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Provider Portal Manual 

Notice 
This Help file contains proprietary information of ikaSystems Corporation.  It is exclusive property of 

ikaSystems.  It may not be reproduced or transmitted, in whole or part, without written agreement from 

ikaSystems. This website and its content is copyright of ikaSystems - © 2007. All rights reserved. 

Any redistribution or reproduction of part or all of the contents in any form is prohibited other than the 

following: 

 you may print or download to a local hard disk extracts for your personal and non-commercial 
use only 

 you may not copy the content to individual third parties for their personal use 

You may not, except with our express written permission, distribute or commercially exploit the 
content. Nor may you transmit it or store it in any other website or other form of electronic retrieval 
system. 

The software, if any, described in this document is furnished under a licensed agreement. The software 

may not be used or copied except as provided in the licensed agreement.  

ikaSystems Corporation provides this publication as is without warranty of any kind, either express or 

implied. The information in this document is subject to change without notice. 

This guide mentions the basic steps required to configure the Web-based ikaClaims System for 

authorized Users. 

This guide assumes that you are familiar with Microsoft® Windows™ Internet Explorer, Web-based 

applications and Health Benefits Insurance terminologies. 

Microsoft Windows is a registered trademark of Microsoft Corporation. All other trademarks and trade 

names are the property of their respective companies. 

Please make sure that you understand and agree with the terms of the policy. Pay attention to the 

minute details to understand the requisites required to install the ikaClaims systems for it to work 

effectively.  

Corporate Headquarters 
ikaSystems Corporation 
134 Turnpike Road 
Southborough, Massachusetts 01772 
Telephone: 508-229-0600 
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Introduction 
 

Provider portals are secure web based application environments that aggregate information and 

functionalities from other applications and sub-systems aimed at business-to-business information 

exchange between Payers and Health Plans companies and various medical service providers.  

Provider Portal application greatly improves features and quality of on-line, self service capabilities 

available to the medical providers  

 

Provider Portal Features 

 Eligibility verification  
 Member benefit verification  
 Preauthorization submission and approvals  
 Claims submission and status  
 Claims tracking  
 Referral submission and approval  
 Submit a complaint  
 Submit contact information changes  
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Provider Portal Benefits 

Improves the Efficiency of your Providers  

 Instantly view current patient eligibility and benefit information  
 Reduces bad debt for services provided to ineligible patients  
 Billing staff can perform administrative work (eligibility, claims tracking, etc) during off hours  
 Receive authorization and referral approval in real time  
 Frees phone lines by eliminating eligibility and claims status calls  
 Prevents incomplete claims from being submitted  
 Correct claims errors before submission  
 Routine authorizations and referrals approved electronically using your business rules  
 More complete claims result in faster average turnaround  
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Provider Portal Home Page 
Providers can register themselves using the Register link available in the Portal home page. New users 

should click on Register to create a username and password for having access to the portal. After 

registering Users can login to the portal with their Login and passwords 

 

Provider Registration 
Step 1: Click on Register in the home page to being registration 

Step 2: Choose Providers as the user and click on Next 

 

Step 2:  Select Provider type (Screen shown below). This is because there are multiple 

providers/professionals who utilize the same TIN/NPI but may want to register accounts. The multiple 

providers/professionals can be distinguished by type. 

 Primary Care Physician Office- This is the entire Professionals- PCPs. Individual NPI field is 

mandatory to register. This type of providers are capable of creating and viewing referrals 
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 Other Physician Office/Specialist Office- This is a group of professionals other than PCPs e.g. 

Specialists. Individual NPI mandatory to register. This type of Providers are capable of viewing 

referrals and cannot create referrals 

 Ancillary Provider/Contract Administration/Payee/Other- Tax ID mandatory to register. This 

type of Providers can view referrals. 

 

Depending on the Provider type and values entered in the fields, the search results will be displayed. 

The results will be displayed in the List of Available Providers. Multiple users can be assigned a single 

user login. To do so, select the provider from the List of Available Providers and click on  to add it to 

the List of Selected providers. To choose a single provider, follow the same process. Click on next to 

create a username and password. The next screen (shown below) allows users to create a username and 

password. 
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This screen allows the Provider to create a Username, Password and enter email information. E-mail 

information will be used to send username and password and the password if it was forgotten or reset. 

Click on finish to complete registration. This sends one email containing Username and another email 

containing the password to the email Id entered in the previous screen  
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User Login Screen  
 

User enters Login ID and Password in the Login box (top right corner) and clicks on Login to login to the 

portal.  

