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Welcome to

san Col
HEERL 710102
1. WELCOME

Hill inSite is a powerful tool to assist your practice in better managing your interactions
with Hill Physicians. Hill inSite allows your practice access to information from Hill
Physicians transaction systems to get the most up-to-date information available via the
internet. Hill inSite allows you access to other Hill eSolutions that can be used
separately or combined for even greater benefit.

To begin using Hill inSite, Hill Physicians will issue each member of your staff a user
name and password. See Section 2.0: Logging into Hill inSite for additional information.

2. SUMMARY OF FEATURES

Inquiry - Hill inSite Inquiry allows you to verify patient eligibility and benefits, as well as
specific information regarding co-payments and co-insurance. Inquiry also allows you
to check on claim and Authorization Request statuses for your patients.

eAuth (Electronic Authorization Requests) - Hill inSite electronic Authorization Requests
allows instant transmission of eAuths to Hill Physicians without worrying about lost
faxes. The accuracy is also improved as your eAuths are automatically input into our
transaction system.

eEOB (Electronic Explanation of Benefits) - With eEOB, your Explanation of Benefits
is delivered right to your desktop, without waiting for the mail. It arrives the same time
every week and that allows better allocation of your office resources. You may also
download your eEOB and save it to floppy disk or CD, reducing the need for additional
storage solutions.

CS Reference (Customer Service Reference) - This allows you to submit eligibility,
benefit and eAuth questions on line and to check the status of those questions on a real
time basis.

eFT (Electronic Funds Transfer) - This feature allows you to have your fee-for-service
claims payments deposited directly into the bank account of your choice. Notice of your
eFT will be delivered to your desktop, via Hill inSite, at the same time you receive your
eEOB.

eRA (Electronic Remittance Advice) - With this feature a file is generated and sent to
you via Hill inSite so your system can post your check to your patient accounts.

RelayHealth Single Login - If Hill inSite users in your practice are also using any of the
RelayHealth suite of services, your practice administrator has the ability to grant
permission for the user to access RelayHealth from within Hill inSite. See your

Hill inSite User Guide v7.0 Page 1
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RelayHealth representative for additional information.

Quest Diagnostics - We also provide a link to Care360, the web site provided by Quest
Diagnostics (formally Unilab) that allows physicians to check lab results online. For
more information about Care360, contact Quest via the web site link or see your Quest
Diagnostics representative.

Ascender - There is a link to Ascender from Hill inSite for Primary Care Physicians that
sign up for the system. Ascender is a web-based system designed to help primary care
practices identify patients who are due or overdue for important screenings and
immunizations.

3. ABOUT THE TABLE OF CONTENTS

) 1 ? ’

o ) q "
HBRR171511C
CONTENTS: _ _,/,L L L,
PATIENT
Search (800) 445.5747
Eligibility Contact P5A Form
Benefits
eAuth Submission ESOLUTIONS: Learn about Hill EHR, RelayHealth and other e Solutions
eAuth Status
CS Reference Status PATIENT TIP SHEETS: View Printable Materials to Help Your Patients
Claims Status
Quest Diagnostics PATIENT TELECLASSES: View Upcoming Phone-in Classes for Patients
PRACTICE PHYSICIAN DIRECTORY: Find A Hill Physicians' PCP or Specialist
eAuth Tracker

Claims Tracker
CS Reference Tracker

PRACTICE REFERENCE TOPICS: View All Reference Materials

HMO PCP List PRACTICE NEWSLETTER: View Newsletter
eEOB
efT WAITING ROOM MOMITORS: Request A Monitor
eRA
RelayHealth POST A JOB: List Your Openings Online
Ascender
USING HILL INSITE: Get An Overview or Download User Guide
TERMS OF USE

LOG OFF

WHAT'S NEW

PLEASE READ: Itis the practice’s responsibility to safeguard its protected health information (PHI). Your
practice should have a user name for each staff member that utilizes the Hill inSite web site. A new user name
should be requested for any new staff member in your practice. User names and passwords should not be shared
among your office staff. Inform Hill Physicians immediately any time a Hill inSite user leaves your group. Contact
inSite Customer Services here,

Hill inSite is logically divided into two main sections: Patient

and Practice . On the

main page, there is also links to Practice Resources and the Online Physician Directory
that are updated regularly.
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The Patient section allows the user to find demographic, eligibility and benefit
information on all Hill Physicians patients. Practices may also submit eAuths (electronic
Authorization Requests) and Customer Service (CS) Contact forms to Hill Physicians in
this section. The Patients section provides information on the practice’s pending,
approved and rejected authorizations, claims for the selected patient and check CS
Reference Status. A link to Quest Diagnostics is provided to access patient lab results,
if desired.

The Practice section reports status of claims, authorizations and CS Reference by
physician or the practice as a whole. The user may filter by both date and status.
Primary Care Physicians (PCPs) also have access to their HMO assigned patient list. If
the practice has other eSolutions (e.g. eEOB, eFT, eRA), then they will be delivered
here. A link to RelayHealth is provided for practices that participate in their suite of
services. Now there is a link to Ascender which is a web-based system designed to help
primary care practices identify patients who are due or overdue for important screenings
or immunizations.

To navigate around Hill inSite, click on the menu selections on the left or on the main
page. On the main page, there is helpful information to assist your practice.

What's New : This section is your place to stay current on the various eSolutions
available to Hill Physicians participating providers.

Provider Search : This is a link to our Provider database, where you can find
demographic information on Hill Physicians’ participating providers. UPIN, NPI and
fax numbers are available here, as well.

Practice Resources : This feature allows the user to access the password-protected
area of the website without leaving Hill inSite. Patient and Practice Resources are
available, including Hill's clinical guidelines. Also, copies of correspondence and
other information from Practice Support are also on-line in this section.

User Guide : The most current copy of the Hill inSite user guide is available here for
your practice to view or print. Technical assistance is also available in this
document.

Contact Customer Services : This is a form within Hill inSite to contact our
Customer Services department directly. There are also custom forms available to
address specific eligibility, claims and authorization questions.

Hill inSite User Guide v7.0 Page 3



('l

HERR 1/151 1

4. USER DESKTOP SPECIFICATIONS

In order for your practice to experience full Hill inSite functionality, your PC (personal
computer) must meet the following minimum requirements. In addition, you must also
ensure that your Internet Explorer browser settings have the correct values. See
Section 5 for Troubleshooting Tips.

Component Requirements

Computer (CPU) 586 PC (100 mhz or higher).

Microsoft Windows 98, 2000 or XP
Mac OS 9.0 or higher.

RAM (memory) 64 megabytes.

Operating system

Hard disk drive capacity 100 megabytes free space available.

High-speed internet access is
recommended. 56 kbs or higher, DSL,

Modem cable or other high-speed service is
recommended.
Monitor 15” or larger; 17” is recommended.
. 800 x 600 x 65,000 colors, minimum
Video card

1024 x 768 recommended.

No recommendations at this time: sound
Multimedia and video not currently in use on the Hill
Physicians web site.

Microsoft Internet Explorer version 6.X or

128 bit encrypted Browser software higher.

Most reliable ISPs are acceptable. NetZero

Internet Service Provider (ISP) and Juno are not recommended

Any single dedicated phone line

Phone line (data line, if possible).

NOTE: This feature is in limited deployment and only available to practices using the
Centricity practice management system.

