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Step-by-Steps for Administrator Maintenance

Use iEXCHANGE Administrator to:

e Add or edit information about your Provider Group.

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

e Add or edit information about Submitting Providers.

e Add most Frequent Providers.

e Add most Frequent Procedures.

e 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”.

iEXCHANGE | MEDecision
HELF
Provider Payer
I wan |

Welcome

IEXCHANGE™ iz MEDecision’s browser-based product that
gives healthcare providers a two-way link uzing the Intermet
to exchange care management data with the Managed Care
Organization (MCO],

Anintegral part of MEDecision’s praduct suite, iIEXCHANGE
enables providers to quickly and =asily submit transactions
to the MCO, applying autornated busziness rules to facilitate
appraoval processing, Providers can alzo search far previously
subrmitted tranzactions and search for providars ar
rmembers,

Tao begin, select the Provider Login link to access iIEXCHAMGE
az a provider office user, or choosze the Payer Lagin link ta

access (EXCHAMGE as an MCO user,

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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iEXCHANGE | MEDecision
HELF

Provider login

@User D | |

iEXCHANGE 1D | |

Password | |

> [Lugin] [ Cancel ]

To Open the iIEXCHANGE Administrator Page

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

Sponsored by

s Q
é-!:I(ePRO iExcHANGE | MEDecision

HELF | PREFEREMCES Jennifer Bitterman log out
Starting Inpatient Referral
point
Payer selacted:
Yirginia Medicaid P.A. - select a task
Train Auwailable tasks (Inpatient, Other, Referral, aor Search)

appear abowve, to the right of the payer you selech

Treatment Click the task you want to open the task page. Mote
updates that the available tasks may vary by payern
Sponsor MEDecision
bulletin news
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Choose the “iEXCHANGE Administrator” link.

Sponsored by

== _L /\ePRO IEXCHANGE'| ME%mn-

T ————

HELP | PREFEREMCES Jennifer Bitterman log out

Starting cthange iEXCHANGE
point password administrator

Payer selected:
Yirginia Medicaid P.A. -

Train

iIEXCHANGE preferences

Change password

Click the Change password link, above,

IEXCHAMNGE administrator

Zlick the iIEXCHANGE administrator link, above.

v

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: | agree or | don't agree.
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IEXCHANGE administrator usage policy

THE iEXCHAMGE SvSTEM IS SUBJECT TO AMD GOVERMED BY TERMS AND CONDITIONS
OF USE, BY PROCEEDING OR USING THE IEXRCHAMNGE SYSTEM vOU ARE MAMIFESTIMNG
THAT voU HAVE READ AND UNDERSTOOD THE TERMS AMD COMDITIONS OF USE AND
&GREE TO BE BOUND BY THEM. IF Y¥oU Do MOT UNDERSTAMD THE TERMS OR
COMNDITIONS OF USE OR DO NOT AGREE TO BE BOUND BY THEM, D2 MOT PROCEED OR
COTHERWISE USE THE IEMCHAMNGE STSTEM. UMAUTHORIZED ACCESS TO THE
[EXCHAMGE SYSTEM IS PROHIBITED.

r

IEXCHANGE SYSTEM TERMS OF USE =

1. These Terms of Tse (the "Agreement”) are between
WEDecision, Inc. {We", "Ts" or "Our"), the groupl/practice
entity that has been provided an ID {as defined i Section 4
below) using this Svstem (as defined below) (the "Prowider™) and
the Tzers (as defined i Section 2 below) (the Prowider and
Tsers shall collectively be "You" or "Your™). This Agreement
governs the use of the (EXCHAMNGE (M) processing systern,
mncluding without tmtation, all software, msurance codes,
graphics, logos, text, documentation, user gudes, databases and
cotnpdations of all materials other than Patient Information (as
defined i Section &), enhancements, bug fixes, upgrades, -

[Iagree ] [ | don'tagree ]

If you select | agree, the IEXCHANGE Administrator page displays. If you do not agree
to the terms of usage, and select the | don't agree button, a message box denying you
access to the administrative functions appears.

