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Step-by-Steps for Administrator Maintenance 
 

Use iEXCHANGE Administrator to: 

• Add or edit information about your Provider Group. 

• Add or edit information about account users for your Provider Group. 

• Add new users. 

• Add or edit information about Submitting Providers. 

• Add most Frequent Providers. 

• Add most Frequent Procedures. 

• Add most Frequent Diagnoses. 
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To find iEXCHANGE™  you will access 
https://iexdemo.medecision.com/Train/Logon.jsp?MCOCobranding=KEP1 
 
 
Select “Provider Login”. 
 

 
 
 
 
After choosing “Provider Login”, you will need to fill in the boxes: 

1. “Login name”  (usually first initial, last name) 
2. “iEXCHANGE ID”  
3. “Password”  (your password). 

 
Click on “Login” 
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To Open the iEXCHANGE Administrator Page 

Select “Preferences” on the iEXCHANGE Starting Point page to open the iEXCHANGE 
Preferences page. 
 

 
 
 

1 

2 
3 
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Choose the “iEXCHANGE Administrator” link.  
 

 
 
 
The first time you access the functions on the iEXCHANGE Administrator page, you will 
be presented with the Agreements page. You are asked to read this page and then 
select one of two buttons: I agree or I don't agree. 
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If you select I agree, the iEXCHANGE Administrator page displays. If you do not agree 
to the terms of usage, and select the I don't agree button, a message box denying you 
access to the administrative functions appears. 
 
After selecting I agree, you can then choose the following links on this page to perform 
administration tasks: Group Administration, Account Administration, Submitting 
Providers, Frequent Procedures, Frequent Diagnoses, Frequent Providers. 
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Account administration: functionality allows you, the administrative user, to add 
new and edit existing user accounts associated with your Provider Group.   

 
Select “Account Administration”. 

 
 
 
Add New User 
 
Select “Add new user”.   
 

 
 
 
Username and Password 
Requested Logon ID: Use this field to assign an ID the user will use to access 
iEXCHANGE. 
Password: Enter the confidential password the user will use, in conjunction with the 
Logon ID, to access iEXCHANGE. 
Confirm Password: Re-enter the password to verify the correct spelling/characters. 
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User Profile Information 
First Name: Enter the user's first name. 
Middle Name (optional): Enter the user's middle name, if applicable. 
Last Name: Enter the user's last name. 
Suffix (optional): Enter a suffix for the user (i.e., MD, PhD, Sr.). 
Status: Enter the user's status (i.e., Active, Inactive). Select option from the drop-down 
list. 
Assign Admin Privileges: Enter the provider user's role (i.e., System Administrator, 
Staff). Choose option from the drop-down list. 
A system administrator user will have access to the entire preferences menu, including 
the options to add/edit provider, add/edit users, etc.  A staff user will only have the 
option to change their own password. 
 
 

 
 
 
When you are finished entering information, click the Submit button at the bottom of the 
page. A message will display "Your update was successful".  
 
Click the Done button to return to the Account administration page, where you can add 
or edit another user account. 
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Edit Existing User 
To edit an existing Provider User account, click on the radio button next to the name of 
the account user whose information you wish to edit.  
 

 
 
Next, choose the Edit user option at the bottom of the page, the Edit account 
information page opens. The following fields are available for edit.  
 
 
Password 
New password: Enter the new password you would like to assign to the user's account. 
Confirm new password: Re-enter the new password to verify the correct 
spelling/characters. 
User Must Change Password:  This option is selected by default, which will force the 
user to change their password on next login, if you change their password.  If you 
uncheck this box, the user will not be forced to change their password. 
 
User Profile Information 
First Name: Enter the user's first name. 
Middle Name (optional): Enter the user's middle name, if applicable. 
Last Name: Enter the user's last name. 
Suffix (optional): Enter a suffix for the user (i.e., MD, PhD, Sr.). 
Status: Enter the user's status (i.e., Active, Inactive). Select option from the drop-down 
list. 
Assign Admin Privileges: Enter the provider user's role (i.e., System Administrator, 
Staff). Choose option from the drop-down list. 
A system administrator user will have access to the entire preferences menu, including 
the options to add/edit provider, add/edit users, etc.  A staff user will only have the 
option to change their own password. 
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When you are finished editing the user's account information, click the Submit button at 
the bottom of the page. You will see a message "Your update was successful".  
 