For More information about the Login ID and Password, please call up your Respective Health Plan. 

‘Forgot your Password’ link can be used to get a new Password when a user forgets his/her Password. 

 

Users need to agree to the Terms of Use and click on ‘I Agree’ (shown in the shown screen below) to 

access their account. Clicking on ‘I Disagree’ will automatically log out the user. 
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After a user clicks on ‘I Agree’ the screen above appears with a Menu bar on top having the following 

options. The User can select one of the below: 

 

 Eligibility- A Provider can check any Member’s eligibility  
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 My Members- A Provider can check the eligibility of all the Members under that particular 

Provider 

 Referral Search- Providers can search for all the Authorizations created and view Authorizations 

under different statuses 

 Referral Entry- Providers can create three types of Authorizations- Referral, Inpatient and 

Outpatient 

 Claims-  Providers can status Claims of a Member and view EOP in case of Processed Claims 

 My Account- Providers can Reset their Passwords 
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How to Check Member Eligibility 
 

Click on the Eligibility tab in the Menu bar on top. The Eligibility tab can be used to check the Eligibility 

of all Members. A Provider can verify the eligibility of a Member even if that particular Member is not 

under that Provider. 

 

The Provider can Search by using the Member ID/Subscriber ID or using the First Name, Last Name, Date 

of Birth, Gender, Alternate Number. The search criteria should be exact to display correct results. The 

search results will be displayed below (as shown in the screen above). 

Details of the Member’s eligibility can be seen by clicking on the Member’s record (Screen below). 

Details include the Group Name of which the Member is a part of, Benefit Plan of the Group, Provider 

Network of which the Group is a part of, PCP of the Member, and Copayment the Member has to make 

for each Network. Clicking on the Back button will take the Provider to the search results screen. 
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A Provider can click on the Member’s record in the Eligibility details screen to create a 

referral.

 

Let’s assume that a Provider clicks on Referral. The screen is shown below. This will automatically take 

the Provider to a Referral screen with the Patient/Insured Information and Ordering Providers 

Information populated. This information will be populated based on the Member. 

Clicking on the Back button will take the Provider back to the Eligibility details page.  

Clicking on Submit will submit that particular Referral. Details in the Referral screen will be described 

later in this document. 
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How to check My Members Eligibility 
 

Click on the My Members tab in the Menu bar on top. The My Members tab allows a Provider to verify 

the eligibility of Members under the Provider/Professional who logs into the system. 

 

The Provider can search for a Member by using First Name, Last Name, Date of Birth, Gender, ID criteria 

(Subscriber ID/HIC Number). When a search criterion is entered and a Provider clicks on Search the 

search results are displayed below. Roster Export button allows the Provider to export all members 

under him/her into an excel sheet. 

Clicking on the Member’s record will display details of that Member (Screen below). Details include the 

Group Name of which the Member is a part of, Benefit Plan of the Group, Provider Network of which the 

Group is a part of, PCP of the Member, and Copayment the Member has to make. Clicking on the Back 

button will take the Provider to the search results screen.  

 

A Provider can click on the Member’s record in the Eligibility details screen to create a Referral. (Screen 

below) 
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Let’s assume that a Provider clicks on Referral. The screen is shown below. This will automatically take 

the Provider to a Referral Entry screen with the Patient/Insured Information and Ordering Providers 

Information populated (That Information is not shown in the screen below since it is Personal). This 

information will be populated based on the Member.  

Clicking on the Back button will take the Provider back to the Eligibility details page. Clicking on Submit 

will submit that particular Referral. Details in the Referral screen will be described further in this 

document. 
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How to Search for Referrals  
The Referral Search screen can be used to view all Referrals submitted by a Provider. The Provider can 

search for Referrals based on Subscriber ID, First Name, Last Name or Authorization Number. The results 

show referrals in Submitted status. 

To view all Referrals in each status, the Provider may leave all search criteria blank and click on Search. 

This will bring up all Referrals in each status. 
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Creating a Referral 
Click on ‘Referral Entry’ tab to create a Referral.  

The screen below shows the Referral entry screen. Physician/Provider Info will be automatically 

populated based on login (Not shown in screen below since it is Personal Information). 

 

Fields marked with * are mandatory 

Field Name Description 

Auth No. Is a 12 character alphanumeric identifier that 
represents this referral. The ikaClaims System 
automatically creates this number. 

Begin Date Enter the date that this referral begins. 
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Days Enter the number of days that this referral remains 
in effect. 