After selecting | 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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IEXCHANGE Administrator

Administer provider group: 3606

Group administration

Click the Group Administration link above to enter or edit
information about your IEXCHANGE Provider Sroup.

Account administration

Click the Account administration link above to enter or edit
inforrmation about account users for vour IEXCHAMGE Provider
Group, Mew users of IEXCHANGE can be set up here,

Submitting providers

Click the Submitbing providers link above to enter or adit
information about the providers for which an IEXCHANGE
tranzaction can be submitted. Subriitting providers zhould
carrespond to healthcare providers within your iIEXCHAMSE
Provider Group, At least one Subrmitting provider must be st up
in order to performn a tranzacktion in iIEXCHAMSGE,

Frequent providers

Click the Frequent providers link above to set up a shortlist tao
be uzed in iIEXCHAMGE to hold the providers vour Provider Group
rost often uses,

Frequent procedures

Click the Frequent procedures link above to set up a shortlist
to be used in IEXCHANGE to hold the procedure codes vour
Provider Group rmost often uses,

Frequent diagnoses

Click the Frequent diagnoses link above to zet up 2 shortlist o
be used in iEXCHANGE to hold the diagnosis codes vour Provider
Group rnost often uzes,
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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”.

IEXCHANGE Administrator

Administer provider group
Group administration

Click the Group Administration link above to enter or edit
information about vour iIEXCHANGE Provider Sroup,

Account administration

Click the Account administration link above to enter or edit
inforrmation about account users for vour IEXCHAMGE Provider
Group, Mew users of IEXCHANGE can be set up here,

Add New User

Select “Add new user”.

Account Administration

Edit
Results 1 of 1 next =

User nane Logon ID User role Current status
To edit an existing user,
select the radio button next {E} EePR O adminlser ACTIVE
to the user name then click
the Edit uzer buttan, To add
a new user, click the Add
new user buttan, next

Username and Password

Requested Logon ID: Use this field to assign an ID the user will use to access
iIEXCHANGE.

Password: Enter the confidential password the user will use, in conjunction with the
Logon ID, to access iIEXCHANGE.

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.

Add Account Information

Ent
1 I ner # Requested logon ID | |

New password | |

Confirm new password | |

2 Enter »
First name

Middle name

|
|

Last name | |
|

Suffix

Assign admin privileges | v|

[Suemi ][ Conce ]

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.

Account Administration

Edit
Results 1 of 1 next =

User nanme Logon ID User role Current status
To edit an existing user,
zeleck the radio button next @ KePRO adrminUser ACTIVE
to the user name then click
the Edit user button. To add
a new uzar, click the Add
new user buttan, next

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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Edit Account Information

1 IEEIit # Logon ID
New password | |
Confirm new password | |
User must change password
2 IEEIlt » First name |KEPRO |
Middle name | |
Last name |AdminUser |
Suffix | W
Status
Assign admin privileges |Sy5tem administrator ‘V|

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 iIEXCHANGE® 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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IEXCHANGE Administrator

Administer provider group: 3606

Group administration

Click the Group Administration link above to enter or edit
infarmation about your IEXCHANGE Provider Sroup,

Account administration

Click the Account administration link above to enter or edit
information about account users for your IEXCHAMSE Provider
Group, Mew users of IEXCHANGE can be zet up here,

Submitting providers

Click the Submitbng providers link abouve to enter or edit
inforrmation about the providers for which an iEXCHANGE
transaction can be submitted. Submitting providers should
correzpond to healthcare providers within your iIEXCHANGE
Provider Group. At least one Submitting provider must be set up
in order to perform a transaction in iIEXCHAMGE,

Add Submitting Provider
Select “Add new provider”.