Hill inSite User Guide v7.0 Page 4
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5. TROUBLESHOOTING TIPS
Trouble logging in?

Always start at the www.hillinsite.com__ home page. Do not add any other Hill inSite
pages to your Favorites, as you will not be able to access them later.

5.1. TROUBLE WITH HILL INSITE FUNCTIONALITY?

If you are experiencing problems with Hill inSite, please verify that your computer
system meets the minimum requirements in Section 4. If all requirements are met, use
the following to ensure that your browser settings are correct. If you continue to have
problems, please contact your Practice Support Advisor or send an email to
inSite.Support@hpmg.com__ for assistance.

To ensure that Hill inSite performs as expected, please make certain that you are using
Microsoft's Internet Explorer as your browser. Version 6.0 or higher is recommended,
with cipher strength of 128 bits. To verify which version is currently installed on your PC,
launch your browser. Select Help from the menu, then About Internet Explorer. This will

display the version and cipher strength.

Once you have determined that you have a suitable version of Internet Explorer, verify
that the following settings are set correctly:

Setting Value To set it...
Check for Every visit to | On the Tools menu, click Internet Options. On the
newer this page. General tab, click the Settings button at the bottom. On
versions of the Settings window, select “Every visit to the page”.
stored pages
Cookies Always I.LE. 6.0: On the Tools menu, click Internet Options. On
accept the Security tab, move the slider to the bottom.
cookies
Disable script | Checked On the Tools menu, click Internet Options. On the
debugging Advanced tab, under the Browsing heading, click the
Disable script debugging check box.
Show On On the Tools menu, click Internet Options. On the
Pictures Advanced tab, under the Multimedia heading, select the
Show Pictures check box.
Security SSL3is On | On the browser’s Tools menu, click Internet Options.
protocols On the Advanced tab, under the Security heading,
verify that SSL 2.0 is not checked, and that SSL 3.0 is
checked.

Hill inSite User Guide v7.0
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Screen 800 x 600 Right-click on your desktop and select properties. Click

Resolution minimum, on the Settings tab and use the Screen Resolution
1024 x 768 | slider to choose the appropriate setting. Click on Apply,
preferred and then OK.

5.2. HOW TO CHANGE INTERNET SETTINGS

1. Click on Tools

el from th

rom the menu.
m‘.ﬂ Tt Boweirs A0y
]._ Eﬁ? ' | 2. Select Internet
P l Hpagekiiars ' Options.

3. Under the General tab, go to

S Browsing History. Click on the
( =eneral Jsecurity | Privacy | Content | Connections || Programs | Advanced | Settings button

Horne page
To create home page tabs, bvpe each address on its own line,

g
> https: s, hillinsite, com

[ Use current J[ Use default ][ Use blank, ]

Brovesing history

7| Delske kempaorary files, histary, cookies, saved passwords,
W7 and weh farm information,

[[]pelete browsing history on exit
—

Delete. .. $| Settings P

Hill inSite User Guide v7.0 Page 6
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Temporary Internet Files and History Settings E 4. Make sure that the
bullet is indicated
Temparary Internet Files by: Every time | visit
Internet Explorer stores copies of webpages, images, and media the Webpage.

fFor Faster viewing later,

Check Faor ne i f stored pages:
<£f} Every time I visit the webéaaé>

{} Every time I skart Internet Explorer
() Aukomatically

{} MNewver

Disk space to use (3 - 1024ME): 1024 L&
(Recommended: 50 - Z50ME) —

Current location:

CADocuments and Settingsiems01831Local Settings\ Temporary
Internet Files),

5. Close the Internet Options window and the current Internet session.

6. Open a new Internet session.

7. Type the Hill inSite address manually (www.hillinsite.com). Do not use the link in
your Favorites.

8. Login.

Note: After logging in successfully, then you can delete the old link in your Favorites
and add the updated version.

5.3. HOW TO CLEAR YOUR CACHE

weies R % 1. Click on Tools
FrPR— then Internet
Options.

ks

. Pripide =

Pl oo

Wi L peate

Wirdoes Pt
Tiagrose: Larahon Frotaemss
(rmaté Moble Fivarte
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2. Under the General tab,

. go to Browsing History.

Home page Click on the Delete...
To create home page tabs, tvpe each address on its own line., button.

izeneral 'Security Privacy | Conkent | Connections | Programs || Advanced |

LA B =Y
g B

hikkps f e, primed, com)

IJse current ][ Use default H Lse blark ]

Browsing history

Delete temporary Files, history, cookies, saved passwords,
-]
¥ and web Form information,

( Delete. ., ; Settings

_ ] N~

3. Delete Browsing History
window will come up. Click

Temporary Internet Files .
on Delete files... button

Cnopies of webpages, images, and media that Delete files. ..
N

are saved For Faster viewing. - —— under Temporary Internet
Files (The hour glass will
Cookies D — i
appear. It might take longer
Files stored on wour computer by websites to <[, Delete cookies. .. f PP g| 9
save preferences such as login information, orsometoc ear).
History 4. Still in the same window,
List of websites vou have visited, [ Delete histary... ] click on Delete cookies...
button under Cookies.
Form data
Saved information that wou have typed inko [ Delete farms. .. ] 5. Click on Close button (it will
f . .
erms close the current window).
Passwords

Passwards that are automatically Filled in when [ Delete passwords, , ]
wou log on to a website you've previously
wisited,

D e —
Ahout deleting browsing hiskorsy Delete all. .. "
S ———

Hill inSite User Guide v7.0 Page 8
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General | Security | Privacy | Content | Connections | Programs | Advanced |
Horne page

/‘ To create home page tabs, tvpe each address onits own line,
n I B

hikkps f e, primed , com)

Ise current J [ Ise default H Ise blank,

Browsing hiskory -

. Delete temporary files, hiskary, cookies, saved passwords,
L
“ ) and web Form information.

Delete. .. ] [ Setkings I
Search .
/- j  Change search defaults. [E
Tabs
Zhange how webpages are displayed in
== kabs. %
Appearance :

Colors ][ Languages H Fonks ][ Accessibility ]

Click on OK button. This
will close the Internet
Options window.

Close the current Internet
session then open a new
session.

@ Cancel |

Need more help?

For specific information, consult the appropriate section of this User Guide. For
additional assistance, contact your Practice Support Advisor or send an email to

inSite.Support@hpmag.com

Hill inSite User Guide v7.0
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6. LOGGING INTO HILL INSITE

For your protection, as well as that of Hill Physicians’ patient population, Hill inSite
assigns each user a unigue user name. The user has the ability to create and maintain
a unique password.

Your user name is faxed to you under separate cover for added security. The password
you will use the first time you log in is “Password3” (without the quotation marks). The
following pages describe, in detail, how to log in.

If you have any difficulty logging in, please contact your Practice Support Advisor.

Welcome to

muzm”i:

Part of the Hill eSolutions suite of ser

N

ATTENTION USERS:
Please be sure to click on the "What's New" link to read about important
new features we have added to Hill inSite to better serve you.

Ascender will be unavailable during server maintenance
on the third Friday of each month from 1 p.m. to 5 p.m.

Please enter your user name and password below to login.

User Name: | |

Password: | |

If you are experiencing difficulty logging in, email us at inSite.Support@hpmg.com
Please be sure to include your user name in the email.

@ur password? Reset your @

If you need a Hill inSite account, click here for an application.