Click the Done button to return to the Account administration page, where you can add 
or edit another user account. 
 
 

Submitting Providers: functionality allows you, the administrative user, to set 
up a list of Submitting Providers to be used in iEXCHANGE® Web. The 
Submitting Providers you add should correspond to health care providers within 
your iEXCHANGE® Web Provider Group. At least one Submitting Provider must 
be set up in order to perform a transaction in iEXCHANGE® Web.  

 
Select the “Submitting providers” link. 
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Add Submitting Provider 
Select “Add new provider”. 
  

 
 
Step One 
Complete step one by entering the provider identification information for the provider 
you are adding. The following fields are available for entry.  
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Submitting Provider is an Organization: If the provider you are adding is an 
organization, you will need to enter the organization's name only. Skip the remaining 
fields in step one. 
Submitting Provider is a Person: If the provider you are adding is a person, do not 
enter any information in the Organization name field. Complete the following fields:  
Fields marked with an * are required. 
First name: Enter the provider's first name. 
Middle initial (optional): Enter the provider's middle name. 
Last name: Enter the provider's last name. 
Suffix (optional): Choose the appropriate suffix from the drop-down list (i.e., MD, PhD, 
Sr.). 
Address 1: Enter the provider's address. 
Address 2 (optional): Enter any further address information. 
City: Enter the city in which the provider resides. 
State: Select the state in which the provider resides from the drop-down box. 
Zip Code (optional): Enter the provider's zip code. 
Phone: Enter the provider's telephone number.  
Extension: Enter the provider's telephone extension number, if applicable. 
Tax ID (optional): Enter the provider's Tax ID number. 
When you are finished entering the provider identification information, click the Next 
step button at the bottom of the page. The Setup submitting provider - Step 2 page will 
display. 
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Step Two 
Complete step two by entering the following information: 
Payer: Select the payer this provider is to be associated with from the Payer drop-down 
box. 
MCO Provider ID: Enter the Medicaid Provider ID this provider has been assigned by 
DMAS.  
Mark as Default: Choose the "Mark as default.." option if you wish to have the 
Submitting Provider you are entering "pre-selected" when the Certification Inpatient 
Authorization, Certification Other Authorization, and Referral Authorization pages are 
displayed. Note: You can only have one Default Submitting Provider per Payer. 
When you are finished entering information, click the Add to list button. The provider 
list at the bottom of the page will be updated with the new provider information.  
 
Click Save to save the provider information you entered. You will to be returned to the 
Setup submitting provider page.  
If you are finished working with the Submitting Providers functionality, click the Cancel 
button to return to the iEXCHANGE administrator page. 
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Edit Submitting Provider:  The Edit Provider functionality allows you to edit the 
information associated with an existing Submitting Provider.  
 
Select “Edit” next to the Submitting Provider you wish to edit.   
 
The steps involved in editing an existing Frequent Provider are the same as those listed 
in the Add Provider section above.  
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Delete Submitting Provider 
When you choose the Delete button next to the Submitting Provider you want to delete, 
the provider will be permanently removed from the Submitting Providers list.  
 
 
If you are finished working with the Submitting Providers functionality, click the Cancel 
button to return to the iEXCHANGE administrator page. 
 
 
Changing the Default Submitting Provider:  To modify an existing Submitting 
Provider to make it the Default or change it so that it is no longer the Default. 
 
NOTE: Only one provider can be listed as a default at a time.  If you are changing the 
default from one provider to another, select the provider that is currently the default first.  
You must change the default provider status to not include the default before you set 
another provider as the default.   
 
Select the “Edit” button next to the Submitting Provider you wish to modify.  
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Select “Next step”.  
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Scroll to the bottom of the page. Review the Submitting Providers listed in the 
"Providers for the group:" grid.  
 

1. Write down the payer name and the provider ID number listed for the “Providers 
for the group” you want to delete.   

 
2. Select the Delete button next to the Submitting Provider you wish to modify.  

 
3. Use the Payer drop-list to select the same Payer that you wrote down in Step 1.  

 
4. In the MCO Provider ID text box, enter the same Provider ID that you wrote down 

in Step 1. 
 

