesiora Frocessng

Prolessioal Frocessing

ohsiioea Procusing
Preteaiical Resay For Procening

Ll Fretaing
Petasiional Riady Fer Pipsaiiing
Mrotgsziona Ready For Procesting
Profaszioeal Ready Fer Procesing

Protessional SUSPEND
e AT [y Fuasy Fae Prazetang
e Ae Erecasing Compn
Protaszioral Froceseng Compise

o 2 ! W[ s e £a2e

e Claims Information

=1

Status T AdswaReversed T | MCF Memitar 1D
Pl

ap 2000897

SUSFEND 2000078

a0

PRIl 2000078

aterma Heam

‘Sialec Quick Filar T | D @

T Name T Sebcriter ID T
— w0t
Dars - Test e
MBI 7Y
MEIT2345
MEHZHS
MBS
MEI12345
MBI
MBIz
MEI12345
— MEI11345
[T

MBI

1at5ol80ems

After users click on the button under “Action”, they are able to view all the information that has been

submitted for that claim.

5 —

= Clgan . FOZ20G2000006155
s
= [ pe——
1 Parsan - R
g L

2 e
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When clicking the “Show Summary” button, users are able to view each claim at a detailed level.

) s |,,‘- My Dvosyuter :' fernets, G b par, @ e Aerie 8] cuers  Poe .‘ -
+| Claims
[0 ]
LT — - 2 e -
ket s i w[T]O &
T rrocess Ome  Surweary Gl Sorce T Gl Tipe T S T s T idbaeiVerrrel T WPusiw D T ks T Sdnces T
e s ar Feets oy L pmsee Pl s Came . emt e
P— ™
Sy PR —— 4
ey -
N — [ Se— e
S mamia g 1L
s Aroteries: A P Pcerimg -
Frobmisr s ] P
e S b Saen F Fsiieg 11
. . i i 4 WA W oaTh I:I 13
P T e b Paceiang L
e - . [P i o fiants ot -
.....u-; Pom 1w e e

After clicking show summary, the top of the page includes the billing and rendering provider details, as
well as cost share information.

CLAIM#: . . — cusw star.
Claim Source. DT MAP. W 1 PROFESSIONAL PROCESSING COMPLETE [ PaD ]

Received Date: 06/16/2022 | Entry Date: 12/15/2022 | Processed Date: 12/15/2022 Beor

L PATIENT @ PROVIDER

O DOB 08/14/1940 $294 00
Gender F o+ e

e A —
Group NPI: 2U.0
panmmununmnmnerlzl 117 E KINGS FWY . EDEM NC 2

SERVICE LOCATICN/PROCESS CODES/DIAGNOS!S CODES COST SHARE

EILLED AMOUNT

drzeeniol Claim contain ICD-10 diagnasis code in
coms:  me
$0.00 s0.00
Payment
PAVMENT DATE PAVMENT NUMBER
CLEARING DATE.  CHECKIACH AMOUNT
Bervica Lines (1) Q tifiers, Revenue Code, PIan Hame, Serviee Calegory, Contraet
I CPT Code 99221 Cost Shars
SERVICE LINE T Viodiers FS Al
Service From 020572022
To 02/0572022  Billed Units: 1
Diagnasis Pointer 1121314 AmountBiled $204.00
Status Auth1 # on Claim !
Auth2 & im: $07.45
21 59745
MIPS Amaunt 50.00
Process Codes P Sequestration Amt: $0.00
Tax % 50.00
axonomy -3+
50.00
50.00
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BENEFITS AND ELIGIBILITY

The benefits and eligibility tab is available so users can search specific member details.

Once a user has entered the member information, they can click the “View” button next to their member ID.

Barmdics and Eligibilivy

i Agiion 4 T idwember i T tiams T bow T

e
o
Bara C3ach € bptany

This will bring the user to a page where the member details, current coverage details, Accumulators and Plan
Benefits are listed.