Sponsored by
¥ —P .
Tl s iEXCHANGE | MEDeasion

HELFP | PREFEREMCES Jennifer Bitterman log out

Starting change iEXCHANGE
point password administrator

Submitting providers list

Organization or Provider name Roles

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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Setup submitting provider

1 I Organization name*

. *
First name

Last name*

|

Middle initial | |
|

Suffix |

Address 1

Address 2

City

Zip code

|
|
|
State"c | v|
|
Phone |

Universal provider ID | |

Mext step Cancel

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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Setup submitting provider

2 I test, test

Payer*

MCO Provider ID

Supplemental Provider 1D

I:‘ Mark as Default Submitting providar

Addto list Wwhern thiz provider iz filed they will be imrmediately available to users for the subrmizsion of referral,

inpatient and other requests, The provider will not be available in Treatrent Search until the Managed
Care Organization has approved the submitting provider for uze in Treatment Search tranzadcions, If the
Managed Care Organization determines that the submitted Provider ID is not correct or not appropriate,
then the provider will be rermoved frorm the list of available subrnitting providers for referral, inpatient and
other requests,

Payer 1D Supplemental Roles

Save Cleartorm Cancel
— —_—

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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Sponsored by

S KEPRO

P iEXCHANGE | MEDecision

HELF | PREFEREMCES Jennifer Bitterman log out

Starting change iEXCHANGE
point passwrord administrator

Submitting providers list

Drganization or Provider name Roles

_— - .
Meighbors Place SURPROYV

Add new provider

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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HELP | PREFEREMCES Jennifer Bitterman log out

Starting Change iIEXCHANGE
point password administrator

Submitting providers list

Organization or Provider name Roles

Meighbors SUBPROY
- 5 New SUBPROV
Richmond SUBPROY

Add new provider

Select “Next step”.
Setup submitting provider

1 I Organization name” |New |

- 0OR -

. *
First name

Middle initial

E
Last name

Suffir

Address 1

Address 2

City

State” Wirginia ,V|

Zip code

Phone

Universal provider ID | |
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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.

2 I MNew

Payer*

® | .

i *
MCO Provider ID Supplemental Provider ID

D Mark 25 Default Subritting provider

®

> Acdd to list when thiz provider iz filed they will be immediately available to uzers for the zubrizsion of referral,

inpatient and other requests, The provider will not be available in Treatment Search until the Managed
Care Organization has approved the submitting provider for use in Treatment Search transactions, If the
Managed Care Organization determines that the submitted Provider I is not correct or not appropriate,
then the pravider will be remaved frar the list of available submitting providers for referral, inpatient and
other requests,

Supplemental Roles

@

— [ Deigfe |

Wirginia Medicaid PoA - 004347746
Train

SUBPROV(Default)
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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.
HELP | PREFEREMZES Jennifer Bitterman log out
Starting Change iEXCHAMGE
pnfni password administrator

Frequent providers list

Pruviderh_.r;e: Aﬂending W <+

Organization or Provider name Roles
= aronov

Add new provider

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

o 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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HELF | PREFERENCES Jennifer Bitterman log out

Change IEXCHANGE
password administrator

Starting
point

Frequent providers list

Provider type: Aﬂendiﬂg b

Organization or Provider name Roles
Edit| | Delete | Warren ATTPROY
Edit| [ Delete | Adelphus ATTPROV

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.

« 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:

o 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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HELFP | PREFERENCES Jennifer Bitterman log out

Starting thange iEXCHANGE
point password administrator

Setup frequent provider

1 I Organization name*

- *
First name

Middle initial

*
Last name

Suffin v|

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.

e 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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test

Pa!_.rer*
W
i *
MO Provider ID Supplemental Provider ID
Provider Role Mark as default for the role in the group
Dﬁervicing provider |:|
Dﬁd:tending physician D
O Facility F
Add to list <
Payer D Supplemental Roles

[Seve J[_cieeriom [ cance!]

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

C:\unzipped\iEX Admin Training 051606\iEX Admin Training 051606.doc
Page 22 of 22



