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iEXCHANGE® Log-in Step by Steps 
• Open your Internet connection; 
• Type the iEXCHANGE® ® Web URL:                                              

(https://iEXCHANGE® .medecision.com/IEApp/Logon.jsp) and press ENTER. 
You can also link from KePRO’s Provider website, www.kepro.org or 
http://dhmh.kepro.org 

 
• The first page you see is the iEXCHANGE® Welcome page; 

 
 

• Click on the Provider Log-in link. The Provider Log-in page appears. Note: The 
IDs and Password you must enter are case sensitive. Enter each with the 
appropriate upper and lower case letters; 

 

 
• User ID: Enter your User ID in the User ID field and press tab to enter your 

iEXCHANGE® ID and press tab (or click in the Password field); 
• Password: Type your password here. iEXCHANGE® Web masks what you type 

with asterisks. Once you complete your password, click the Login button; 

Your 
password will 
display as 
asterisks (*). 
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• Login (button): Click here to complete the login process. If you entered the 
correct information the Logon page closes and the iEXCHANGE® Starting Point 
page appears; 

• Cancel (button): If you incorrectly enter the information, or you simply want to 
start again, click this button. iEXCHANGE® Web clears the fields and displays a 
verification message: “Log-on Aborted”; 

• If you enter an invalid User ID or password and then choose the Log-in button an 
error message will display "Log-in Failed. Please try again." Please re-enter your 
IDs and password correctly. You have three attempts before being locked out. 
Please wait twenty minutes before attempting to log-in again. If you continue to 
be unsuccessful with logging in, please contact your iEXCHANGE® Account 
Administrator;  

• Upon successful login, you will select a PAYER from the drop down list. Select 
STATE OF MARYLAND MEDICAID.  You will be presented with the following 
screen; 
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Step by Steps for Entering 3871b Requests 
 

 
• Click Inpatient request in the menu bar at the top of any iEXCHANGE® Web 

page.  
  

• iEXCHANGE® Web opens the Inpatient instructions page, containing a menu of 
your available request options.  

 

 
 
 
 
 

• The Inpatient request entry page is displayed on the next few pages. The 
screenshot shows the overview of the entire request questions to be answered 
before submission to KePRO, note some of the fields are not mandatory but 
optional.   

 

Select Inpatient Request for 
3871b requests. 
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After performing any 
type of search, you will 
be returned to the field 
where you initiated the 
search. 
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• Notification Date: (Mandatory) Defaults automatically to the date you are 
entering request; 

 
• Member ID: (Mandatory) Search for the member:   

 
 Search for a recipient by their 11 digit Medicaid ID number; 

 
 If an error message displays stating: 

 
 

 You may add a member by clicking on Option C-see picture below: 
 

 
 

 To add a new member to the database, you will need the recipient’s 
Medicaid ID number, last name, first name, gender, and date of birth; or 

 
 Select to assign a temporary member ID (T#). 

 
• Submitting provider:  (Mandatory) Select from drop-down list. The provider ID 

is the hospital’s Medicaid Identification number or the ID of the physician 
submitting the request. All Medicaid Provider’s Identification numbers are nine (9) 
digit numbers.  

 
• Facility: (Mandatory) Enter the facility’s Medicaid Identification nine (9) digit 

number.  
 

 
• Treatment Setting: (Mandatory) Select from the drop–down list one of the 

following treatment settings:  
 

 Medical Adult Day Care-MER 
 NF-MER/CSR 
 Waiver-MER 

 
 MER-Medical Eligibility Review- (3871,3871b) 
 NF- Nursing Facility 
 CSR- Continued Stay Review 

• Is this a Surgical admission?: (Mandatory)  Select “No” from the drop-down list 
 
• Admission Date: (Mandatory)  This is the date the patient was admitted into the 

hospital 
  
• Is this an Emergency? (Mandatory)  Select “Yes” or “No” from the drop-down 

list  
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• Primary and Secondary diagnosis: (Mandatory)   
 To enter a diagnosis code: If you know the ICD-9 code, enter it 

(including the decimal point) in this field. iEXCHANGE® Web does not 
automatically add the corresponding diagnosis description to the Select a 
diagnosis field when you enter the code. 