Member Details

The member details include the member ID, Medicare ID, Primary Language, Date of Birth, Age, Address etc.
This will also include the member’s Primary Care Physician information.

Current Coverage Details
The current coverage details include the Plan name along with the start and end date.

Accumulators

The accumulators include the members out of pocket details, for both in network and out of network. It will
also list how much the member has paid to reach their maximum out of pocket.

Plan Benefits

The plan benefits section has any information that has been saved from our Customer Service Representative
module.
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BillingProvider My Provider [#] Benefits and Eligitility () Prior Authorization Claims & Payments Administration ] Documents
BilingP P 3] B Elig e B &P

Benefits and Eligibility X Close

! NROLLUENT HISTORY
— = Plan Benefits
—— HealthTeam Advantage Pion 1 (PRO)
[ ——— N
English M2z

e | 12m12022

Age " Active

Phone: NA

Emait NA

Ak I |

cF ———
PCP start Dt ov012022
PCP End Date. 120342022 Deducthbie

Claims
When clicking the “claims” button, users can view the members claims for the active year.

Q) BangProvider ) MyProvider 4] Benefis ang Eiigibalty ) Prior Authorization - [4] Claims & Payments (5] Administration < 1) Documents

Benefits and Eligibility *Close

SUSPEND u 519650
SUSPEND u 12130022 $10400
DENY u 12142022 510400
SUSPEND u 121142022 812000
SUSPEND u 12142022 §10800
DENY u 12142022 510400
PAID u 121192022 §19650
PAID u 12192022 §15600
SUSPEND u 121902022 $15000

u 121192022 S19650
PAID u e 510600

Enrollment History
When clicking the “enroliment history" button, users can view all plans the searched member has been
enrolled in.
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{2 BlngProvider  [3) MyProvider  [3] Benefisand Bigibaty () Priorduthorization - [4) Claims & Payments  [R5] Administration -+ 1) Documents
Benefits and Eligibility T
EZZZZZ]‘l' ) S— ) —
ET CLAMS  ENROLLMENT HIST
Plan Name T PEP Number Y stnpae T EndDme T st T
HealthTeam Advantage Plan Il (PPO) NiA 011012022 123172022 Actva
HeBNNTaam ASENIAge PIan Il (PPO) A 0110112023 123112023 Activ
« o o 1-20020ems ()
ik healhteam

ADMINISTRATION

The administration tab will only be visible to admin roles. Hover over the tab to see the two options of “Roles”
and “Users”.

Roles
Under the roles tab, admins will be able to view all roles that are currently available for that plan.

< ) Home LY myprovider (8] Benefits and Eligisifty ) Prior Authorization ©  [#] Claims & Payments  [EE) Administration ~ 7] Documents >

o
= Roles

okl n

Actions Role name

Claims User
Nan-PAR Admin
PA User

Portal_Rale

Provider Admin

ProviderAdmin

Show 10 w |entries _ 3 Lo & n
Shawing 110 6 of 6 entries

Users
Under the users tab, admins will be able to view all users currently registered on the portal under the same
NPI.
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ers (]

Ao Uwet name Urmasl] addreis Pwne rumisr

I

DOCUMENTS

In the Documents tab, all documents that the health plan would like to display, along with their description
and the date and time the documents were uploaded will display.

Drocumend hama T Deiciiplion T Upioaded Dads
SEIORORY 18 15 AM
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REGISTRATION/LOCK OUTS

Registration
To register for the provider portal, providers will receive an enrollment form during the credentialing process.
Providers must follow the following steps in order to get credentials:
1. Providers must choose one user for an admin role and enter that admin’s information on enrollment
form
2. Providers will then receive an email from nirvanaHealth to all approved admins
3. Providers should then click link in email
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4. Providers will enter their email and enter password
5. Provider will be redirected to login page and will be able to log on

Lock outs
1. All users, regardless if admin role or user role, will be locked out of their account, if not logged into
portal in 30 days. Providers must call HTA provider services to reverse the lock out.
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