Hill inSite User Guide v7.0 Page 10
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6.1. FIRST TIME LOGGING INTO HILL INSITE

1. Go to www.hillinsite.com and the above screen displays.

2. Enter your assigned user name, which is provided via facsimile, in the User Name
field
Enter “Password3” (without the quotation marks) in the Password field

4. Click on Login.

HERE 15112

Change Password Page

Mote: Passwords must contain at least 8 characters, at least
one uppercase letter, one lowercase letter, one number or
non-alphabetic character (such as ! # 3 % etc ) and cannot
be similar to your username. Password examples: Waterd,

" Old Password - SsunShine, View@bridge. Finally, you may not use any of

r your previous 24 passwords.

Welcome gjl01596!

Fields marked with an asterisk (%) are required fields

" Mew Password
* Confirm New Passwaord

Email Address (optional)
If you forget your password, then you will be asked this security question and answer.
* Security Question {select below. .. |

* Security Question Answer L

[ change Password |

Hill inSite will recognize this as your first time logging in by your default password.
Fields marked with a red asterisk are required.

5. Inthe Old Password field, enter your default password.

6. Inthe New Password field, enter a new password that is strong and meets the
following requirements:

Must be at least 6 characters

Has not been used in the previous 24 passwords
Does not contain the account or full name
Contains at least 3 of the 4 character groups:

0 Uppercase (A thru 2)

Hill inSite User Guide v7.0 Page 11
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0 Lowercase (a thru z)
o0 Numbers (0 thru 9)

o Non-alphabetic characters (such as !, #, $, %, etc.)

In the Confirm New Password field, re-enter your new password.

In the Email Address field, enter your email address. This field is optional.

9. From the Security Question drop-down menu, select your security question. If you
ever forget your password, you will be prompted to answer this security question.

10.In the Security Question Answer

your password.
11.Click the Change Password button.

12.You will receive a confirmation message that your password was successfully

changed.

6.2. RESET/CHANGE YOUR HILL INSITE PASSWORD

field, enter the answer to your security question.
Remember this answer. You will be asked this question if you ever want to reset

Welcome to
] 72 !
G <3, 3 N
HERR 17151L¢
T ——

Please be sure to click on the "What’s New" link to read aboutimportant
new features we have added to Hill inSite to better serve you.

Ascender will be unavailable during server maintenance
on the third Friday of each month from 1 p.m.to 5 p.m.

Please enter your user name and password below to login.

User Name: | |

Password: | |
Login
If you are experiencing difficulty logging in, email us at inSite. Support@hpmg.com
Please be sure to include your user name in the email.
Forgot your password? Reset your password.

If you need a Hill inSite account, click here for an application.

ERERER /1.

Reset Password Page

Entar User Name:

[

1. Click the Reset your password link

on the Hill inSite home page.

The Reset Password page displays.

2. Enter your user name and then click
Submit .

Hill inSite User Guide v7.0
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Reset Password Page

Welcome hack tester100!

Enter User Name

Please answer your security question below. If you do not remember the answer to your security question. please contact eSolutions User Support at
insite support@hpmg com or 1-800-280-0083 with your name and phone number. We will respond to you within 48 hours

Security Question

What city or town was your father born in?

3. A new field appears. Enter your security answer under your security question.

Click the Submit button. You will receive a message with a confirmation and
temporary password.

5. Copy (highlight the temporary password, right click and choose Copy) the temporary
password and navigate to www.hillinsite.com.

6. On the login page, enter your Hill inSite user name and then paste (right click in the
password field and choose Paste) your temporary password in the password field.

Click the Login button.
You are taken to the Change Password Page.

Hill inSite User Guide v7.0 Page 13
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Change Password Page

Mote: Passwords must contain at least 8 characters, at least
one uppercase letter, one lowercase letter, one number or
Fields marked with an asterisk (%) are required fields non-alphabetic character (such as L. # 3, %, etc.). and cannot
1 be similar to your username. Password examples: Waterd,
* Old Password - SsunShine, View@bridge. Finally, you may not use any of
r your previous 24 passwords.

Welcome efl01596!

* New Password
* Confirm New Passwaord

Email Address (optional) L |
If you forget your password, then you will be asked this security question and answer.
* Security Question |select below. |

* Security Question Answer L

[ change Password |

13.1In the OId Password field, enter the temporary password one more time (right click
in the password field and choose Paste).

14.1n the New Password field, enter a new password that is strong and meets the
following requirements:

Must be at least 6 characters
Has not been used in the previous 24 passwords
Does not contain the account or full name
Contains at least 3 of the 4 character groups:
o0 Uppercase (A thru 2)
0 Lowercase (a thru z)
0 Numbers (0 thru 9)
o Non-alphabetic characters (such as !, #, $, %, etc.)
15.1n the Confirm New Password field, re-enter your new password.
16.In the Email Address field, enter your email address. This field is optional.

Hill inSite User Guide v7.0 Page 14
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17.Your Security Question displays based on what you entered and saved before. If
you ever forget your password, you will be prompted to answer this security question.
At this time, you may change your security question, but it is not required.

18. Your Security Question Answer displays based on what you entered saved before.
Remember this answer. You will be asked this question if you ever want to reset
your password. At this time, you may change your security question answer, but it is
not required.

19. Click the Change Password button.

20.You will receive a confirmation message that your password was successfully
changed.

21.You may now navigate back to Hill inSite and login with your new password.
Note: Every 90 days, you will need to change your password.

7. EXISTING USERS LOGIN INSTRUCTIONS

Welcome to
b ]

BRRRR 171511

ATTENTION USERS:
Please be sure to click on the "What’s New" link to read about important
new features we have added to Hill inSite to better serve you.

Ascender will be unavailable during server maintenance
on the third Friday of each month from 1 p.m.to 5 p.m.

Please enter your user name and password below to login.

User Name: |

Password: |

If you are experiencing difficulty logging in, email us at inSite. Suppori@hpmg.com
Please be sure to include your user name in the email.

Forgot your password? Reset your password.

If you need a Hill inSite account, click here for an application.

. Go to www.hillinsite.com, the following screen will be displayed.

Enter your assigned user name in the User Name field

1
2
3. Enter your password in the Password field
4. Click on Login

5

. You are now in Hill inSite.

Hill inSite User Guide v7.0 Page 15
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8. ABOUT YOUR PATIENT

TABLE OF
CONTENTS:

PATIENT

Search

Eligibility

Benefits

eAuth Submission
eAuth Status

CS Reference Status
Claims Status
Quest Diagnostics

PRACTICE

eAuth Tracker

Claims Tracker

CS Reference Tracker
HMO PCP List

eEOB

efT

eRA

RelayHeailth

Ascender

TERMS OF USE

LOG OFF

HERR 171 51e

(B00) 445-5747
Contact PSA Form

ESOLUTIONS: Learn about Hill EHR, RelayHealth and other eSolutions
PATIENT TIP SHEETS: View Printable Materials to Help Your Patients
PATIENT TELECLASSES: View Upcoming Phone-in Classes for Patients
PHYSICIAN DIRECTORY: Find A Hill Physicians' PCP or Specialist
PRACTICE REFERENCE TOPICS: View All Reference Materials

PRACTICE NEWSLETTER: View Newsletter

WAITING ROOM MOMITORS: Request A Monitor

POST A JOB: List Your Openings Online
USING HILL INSITE: Get An Overview or Download User Guide
WHAT'S NEW

PLEASE READ: Itis the practice’s responsibility to safeguard its protected health information (PHI). Your
practice should have a user name for each staff member that utilizes the Hill inSite web site. A new user name
should be requested for any new staff member in your practice. User names and passwords should not be shared
among your office staff. Inform Hill Physicians immediately any time a Hill inSite user leaves your group. Contact
inSite Customer Services here,

In the Patient section of Hill inSite, there are seven (7) individual sections as well as a
Patient Search to find your patient.