 

End Date Is the last effective date of this referral. The 
ikaClaims System calculates the End Date by 
adding the number of days entered in the Days 
field to the date entered in the Begin field. 

Svc. Type Choose from 
I: Inpatient 
O: Outpatient 
R: Other 
P: Other(Provider) 
C: Observation/ER 

Svc. Location Select the authorized service location from the 
drop down list. The service type determines the 
available service location.  

Available Locations can be set up in Standard 
Codes in Internal Code Management screen. 

Auth Type Select an authorization type from the drop down 
list. The service type determines the available 
authorization types 

Available types can be set up in Standard Codes in 
Internal Code Management screen. 

Admit Date If the member was admitted to the referring 
provider facility, enter the date that the patient 
entered the hospital 

Hour Enter the hour that the patient entered the 
hospital 

Admit Source If the member was admitted to the referring 
provider facility, select a 1 character code that 
represents the source of admission type. Available 
admission type codes can be set up in Standard 
Codes in Internal Code Management screen. 

Discharge date If this authorization is for a UB-92 type admission, 
patient discharge status should be selected. 
Available patient discharge status can be set up 
through the in Internal code Management, 
Standard codes in Ika system. 

Discharge Sts. If this authorization is for a UB-92 type admission, 
patient discharge date should be selected 

LOS Enter the length of stay (LOS) for this patient's 
hospitalization 

 

mk:@MSITStore:C:/Documents%20and%20Settings/sbathia/Desktop/Claims%20Help%20File/ikaClaims.chm::/General_Codes_-_Standard_Codes.htm
mk:@MSITStore:C:/Documents%20and%20Settings/sbathia/Desktop/Claims%20Help%20File/ikaClaims.chm::/General_Codes_-_Standard_Codes.htm
mk:@MSITStore:C:/Documents%20and%20Settings/sbathia/Desktop/Claims%20Help%20File/ikaClaims.chm::/General_Codes_-_Standard_Codes.htm
mk:@MSITStore:C:/Documents%20and%20Settings/sbathia/Desktop/Claims%20Help%20File/ikaClaims.chm::/General_Codes_-_Standard_Codes.htm
mk:@MSITStore:C:/Documents%20and%20Settings/sbathia/Desktop/Claims%20Help%20File/ikaClaims.chm::/General_Codes_-_Standard_Codes.htm
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Patient/Insured Information 

Patient Information-Last Name, First Name, Middle Initial, Date of Birth, Sex, PCP Info, Coverage From 

and To date, Plan ID, Relation to the primary subscriber and Coverage Type are automatically populated 

when a user enters the Patient ID. Patient ID is an auto suggest box which shows results based on the ID 

entered in that field. The patient may be self or any dependent of the primary subscriber. The 

information of the primary subscriber-Insured ID, Last Name, First Name, Middle Initial, and Group ID is 

also populated when a patient ID is entered. (Screen below) 

 

When only the Insured ID is entered, the fields above (Patient ID, Last Name, First Name, etc) will not be 

populated. Insured ID is the ID of the primary subscriber. 

 

Ordering Providers Information 

 Physician Info- Physician Info is automatically populated based on the Login. 

 Provider Info. - This is a drop down box. Physician can choose the appropriate provider 

Authorized Providers 

An Authorized Professional becomes Mandatory if the Ordering Professional is not a PCP of the 

Member then the Authorized Professional becomes mandatory. Also if Service Type = Other and Other 

(Provider) then the Authorized Provider becomes Mandatory. 

 Physician Info- Physician Info is automatically populated based on information entered in the ID 

column. ID is an auto suggest box i.e. system displays results based on the details entered in the 

field) and when a user clicks on the appropriate ID, the Name, of the Physician will be populated 

automatically. A user can search for a Physician by entering an ID or name in the ID field.  

 

 Provider Info- Provider Info is automatically populated based on information entered in the ID 

column. ID is an auto suggest box and when a user clicks on the appropriate ID, the Name, of the 

Provider will be populated automatically. A user can search for a Provider by entering an ID or 

name in the ID field. 
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 Facility Info- Facility Info is automatically populated based on information entered in the ID 

column. ID is an auto suggest box and when a user clicks on the appropriate ID, the Name, of the 

Provider will be populated automatically. A user can search for a Facility by entering an ID or 

name in the ID field. 

