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Intreduction/ ' . Introduce kcovered training mater:al . _2'min'._-'3"3
Wé'lt_:p'mé.'f'_; ' . Re\new Iearnlng objectwes PR
o . OveraH objectlve _
' Pharmamsts w1l| be able to
o o : Define and explam the purpose and benef;ts of the Provsder
o Portal :
_ :Enroli Logm and Change password ln Prowder Portal
:'_:'.:c'a' 'Navigate the Provider Portal and perforrn Pharmacnst
e ' “'functions within the Prowder Portat
e Exp!a:n trammg nawgatlon and functlonaltty
JHE Note The course wﬁl be set up ina menu format s0 the Ieamer can
view just those specn“c functlons desired. Learner does NOT have to 80 .
. thr_ough the entire course, _bt_;'_c can view the individual functions. ** -
Introduce * Web-based collection of tools for prescribers, pharmacies, and 1 min.
Provider HFS staff.
Portal ¢ Features include:
o Patient Inquiry %wbﬂé{/ﬂ% SU{M"’éﬂH
o Pharmacy Inguiry SUMC‘(”"""L
o Formulary Inquiry Cheddean strs,, 071019 Alxa»bm
o Diagnosis Inquiry
'Régigte'r'fO} ﬁ . Must reglster with the State at e : ' _ 1m|n o
Provider : . http //www I||II"IO|S gov/hfs/nmpact/Pages/default aspx : S
| Por‘tal e Reg|strants recenve an e ma:l conf;rmlng request to reglster
e Foliow znstructrons |n e- mali to compiete reglstratlon process
Initial Logon * Navigate to Provider Portal (hitps://ilrxportal.illinois.gov) 1 min.
¢ Demonstrate initial login
o Enter user ID and password
o Accept terms and conditions
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Patients Tab s Allows user to search for a patient. 5 min.
e Enter the Illinois Medicaid ID or minimum of three characters of
the Last Name.
¢ Click Search button.
» Results display below the search fields.
» Click the IHinois Medicaid ID hyperlink to display the patient’s
demographic information and Medicaid eligibility.
e Click the PA Profile button to view Patient’s PA profile.
¢ Click the Drug Profile button to view the patient’s drug profile.
o RxDate
o RxNumber
o Product
o Quantity
o Days Supply
o Prescriber
o Pharmacy
e Return to Member Profile link to go back.
s To select a patient, click the Select button on Patient Search
Results screen or Member Profile screen.
o Fills in the required information on the PA form until another
patient is selected.
o Patient name appears at the top of the screen.
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e After a drug is selected, the PA Form Selection page displays.

s Each drug category is mapped to a specific form.
s Select the appropriate form from the drop-down menu.

e Click Select Form button.

Diagnosis Tab =~ .* Search fora diagnosis code e 3 min.
FEE ' . Enter the ICD-9 code (lf date of service prIOI’ to October 1, 2015)
_orthe ICD-10 code or at Ieast three characters of the dmgnoszs SRR
descrlptton : o
e Click Search button _ R .
_ __: . Search results dtsplay below the search cnterla _ .
. Click the ICD-9 or ICD- 10 code in the Code column to dlsplay

mformation about the dlagn05|s code '

R Ry Ciick the Select button from the D:ognos.rs Search Resuh‘s screen
S orfrom the ICD 9(or ICD- 10} Deta;led D:agnos:s lnformot.ron
' ""___Screen S : B S RO R :
"« This fl“S the requ:red mformatlon lnto the PA form for the
d|agn05|s.___ A R S L
. The Diagnosis dlsplays at the top of the screen

Create PA Tab » Creates a new PA. 10 min.

s User information auto populates the pharmacist section of the PA
form.

* PA form displays any other previously selected information for
patient, pharmacy, diagnosis, or Formulary.

e If you have not previously selected a form, you can select it now.
o Choose a form from the drop-down menu.
o Click Select Form button. ﬁ
o%gsé

» Some fields within the PA form cannot be directed Z!ted When
the fields are not populated or contain incorrect mformatlon, use
the Lookup buttons next to each one to begin a search process.

* You can directly edit the Provider and Contact Info fields.
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s Upload Reference Information

o Once a PA is created, upload reference information to
support the PA request {lab results, chart notes, etc.)

o From the Dashboard, locate the appropriate PA.

Click the magnifying glass icon to get additional information
about that PA.

Click the Upload Reference Info button.
Browse to the appropriate file.

If you are not sure what file types are allowed, click the\g}.(

review the alfowed file types hyperlink.

o Double-click the name of the file to upload. Repeat to add as
many files as needed.

Click the Upload button.
Receive a message that the upload is successful.

g

Submit Claim

. Submlt non POS pharmacy ciaims

= Revnew clalm status and results |mmed|ately after adjudlcatfon, R

Clalms are adjudlcated in the same manner as any other
pharmacy cla|m mciudmg member e|lglbl|lty validatlons

_ _Results mc]ude a confirmation of acceptance for payment W|th
" accepted clalms ar a Wlst of reasons for reJect:ng a claim. :

6 min.

If you have been working with a specific patient {on previous tabs
to search for a patient or submit a PA), the patient’s information
should auto-populate the claim form.

s |f the information is not already there, complete the fields on the
screen in the General Information area.
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* Provides a hyperlink to the User Guide, User Tutorials, and
important contact information.

. Thank participants for taking tutorial.

Closing _ Lo 1 min.
' & Provide links/information on where to get additional help.
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