Eligibility is a snap shot of your patient’s current eligibility status. It lists basic
demographic information, eligibility, their current PCP and commonly-used

copays.

Benefits is an alphabetical list of coverage categories, along with a Yes or No
flag that indicates that the benefit is covered. Also listed are any applicable

copays.

eAuth Submission allows practices to submit their authorizations electronically.

eAuth Status displays all authorizations for the selected patient where someone
in your practice is either the referring or rendering provider.

Hill inSite User Guide v7.0
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CS Reference Status shows the status of a customer contact form for an
individual patient.

Claims Status displays all claims for the selected patient where someone in your
practice is the rendering provider.

Quest Diagnostics is a link to their web site that allows providers to check
Care360 for lab results online.

9. PATIENT SEARCH

TR emene PATIENT
ik SEARCH

CONTENTS
szn‘r

Search Select a patient by name or health plan number

Eligibility Search by full or partial name (Last, First) or Health Plan ID number.
Benefi . .
e~ Examples: Smith, Sally or Smith, S or SMI, SA or 123456789"FM1
eAuth Submission
eAuth Status Patient Name: Search_| Recent
Refi
Cs Reference SMS  op Health Plan ID:
Claims Status
Quest Diagnostics
PRACTICE Advanced Search
eAuth Tracker To narrow vour searchuse any of the following options
Claims Tracker
CS Reference Tracker DOB (mm/ddiyyyy) sex:
Lt r s
& Both © Male O Female
HMO PCP List
¢E0B @ All Hill Patients © By Region
efT
-
RelayHealth
Ascender
LIBRARY
TERMS OF USE

The user may search for by patient name, partial name or health plan identification
number . You may also look at a list of patients that have been recently viewed

To narrow down your search results, you may add the date of birth and/or sex to your
search.

To search for a patient, type the name or partial name in the Patient Name box or the
Health Plan ID from the patient’s identification card in the Health Plan ID box and click

on the Search button.

Hill inSite User Guide v7.0 Page 17
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M, Fetiont Name: PATIENT
swoms ~ ~~ ~ _ DOB: SEARCH
_

PATIENT Patient Name: [test

ol or Health Plan ID:
Eligibility

Benefits Patient Name 'DoB |Sex|Address |City, State Zip

chuth TESTHPMG CONNIE 42311965 F 123 TESTING QC;*;TBRO VARRES BN,

SAul States TESTHPMGCRISTINA  6/2911951 F 1421 DERADO ST STOCKTON, CA, 85204

CS Reference Status

Clalms Status
Quest Diagnostics
PRACTICE

eAuth Tracker

Previous Next

Click on the patient name you want to view.

Claims Tracker OR use the search for patient to search again.
©S Reference Tracker . }

HMO PCP List No eligibility found.contact Customer Services.
¢EOB

efT

eRA

RelayHealth

Ascender

LIBRARY

TERMS OF USE

A list of possible matches will be returned. Click on the desired patient and you will be
directed to the Health Plan List.

If there are more matches than will fit on your screen, you may page with the
Previous/Next buttons . You may modify your search from this screen as well. Type
the new name or ID number and press Enter on your keyboard. For advanced search
options, click here and you will be returned to the previous screen.

If your patient is not found in Hill inSite, and you are sure they are assigned to Hill
Physicians Medical Group by their health plan, click on the Contact Customer Service
link and the following form will appear.
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171

W:
LUK

HOME

CONTENTS:

PATIENT

Search

Eligibility

Benefits

eAuth Submission
eAuth Status

CS Reference Status
Claims Status
Quest Diagnostics
PRACTICE

eAuth Tracker
Claims Tracker
CS Reference Tracker
HMO PCP List
eE0B

efT

eRA

RelayHealth
Ascender
LIBRARY

TERMS OF USE

Contact Customer Services
3517391"OPEN ELECTRONIC
Thank you for your inguiry. You will receive a response from
Customer Service within two business days. Please allow 1
business day from the time of the response for any updates
Fields in bold are required: noted to show on the authorization or claim in guestion.

No Eligibility Found in Hill inSite

Contact name: *iEIE ElEi-f.Ji-l.ity' |

Provider: £ irTEST MD ARTHUR G v/

Email address: [ |

Daytime phone: % [926-555-1111 lig25-111-3333)
Fax Mumber: lges-555-1112 | (a25-114-3333)
Patient name: *|Test, Bob | (LastFirst;
Patient ID#: *123456789 |

Patient DOB: =01/01/1921 | (DDA
Patient health plan: *[123456789 |

Date of Service (if applicable}: | MDD Yy

Plegse verifiy eligibility and benefits. |
Comments:

Provide as much detall as possible. 4

To avoid a duplicate submission, please only click the submit butten once.

Complete your contact information , the patient name and demographics and the
issue you want Customer Services to research.

Click the Submit button. The Customer Contact Form is submitted when a customer
reference number appears, in red, at the top of the form followed by the status OPEN
ELEC. After the status the following message will appear: “Thank you for your inquiry.
You will receive a response from Customer Service within two business days. Please
allow 1 business day from the time of the response for any updates noted to show on
the authorization or claim in question.”
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"‘ Patient Name: TEST,CRISTINA
[ / i ID number:
g DOB: 1/2/1988

HOME

PATIENT

Search

Eligibility Name: TESTCRISTINA

Benohits Date of Birth: 1/2/1988

eAuth Submission

ahuth Stabs Patient ID: 5558511117FM1

HEALTH PLAN
LIST

Address: 2401 CROWY CANYON RD

City, State, Zip:  SAN RAMON, CA 94583

Sex

Claims Status HEALTH MET
Quest Diagnostics

PRACTICE
eAuth Tracker

BLUE SHIELD ACCESS PLUS

BLUE SHIELD ACCESS PLUS
SECURE HORIZON

Claims Tracker
C5 Reference Tracker
HMO PCP List

¢EOB Terminated contracts are displayed in red.

efT

SUBSCRIBER
SUBSCRIBER
SUBSCRIBER
SUBSCRIBER

Click on the health plan name for the record you wish to view.

eRA
RelayHealth
Ascender
LIBRARY
TERMS OF USE

T

141112005
471672005 4/16/2005
THG2005
104172005

From the Health Plan List, the various health plan contracts are listed.

If the contract is

terminated, there will be a date in the Termination Date Field and it will be highlighted in

red

Select the desired record by clicking on the corresponding Health Plan Name and you
will be directed to the Patient Eligibility screen.