 

Diagnosis Information 

 Primary Diag.- This field contains the Primary Diagnosis code. This field is an auto suggest box 

and the system displays suggestions as the user enters information in that field 

 Other Diag., ICD9 Proc. Codes and Other Proc. Codes are other disease codes which are 

identified by the professional/physician. These fields are also auto suggest boxes. 

 

Authorization Services (Screens below) 

Field Name Description 

Svc. From  Date from which service has been performed 

Svc. To Date up to which service has been performed 

Svc. Code (Auto Suggest box) Select an applicable CPT or HCPCS code for this 
authorization. 

Mod. (Auto Suggest box) Select an applicable service code modifier for this 
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service code.  

Unit Type Select a code that represents the unit type for the 
service code. E.g. Per Visit, Per Min, Per Day 

Available unit type codes can be set up in Internal 
Code Management, System codes 

Units Enter the number of units that can be authorized for 
this service code 

 

 

 

Service Code 

 

Modifier 

 

Unit Type 

 



 

Property of ikasystems Corporation.                                  Confidential Document. Do not reproduce without permission 

 

Add Documents 

This section allows the user to add any documents related to the authorization. The user can enter a 

brief description for the document and upload documents from the user’s computer. Uploaded 

documents are displayed below showing when the document was uploaded, description of the 

document, file name and options to download and delete the document. 

 

Comments 

A user can add comments to the authorization entry. Multiple Comments can be entered one after the 

other by clicking on Add New. Comments may be made confidential by checking the confidential box. 
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How to View Claims 
 

Click on the Claims tab in the Menu bar on top. A Provider can search for all Members’ Claims using the 

Search criteria First Name, Last Name, Date of Birth, Patient Control No. , Claim ID, and Claim Type 

(HCFA/ UB/All). 

 

For e.g. If the Provider searches for a Claim having first name A, all Claims  having First Name ‘A’ are 

displayed in the search results. Clicking on the Claim ID shows the claims details (Screen below). 
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If the Claim has been Processed, then the Provider will be able to view the EOP for that claim. Clicking 

on ‘Processed’ in the Status column of the Search results will show the EOP in .pdf format. 

 



 

Property of ikasystems Corporation.                                  Confidential Document. Do not reproduce without permission 

 

How to Create Users 
Click on the Create User tab in the Menu bar on top. 

This User Management model is implemented based on the Provider ID, for providing every user with a 

personal account and password to login. Providers can create a User Name for Professionals or Staff 

under them. 

For creating a User Name, the Provider has to enter the Last Name, First Name, E-mail ID. Checking Send 

e-mail will send an e-mail to the User with User Name and Password Information (Default: Checked). 

Create Privilege will enable the User Name that will be created have ‘Create User’ privilege. Normally, 

Professionals and Staff will not be allowed to Create Users. 

User Limit defines how many users can be created by the new user. User Limit must be set within the 

user’s limitations. 

 

A set of Providers will have a common User Name. The set of Providers is known as the ‘List of Selected 

providers. List of Selected Providers can be created from the List of Available Providers. By selecting a 

Provider in the List of Available Providers and clicking on the  button, a Provider can be added to the 

List of Selected Providers. Any provider in the List of Selected Providers can view all Authorizations and 

Claims submitted by the entire List of Selected Providers. 

 

Providers must Choose a Role for the User Name being created. It could be Professional or Staff. Only 

limited roles are available depending on the user’s privilege. 

Providers can set the Password option for that User Name to be Manual or Auto. In case of an Auto 

Password Option, a Password will be created by the system and e-mailed to the User. 
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How to Manage Users 
Click on the Manage Users tab in the Menu bar on top. 

Users can search for users they created and all users down the hierarchy. The View/Edit User Details 

page has option to Reset User Password, in addition to the ability to update or view all the user details. 

Users will have the ability to view only the providers who are assigned to them. Access to a new 

Provider must be added at the admin level. 

Providers can search for Users based on User Name, First Name, Last Name, Active or not, Role type. 

 

Clicking on a UserName’s record will allow the Provider to view/edit  the User Name, Last Name, First 

Name, Email ID, User Limit (In case of Create Privilege) , No. of Users, List of Selected Providers and Role 

Type. Checking the Reset User Password will allow the Provider to reset the password for that 

UserName.
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My Account 
 

Click on the My Account tab in the Menu bar on top. Providers will be able to reset their Passwords 

using the My Account page. 

 

Providers need to enter their Current Password, enter a New Password and Confirm the New Password 

to reset their passwords. Passwords should meet the Requirements displayed at the top of the screen. 

 

 