5. Select Add to list.  You will see the “Providers for the group” update with a new 
line. 

 
6. Select Save. 

 
 

 
 

1 

2 

3 

4 

5 

6
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To make another provider the default provider, follow steps 1-6 again for the provider.  
Except before you select ‘Add to list’ mark the check box “Mark as Default Submitting 
provider.” 
 

Frequent Providers 

Filter List of Providers:  You can filter the list of Frequent Providers so that only 
providers of a certain type are displayed on the Setup frequent providers page.  

Select the type of provider you would like displayed in the list from the Provider type 
drop list  

Select Go.  

 

The filter functionality allows you to display: 

• All providers that have been added to the Frequent Providers list 
• Only Attending providers that have been added to the Frequent Providers 

list  
• Only Facility type providers that have been added to the Frequent 

Providers list 
• Only Servicing providers that have been added to the Frequent Providers 

list 

Add Provider:  The Add New Provider functionality allows you to add a new Frequent 
Provider.  
Select Add new provider. 
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Step One 
Complete step one by entering the provider identification information for the 
provider you are adding. The following fields are available for entry.  

• Frequent Provider is an Organization: If the provider you are adding is 
an organization, you will need to enter the organization's name only. Skip 
the remaining fields in step one. 

• Frequent Provider is a Person: If the provider you are adding is a person, 
do not enter any information in the Organization name field. Complete the 
following fields:  

• First name:  Enter the provider's first name. 
• Middle initial (optional): Enter the provider's middle initial. 
• Last name: Enter the provider's last name.    
• Suffix (optional): Enter the provider's suffix. 
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Select Next step. 
 
Step Two 
Complete step two by entering the following information: 

• Payer: Select the payer this provider is to be associated with from the 
Payer drop-down box. 

• MCO Provider ID: Enter the Medicaid Provider ID this provider has been 
assigned by DMAS.   

• Provider Role: Choose the role you wish to assign to the provider. 
Providers can be assigned one or more roles. 

• Mark as Default: Choose the "Mark as default.." option if you wish to 
have this provider appear as the default for the role you have assigned.  
You can only have one default per Provider Role type. 

Select Add to list.  
 
Select Save. 
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Edit Provider:  The Edit Provider functionality allows you to edit the information 
associated with an existing Frequent Provider.  

1. Select Edit next to the Frequent Provider you wish to edit 
2. The steps involved in editing an existing Frequent Provider are the same as 

those listed in the Add Provider section above.  
 
Delete Provider 

Select Delete next to the Frequent Provider you want to delete, the provider will 
be permanently removed from the Frequent Providers list.  
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Frequent Procedures  
 
Add Procedure 

1. Select Add to list.  
2. Enter Procedure code: Enter the procedure code for the procedure you would 

like to add to the Frequent Procedures list. 
3. Enter Procedure description: Enter the procedure description for the procedure 

you would like to add to the Frequent Procedures list (up to 45 characters in 
length). 

4. Select Save. 
 
Edit Procedure  

1. Select the Edit option next to a listed procedure. 
2. Edit Procedure description: You can only edit the procedure description. Edit 

the existing description or enter a new procedure description (up to 45 characters 
in length). 

3. Select Save. 
 
Delete Procedure 

1. Select the Delete button next to the procedure you want to delete, the procedure 
will be permanently removed from the Frequent Procedures list.  

   
Frequent Diagnosis 
 
Add Diagnosis 

1. Select Add to list  
2. Enter Diagnosis code: Enter the diagnosis code for the diagnosis you would like 

to add to the Frequent Diagnoses list. 
3. Enter Diagnosis description: Enter the diagnosis description for the diagnosis you 

would like to add to the Frequent Diagnoses list (up to 45 characters in length). 
4. Select Save.  

 
Edit Diagnosis 

1. Select Edit option next to a listed diagnosis. 
2. Edit the Diagnosis description 
3. Select Save.   

 
Delete Diagnosis 

1. Select Delete button next to the diagnosis you want to delete, the diagnosis will 
be permanently removed from the Frequent Diagnoses list.  

Frequent Provider  