Hill inSite User Guide v7.0
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a5l Patient Name: TEST-HPMG,CRISTINA P“'E“T
gL ] {-} ID number: §55881111*FM1
wome DOB: 6/29/1951 ELIGIBILITY
CONTENTS:
Search
Elgibility Name: TEST-HPMG.CRISTINA Address: 1421 DERADO ST
Benefits Date of Birth: 6/29/1951 City. St, Zip: STOCKTOMN,CA 95204
R Patient ID: 555881111°F 11 Sex: F
eAuth Status

Health Plan: HEALTH NET PCP: FREINMD JEANNETTE

S Reference Status
Claims Status Plan Type: COWMMERCIAL HMO Region: SACRAMENTO
st Diaguostion Subproduct Type: STAMDARD PCP Effective Date: 11/1/2008
PRACTICE
eAuth Tracker Effective Date: 1/2/2006 Last Updated: 1/26/2009
Claims Tracker Termination Date: Medi-Medi Member?:
el COPAYS: click on individual benefit to view exceptions.
HMO PCP List
eEOB Office Visit: 5.00 Inpatient Stay: 0
eFT Immunizations: 0 Outpatient Surgery: 0
i Well Weman: 500 Emergency Room: 3500
RelayHealth
Aacsader Vision: 5.00 Urgent Care: 3500
LIBRARY Physical Therapy: 0 Obstetric Services: £50.00
w Click Here for Benefit Details

Eligibility/Benefits Questions? Contact Customer Services.

The Patient Eligibility screen is a snap shot of the patient’s current status, from the
contract selected in the Health Plan List. The following information is available:
Demographic information (e.g. Name, Address, Date of Birth, Sex)
PCP name, region and effective date with the PCP
Insurance Information (e.g. Id Number, Health Plan, Insurance Type,
Effective and Termination dates)
Common Copays
Contact Customer Services link, see next page for details
Medi-Medi Flag (If the member is Medi-Medi a “Y” will appear in this field)
For more specific information on benefits, click the link “Click Here for Benefit
Details”. This will take you to the Benefit Details screen
Displays additional plan details of Subproduct Type information

Note: If you or your patient feels that any patient information in Hill inSite is incomplete
or incorrect have the subscriber contact their health plan or employer.
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10. ELIGIBILITY/BENEFITS QUESTIONS

%’. ]q-'l
Flf:"" ” !'[f;

HOME

CONTENTS:

PATIENT

Search

Eligibility

Benefits

eAuth Submission
efuth Status

CS Reference Status
Claims Status
Quest Diagnostics
PRACTICE

eAuth Tracker
Claims Tracker

CS Reference Tracke
HMO PCP List

eE0B

efr

eRA

RelayHealth
Ascender

LIBRARY

TCORIE ACLIET

# Contact Customer Services
Fields in bold are reguired:

Eligibility/Benefits Question

Name:
Provider:

Ernail address:
Daytime phone:

Fax Mumber:

Patient name:

Patient ID#:

Patient health plan:

Effective date:

Date of service
(if applicable)

Comments:

| Provide as much detail as possible.

v [ Bubmit | Ty aveid a duplicate submission, please only click the submit button once,
>

«[Select... |

TEST CRISTINA

5558611117F M1 Patient DOB: 17211988

SECURE HORIZON Patient PCP: UNASSIGNED PCP-EAST BAY

10472005 12:00:00 AWM Termination date:

*

When you have a question about a patient’s eligibility or benefits, click on the
Eligibility/Benefits Question, contact Customer Services link and a pre-populated form
will appear.

Complete your contact information and explain your question.

Click the Submit button. The Customer Reference Form is submitted when a customer
reference number appears, in red, at the top of the form followed by the status OPEN
ELEC. After the status the following message will appear: Thank you for your inquiry.
You will receive a response from Customer Service within two business days. Please
allow 1 business day from the time of the response for any updates noted to show on
the authorization or claim in question.

Hill inSite User Guide v7.0

Page 22




HERR 1/151 1

11. BENEFITS DETAIL

by
4o [
A i

B BENEFIT!
HETIENE DOB: 4723/1960 DETAI
i FOR BENEFITS AND LIMITS, PLEASE CLICK ON A COVERAGE CATEGORY

:tf::r A:B:C:D:E:F:G:H:1:J:K:L:M:N:O:P:O:R:S:T:U:VW:X:Y:Z

ehuth Submission

eAuth Status Coverage Category Covered Amount
CS Reference Status | A

Claims Status ABQRTION, ELECTIVE C 0

Quest Diagnostics ABORTION, MEDICALLY NECESSARY @ 0
PRACTICE ACTUPUNCTUEE W 0

eduth Tracker ALLERGY INTECTIONS i@ 10.00
Claims Tracker ALLERGY SERUM C 0
i ALLERGY TESTING c 10.00
HMO PCP List AMBULANCE c 0

:::8 ANESTHESIA C 0

eRA g

RelayHealth BIOFEEDRACE 3 0
Ascender M ¢ 0
LIBRARY ¢

rrame aruer ¥ CARDIAC REHABILIATION C 10.00

The Benefit Detail screen summarizes the patient’s benefits by category. The first
column s the category field, the second column indicates whether that benefit is
covered (e.g. C is covered, N is not covered). The third column lists the copay for that
service.

For any applicable benefit limits and exceptions, ¢ lick on the coverage category
name and the following screen will appear.
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4 = 1 e | N ) o g s e - L)
@ Back 2 | & T Search 7. Favorites (E") = 1|4

Address .:éj https:

‘D hillinsite . comyhillinsite fMainset, aspx v! Lirks 2

: Patient Name: TEST.CONNIE
f f ',‘3' ;l) 1D number: 555225555 BE"EFIT ll.lr
swome ~ | | DOB:4/23/190 & EXCEPTIONS
CONTENTS:

PATIENT FOR HEARING AIDS

Search
Eligibility
Benefits

-

Benefit Limits:

Accwral: Approved Dollars
eAuth Submission Timeframe: Per 36 Months
eAuth Status Lueat: 1000

CS Reference Status

Claims Status

Quest Diagnostics

PRACTICE .
Exceptions:

eAuth Tracker

Claims Tracker

CS Reference Tracke

HMO PCP List

eE0B

eFT

eRA

RelayHealth

Ascender

LIBRARY

TenmMe Arier ¥

> X

Any benefit limits and exceptions are displayed her e.

To return to the Benefits Detail or Patient Eligibility screens, use the back button or
the menu on the left
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12. EAUTH SUBMISSION

ik

HOME

CONTENTS:

PATIENT

Search

Eligibility

Bene r&j

eAuth Submission
eAuth Status

CS Reference Status
Claims Status
Quest Diagnostics
PRACTICE

eAuth Tracker
Claims Tracker

CS Reference Tracke
HMO PCP List

eEQB

efT

eRA

RelayHealth
Ascender

LIBRARY

TEORE AF 1IEE ¥

}..

fn

Patient Electronic Authorization Submission
All fields in BOLD are required

If you are experiencing problems with the SEARCH function on this page, your pep-up blocker may be turned on.
To remedy this, hold down the “control key” while clicking on the "search” or "..” buttans.

eduth Murnber Assigned by the system
Date Ordered 3/7/2007
Contract 555225555
eAuth Type | OB INPATIENT v EDOCIMMDDAYYPY): 062502007
Retro eduth: [
Requested Fram SIFQDDT

Ordering Provider jSeIect 5 v
Provider of Service @
Urgency | Elective ¥
Primary Diagnosis . @]
Secondary Diagnosis @
Tertiary Diagnosis
Place of Service v

Not all autherizations requests will be subject to Claimcheck® rules. Approval of an authorization does not guarantee
payment of the codes submitted. The codes you submit for payment consideration will be subject to the accepted rules
for multiple procedures, modifiers, etc prior to processing. If you have questions regarding this change, please call
Hill Physicians Customer Service at 8004455747,

Procedure Codes Requested

To being completion of the eAuth, first verify that the desired contract number
on the screen. If the contract is terminated, the submission will fail. To verify the

eligibility se

lection, click on the Eligibility button in the left hand menu.

is listed

1. Select the eAuth Type by clicking on the down arrow to the right of the eAuth

Type box

The list of available eAuths will be displayed. Click on the desired

type and that selection will populate in that field. Note: If the eAuth Type is
Obstetrical, you will also be asked to complete the EDOC (Expected Date of
Confinement) or if the eAuth is for a retro request check the Retro eAuth box
and complete the Requested From date box

Select the Ordering Provider by clicking on the down arrow to the right of the
Ordering Provider box . The list of providers attached to your account will be
displayed. Click on the desired provider and that selection will populate in that
field.