  
• Requested Length of Stay: (Mandatory)  Enter 30 for the number of days 

requested;  
 
• Attending physician: (Mandatory) Enter the Attending physician's Medicaid ID 

number if you know it; otherwise, enter 999999999 (nine 9’s) and note the 
attending physician’s name in the iEXCHANGE® Notes field at the bottom of the 
page.  Note: If you enter a valid Medicaid number and the Preview Page reports 
an invalid attending physician entry, use 999999999 and note the attending 
physician’s name in iEXCHANGE®  Notes; 

 
• DRG Number: (Optional Field) Enter the DRG number only for Hospital 3808 

Processing. 
 
• Review Type: (Mandatory) Select Elective from the drop–down list: 

 
 

Section 2 of the Screen Certification Services Requested 
• Procedure (Optional Field) Enter the ICD-9 procedure code, up to three 

procedures.  
 

• Scheduled Date: (Optional Field) This is the date the patient will be scheduled 
for the procedure; 

 
• Additional Comments Text Boxes: (Optional Field)  Only to be used when 
submitting additional information 

 Clinical Information 
 Abnormal Findings 
 iEXCHANGE Notes  

 
You can enter additional comments, in free text, for this request in the text box 
provided. iEXCHANGE® Notes field will only accept standard text. Do not enter 
special characters such as: | ^ ~ { } [ ] | @ ` _ $ . .  Use of these characters will 
generate an error message.  Additionally, please do not use non-English 
language characters in iEXCHANGE® Notes or any other iEXCHANGE® entry 
field. Use of characters such as ñ or Ñ will result in delayed processing of your 
request as these characters will cause problems for KePRO while reviewing your 
submission. 

 
• Choose the Next step button to continue or the Cancel button if you need to 

start over or do not want to post this certification. If you click Next step, the 
Inpatient Request preview page appears (see screenshot below): 
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• At this point you will see an informational message in red text that appears at the 
top of the screen, and you have the option to select the 3871b Questionnaire 
located on the right side of the screen; 

 
 
• Click on the hyperlink “3871b Medical Eligibility Review Form.” This will open up 

the Form Tool. Enter the requested information in the Questionnaire. 
 

• The 3871b MER Questionnaire is displayed on the next few pages. The 
screenshots shows the overview of questions to be answered before submission 
to KePRO.  Questions 1, 6, and 52-62 are optional. If any of questions 52-62 are 
answered, please explain in the iEXCHANGE Notes.   
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• Then click on “Submit Questionnaire” this returns you to the Preview Page. Now 

is an opportunity to check the information you have entered for accuracy; 
 
• If there are any errors on the case when completing the Questionnaire, the error 

message will appear in RED at the top of the screen describing the type of error 
that occurred. An example is shown on the next page. 
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• If the 3871b Medical Eligibility Review Questionnaire has met the required score 

on the mandatory fields, the case will be Authorized.  
 
 

 
 

• Click on “Submit” to send the case to KePRO.  The Inpatient Request 
Confirmation will appear with the Case ID number. This number is a 9 digit number. 
A screenshot is provided on the next page. The Case ID number will allow for the 
provider to pull up the case in iEXCHANGE under Treatment Search.  If you do not 
hit “Submit” and receive a Case ID number, your case was not submitted to KePRO. 
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• The case will then be routed to a Nurse Reviewer who will assess the case for 
Level of Care Reimbursement (light, moderate, heavy, or heavy special.) The 
LOC Reimbursement will be returned via iEXCHANGE notes and/or fax.  

 
• If the case is not authorized, it will be pended for Nurse Reviewer assessment.   

 
 
• A provider signature is required on a 3781b. Please print the 3871b signature 

page and fax to KePRO at 866-581-6769. This must be done prior to 257 
processing.  

 