To select a rendering provider, type the name (or partial name) of the physician
or facility in the box and click on the search button and the following screen will
appear.
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HOME

CONTENTS:

PATIENT

Search

Eligibility A
Benefits If

22V pop

—

chuth Submission
eduth Status

CS Reference Status
Claims Status

Quest Diagnostics
PRACTICE

eAuth Tracker
Claims Tracker

CS Reference Tracker
HMO PCP List

eE0B

efT

ehd

RelayHealth
Ascender

LIBRARY

TERMS OF USE

e

Provider Search

Patient Name: TEST-HPMG,CRISTINA
| £7"ID number: 555681111°FI11

Frequently Used: L RASAI MD JON C |

OR

Enter Name:|

| | Search W

eAUTH
SUBMISSION

Print

be twrned on.

Street Address

TESTERMAN MFCC ROSEANME
TEST.VENDORPAR

TESTINGL

TEST MD.ATESTA

TESTA MDMASSIMO

TEST MD.GASTROENTERGLOGY

TEST MD.OULMONARY
TEST MDNEURGLOGY
TEST MD.ALTERGY

TEST MD.CARDIGIOGY

Previous Nest

MENTAL HEALTH
INTERNAL MEDICINE

CONVERSION SEECIALTY
$PORTS MEDICHE
GASTROENTEROLOGY
DULMONARY DISEASE
NEUROLOGY

ALLERGY & DOUNOLOGY
CARDIOLOGY

4343 NINTH AVE

LETET =30

2461 CROW CANYONRD
2401 CROW CANYVON D
2401 CROW CANYCNRD
401 CROW CANYONED
2401 CROW CANVONED

City,ST,7IP
SACRAMENTO, CA B30
CARLAND, €4

DDIYYYY): (0612512007 |
SACRAMENTO, CA R3314
GAN RAMON, CA 24383
SAN FAMON, CA 4383
SAN RAMON, CA 84583
SAN RAMON, LA 84383
SAN RAMON. CA 23383

foes not guarantee
o the accepted rules

|

B Lo L Lo e e B e e L b ey B e L L e
for multiple procedures, modifiers, etc prior to processing. If you have questions regarding this ch

ange, please call

1. Click on the desired record
saved.
2. Alternately you may use the Frequently Used List

providers.

and the window will close; your selection will be

, which stores the last used
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1 Patient Name: TEST-HPMG,CRISTINA

eAUTH
: 1D number: 555881111°FM1
wehetlc Dorél:n:iﬁ;s;nsm s“n"lss'n.

CONTENTS: .
Print
PATIENT _I
pagh Patient Electronic Authorization Submission
Eligihility All fields in BOLD are required
Benefits If you are experiencing problems with the SEARCH function on this page, your pop-up blocker may be turned on.
eAuth Submission To remedy this, hold down the "control key" while clicking on the "search” or ".." buttons.
eAuth Status eAuth Number Assigned by the system
CS Reference Status Date Ordered 1/15/2008
Ciaims Status Contract 5558811117FM1
Quest Diagnostics eAuth Type |oa INPATIENT =l EDOC(MM/DDAYYYY) l‘—
PRACTICE
Retro eAuth: 7
eAuth Tracker
Claims Tracker Date of Service |1/15/2008
CS Reference Tracker Ordering Provider |Se\ecl.. j
HMEECE L Provider of Service [TEST VENDORPAR Search
eE0B
= You must select one of the boxes to complete Urgent request
efT Urgency IUrgent J or Urgency field will default to Elective
eRA [™ Patient is experiencing severe intractable pain. ™ Delay may impose imminent & serious threat to pt's health.
RelayHealth I Delay could result in loss of life, limb or major bodily function.

Ascender Primary Diagnosis | Search

LIBRARY
Secondary Diagnosis Search
TERMS OF USE e I —I

LOG OFF Tertiary Diagnosis | Search

Place of Service | j

Not all authorization requests will be subject to ClaimCheck® rules. Approval of an authorization does not guarantee
payment of the codes submitted. The codes you submit for payment consideration will be subject to the accepted rules
for multiple procedures, modifiers, etc prior to p ing. If you have q i regarding this change, please call
Hill Physicians Customer Service at 800-445.5747.

Procedure Codes Requested

Code Modifier i o

=
2.
73

11T

El

1. Select the Urgency by clicking on the down arrow to the right of the Urgency
box . The choices are Elective, Urgent and Retro. Validation is required on
Urgent Requests and you will be required to choose one of the following:

Patient is experiencing severe intractable pain.
Delay may impose imminent & serious threat to patient’s health.
Delay could result in loss of life, limb or major bodily function

Note: For Retro Authorizations, you will be required to enter a date of prior to the
date of submission.

2. To select a diagnosis code, type the description or number in the Primary
Diagnosis box then click on the search button and the Diagnosis Code Search
screen will appear.
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1191
HOME
PATIENT Diagnosis Code Search
Search [ ;
Eligibiity Frequently Used: CHOLERA CONTACT -%01.0 A OR
Benefits Enter Type: |77| lﬂ] !%]
eAuth Submission
At Stohs NEEMAL BRE NN e g:::tESMENTAL CLASS OF FACTORS INFLUENCING HEALTH Y2
CS Reference Statu PREG STATE, INCIDENTAL - V222 gﬂ:tESMENTALCLAss OF FACTORS INFLUENCING HEALTH o
ol SUPPLEMENTAL CLASS OF FACTORS INFLUENCING HEALTH
Quest Diagnostics SUPERVIE HORMAL 18T PREG-V220  graqyg V2D
PRACTICE SUPERVIS OTH NORMAL PREG - 122.1 g::?bl;MENTALCLASS OF FACTORS INFLUENCING HEALTH e
SAHUN Ax0s Previous Next
Claims Tracker -
CS Reference Track
HMO PCP List No
eE0B pa

for
il Hil
i Pri
RelayHealth
Ascender 5 |—
LIBRARY —
Teome nenee Y l_
X | 11) To hielp robect yoUr S T o T S s TR TS T T T e e e P E T e ep e e o

guarantee
epted ules
ase call

) (0BA25/2007

1. Click on the appropriate diagnosis

be saved.

and the window will close; your selection will

2. If you do not find the correct diagnosis, you may search again by typing in the
Enter Name box and click on Search. You may also use the Frequently Used list
to select a frequently used diagnosis.

3. If additional diagnoses are needed to support the Authorization, use the
secondary and/or tertiary diagnosis fields.
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1S f!‘

l A
HOME

CONTENTS:

PATIENT

Search

Eligibility

Benefits

eAuth Submission
eAuth Status

CS Reference Status
Claims Status

Quest Diagnostics
PRACTICE

eAuth Tracker
Claims Tracker

CS Reference Tracker
HMO PCP List

RelayHealth
Ascender
LIBRARY
TERMS OF USE

!77|
|

Date Ordered 4/9/2007
Cantract 555881111°FM1

eAuth Type | OB INPATIENT

b

Retro eAuth: []
Requested From \4’9200?

Ordering Provider ‘ éﬁject..

Provider of Service lTEST VENDORPAR

Urgency ‘ Elective

Primary Diagnosis ‘NORMAL PREGMNANCY - V22

Secondary Diagnosis \

Tertiary Diagnosis |

Place of Service \ INPATIENT

Wi

EDOC(MMDDAYYYY): 06/26/2007

Search

Search

Search

e [

Search

Hot all authorizations requests will be subject to Claimcheck® rules. Approval of an authorization does not guarantee
payment of the codes submitted. The codes you submit for payment consideration will be subject to the accepted rules
for multiple procedures, modifiers, etc prior to processing. If you have questions regarding this change, please call

Hill Physicians Customer Service at 800-445.5747.

Procedure Codes Requested

59400 | [ |
| |

|
E—

E = &) B
[z ol T T ]

E
—

1. Select the place of service by clicking on the down arrow to the right of the Place of

Service The list of available places of service will be displayed. Click on the

desired type and that selection will populate in that field.

2. Torequest procedures, type the procedure code in the first Procedure Code box

you are unsure of the code or would like to search by description or view the
Authorization Requirements, click on the [..] button

Search window will appear.

and the Procedure Code
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Page 29




CONTENTS:

PATIENT ' &

Sqrch gmlm‘e Code Search
Eligibility
Benefits Frequentty Used: |4 v OF.
efuth Submission
eAuth Status Enter Type: | | [Bearch|  [Close|
CS Reference Status

OBSTETRICAL CARE - 59400 REQUIRES AUTHORIZATION, A& 55400

FROCOMDD/YYYY): 0625200
!’E‘ﬁi

Quest Diagnostics
PRACTICE .
Previous Next
eAuth Tracker ot i

Claims Tracker N loes not quarantee

CS Reference Tracke | P o the accepted rules
i nge, please call

HMO PCP List H

eE0B

eft

;U

eRA

| []

RelayHealth

Ascender
LIBRARY
TERMS OF USE

NE 1

< | W

1. Click on the desired procedure and this window will close.

NOTE: The Authorization Requirements are listed as well . See Appendix 1 for
definitions.

2. If you do not find the correct procedure, you may search again by typing in the
Enter Name box and click on Search. You may also use the Frequently Used list
to select a frequently used provider.

3. If additional procedures are needed, use the additional procedure fields (up to
five). If more procedure codes are required, use the Indications/Previous Studies
field.
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w l- FTOVIGET OT IETVICE | T TEATCIT
195 Urgency r.E.ie.lzﬁ':;s! _v_\

r & L}

| fz Cr 2z L L

3054

ENTS: Primary Diagnosis | |
Search Secondary Diagrosis [ | Search
Eligibility Tertiary Diagnosis | Search
Benefits — —
eAuth Submission Place of Service | -]
eAuth Status Not all authorization requests will be subject to ClaimCheck@ rules. Approval of an autherization does not guarantee
CS Reference Status  payment of the codes submitted. The cedes you submit for payment consideration will be subject to the accepted rules
Claims Status for multiple procedures, modifiers, etc prior to processing. If you have questions regarding this change, please call
Quest Diagnostics Hill Physicians Customer Service at 800-445-5747.
PRACTICE Procedure Codes Requested
eAuth Tracker Code Modifier Units
Claims Tracker ] E] I Q i' i
CS Reference Tracker | !
HMO PCP List i : E] E]
¢EOB i | B B
et [ | U B
eRA = : [:J E]
RelayHealth T i : : ) = ;
A:a,mea Indications/Previous Studies. Please include your contact information.
cender

* You may enter a maximum of 2 lines (80 characters per line).
To add more details, please fax in any additional information.

LIBRARY
TERMS OF USE

To avoid duplicate submission. please click submit once only

1. If a procedure needs a modifier, type the modifier code in the Modifier box next to
the applicable Procedure Code box and click on the [..] button . If you are
unsure of the code and would like to search by description, click on the [..] button
and the Modifier Search window will appear.

2. Click on the desired modifier and it will populate in the Enter Name field. Click on
the Select button to close the window.

3. If you do not find the correct modifier, you may search again by typing in the
Enter Name box and click on Search. You may also use the Frequently Used list
to select a frequently used modifier.

Type the number of units requested in the Units box

5. In the Indications/Previous Studies box , type in the reason for the request
along with any additional documentation needed by Hill Physicians to approve
the procedure.

6. Before submitting the Authorization request, please make sure you have included
your contact information in case the reviewer needs additional information.

7. Hit the Submit button . You will be returned to the top of the form. See next
image.
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PATIENT

Search

Eligibility

Benefits

eAuth Submission
eAuth Status

CS Reference Status
Claims Status

Quest Diagnostics

PRACTICE eAuth Type |INJECTABLES MEDICATIONS v

eluth Tracker Retra eduth: [

Claims Tracker Requested From |4/3/2007

e Ordering Provider | TEST MDALLERGY v

HMO PCP List

oEOB Provider of Service [TEST MD ALESIA

efT Urgency | Elective v

eRA Primary Diagnosis [ACUTE SINUSITIS NOS - 461.9

RelayHealth

N Yﬂ Secondary Diagnosis
scender

LIBRARY Tertiary Diagnosis

TERMS OF USE Place of Service | OFFICE v

LOG OFF Not all authorizations requests will be subject to Claimcheck® rules, Approval of an authorization does not guarantee

G - ~cicw # 2147953 filod Status -

Patient Name: TEST-HPMG,CRISTINA
1D number: 55588 1111°FM1
DOB: 6/29/1931

eAUTH
SUBMISSION

ELECTROMIC
Patient Electronic Authorization Submission

All fields in BOLD are required

If you are experiencing problems with the SEARCH function on this page, your pop-up blocker may be turned on.
To remedy this, hold down the "control key” while clicking on the "search” or "..” buttons.

eduth Number Assigned by the system
Date Ordered 4/3/2007
Contract S858517117Fh1

The Authorization number

and status will be displayed

Note: The status will be either Electronic, which indicates that the eAuth was
successfully filed and is waiting for review by Hill Physicians. If the Authorization meets
specific criteria, it may be immediately approved and the status will be App Electronic.
This indicates that the eAuth has already been approved and no further review by Hill
Physicians.

There is also an option of printing the eAuth at this time. To print a “printer-friendly”,
chart-ready copy of the Authorization, click on the Print button
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13. EAUTH STATUS

e
f’ ,l Patient Name: TEST-HPMG,CRISTINA ““TI'I
fre)!

I Ef 1D number: 55588 1111°FM1
AV

:,o,.,.é DOB: 6/29/1951 s.l.n.“ls
ErE

PATIENT Note: You will only be able to view eBuths for your practice.

Search Click on any column header to change the display order.

Eligibility efuth Service [Semvice

Benefits Reuest Type Ordering Provider  [Rendering Provider M
CONSULT ONLY

eduth Submission 3147216 ATTEORIZATION TEST MD,HEURCLOGY TEST MD,ALESIA 4122007 TAA2007  ELECTRONIC

eAuth Status | 34197 OUTPATIENT FACILITY TEST MDMEURCLOGY NON PARTICIPATINGFROVIDER 4263007 742007 ELECTRONIC

To view previously submitted Authorization Requests for the selected patient, click on
eAuth

Status on the Table of Contents and the following screen will appear.

To view and/or print the Authorization Request, click on the desired Authorization
number

The Authorization Detail screen will open, see next page.

Note: Authorization statuses are updated every two hours.
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.llé Patient Name: TEST-HPMG,CRISTINA
1 f 3 I ra 1D number: 555881111°FM1
dETCS 5% %0 DOB: 6/29/1951

#?
HOME

CONTENTS:

PATIENT

Search Patient Electronic Authorization Detail
Eligibility
Benefits

Patient Name: TEST-HPMG,CRISTINA

Autherization Number: 3147216
eAuth Submission
Authorization Type: CONIULT ONLY AUTHORIZATION

eAuth Status

CS Reference Status Urgency: ELECTIVE

Claims Status Ordering Provider: TEST MD NEUROLOGY
Quest Diagnostics Rendering Provider: TEST MD ALESIA
PRACTICE Diagnosis 1: SCHILDER'S DISEASE - 341.1
eAuth Tracker Diagnosis 2:

Claims Tracker Diagnosis 3:
CS Reference Tracke
HMO PCP List

eE0B

eFT

eRA

RelayHealth
Ascender

LIBRARY

TERMS OF USE

Requested Procedures:
Procedure Mod Unit
CFFICE CONSULTATION - 09244 1

 Indications/Previous Studies (Completed by Ordering Provider):

¢ >

ieat

Approved Procedures:

Procedure

eAUTH
DETAILS

Status: ELECTRONIC
Frem Date: 4722007
To Date: 7r1/2007
OF Specialty: NEUROLOGY
RP Specialty: CONVERSION SPECIALTY

Mod Unit

In column one |, the Authorization Request headers are:

Patient Name

Authorization Number
Authorization Type

Urgency

Ordering and Rendering Providers
Diagnosis Codes

In column two
Status (see Appendix 2 for definitions)
From and To dates
Ordering and Rendering Provider specialties

In column one of the Authorization detail are the procedures requested by the

practice

In column two are the procedures considered by Hill Physicians

Note: Procedures are approved only if there is a value in the units field
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l". Ordering Provider: TEST MDNEUROLOGY OP Specialty: NEUROLOGY

Q1 ; : ,

i f 113 | lf Rendering Provider: TEST MD,ALESIA RP Specialty: CONVERSION SPECIALTY
A Y B

HOME Diagnosis 1: 3CHILDER'S DISEASE - 3411

Diagnosis 2:

PATIENT

Diagnosis 3:
Search

Eligibility Requested Procedures: Approved Procedures:

Benefits Procedure Med Unit Procedure Mod Unit
eAuth Submission  OFFICE CONSULTATION - 99244 1

eAuth Status

CS Reference Status

Claims Status

Quest Diagnostics

PRACTICE

ekl Tracksr Indications/Previous Studies {Completed by Ordering Provider):

Claims Tracker test

CS Reference Tracke
HMO PCP List
eEOB

eFT

eRA This is free text that allows Hill Physicians tonwmunicate back to the practice about the authdoizat
request.

Hill Physicians Comments:

RelayHealth
Ascender

LIBRARY .
TERMS OF USE Electronic Authonzation Question,contact Customer Services,
b o

The comments displayed are a combination of the original comments entered with the
Authorization request and comments by Hill Physicians staff

You may also print the Authorization using the buttons provided at the top of the screen.

If you would like to contact Hill Physicians Customer Services department with a
guestion about the displayed Authorization Request, click on the link  at the bottom of
the page and a pre-populated form will appear. See next page.
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Contact Customer Services 641 0PENELEC
Fields in bold are raguired: Thank you for your inguiry. You will receive a response from Customer Service within tua business days. Please allow
1 business day from the fime of the response for any updates noted 10 show on the authorization or claim in guestion

r;{‘ﬁ! '-3 E/ E{z

HOME
CONTENTS:

Authorization Question

PATIENT Name: “|Authnrizatmn Assistant ‘
Search
Blelbility Provider: *| TEST MONEUROLOGY |
Benefits Ernail address: |authorizations@neurologypract\ce.com |
eAuth Submission
ehuth Stabs Daytime phone: o (@8] 5851111 \
€S Reference Status . Nurber: |28y 555-1112 |
Claims Status
QuestDiagnostics  pagient name: TEST-HPMG CRISTINA
PRACTICE
efuth #: 3147216 Status: ELECTRONIC
eAuth Tracker
Claims Tracker efuth type: CONSULT OMLY AUTHORIZATION — Urgency: ELECTIVE
CS Reference Tracker  Crdering MD: TEST WD MEUROLOGY Rendering MD: TEST WD ALESIA
HMO PCP List From date: 44202007 To date: FA1/2007
eE0B
efT Type your guestion or contnent here.
Comments:
Gl Provide as much detail as possible.
RelayHealth
Ascender
Lnmi - id ; e H P H i
LIBRARY To avoid a duplicate submission, please only click the submit hutton once.
TERMS OF USE
Blincnce |

By completing your contact information and the Comments section and clicking on the
Submit button , you are sending a secure message to Hill Physicians Customer
Services department.

Click the Submit button. The Customer Contact Form is submitted when a customer
reference number appears, in red, at the top of the form followed by the status OPEN
ELEC. After the status the following message will appear: “Thank you for your inquiry.
You will receive a response from Customer Service within two business days. Please
allow 1 business day from the time of the response for any updates noted to show on
the authorization or claim in question.”
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14. CS REFERENCE STATUS

Patient M : TEST-HPNG,COMMNIE
1S CS REFERENCE

DOB; 42310965

PATIENT Hoae: You will anly be able w view C5 references for your practice,

Search Click om any column header 1o change the dispiay ooder
Eighly CS larace T Y ™
Benedits 'L, Hen question i I Rl PEN ELECTRONMIC
wawth Submissien --‘izl- Elig B én question Ban2at EIE‘E\ ELECTRONIC
akath Stabe ik Eliz Bem question I i OPENELECTRONMIC
L6068 Ebiz Ben question 12 OPEN ELECTROCAC
5 Reference Status  oiiie Etig Bem question (12007 PENDHRG
Clalms Stabus Eliz. Bem question 0200 OPEN
Quest Diageosties Ebz Ben question Dame 2007 CLOSED
Claim Cuzpstion /06 2007 LI.D.E:I
ERILTES Eiz Her question 04052307 0FEX ELECTRORIC
eAuth Tracker Ehg 8 en queshon [ 2007 CLOED
Clalms Tracker
5 Reference Tracker  Previous New
HMD PCP List
#EaR
ol
ERA
RelayHealth
Ascendar
LigRARY
TERME OF USE
% ‘I

To view previously submitted Customer Service Request Form for the selected patient,
click on CS Reference Status on the Table of Contents and the following screen will
appear.

1. In column one to the previously submitted customer reference numbers are
listed. To view, print and/or respond click on the desired reference number.

2. In column two the category is listed (Auth Question, Claim Question or Elig Ben
Question).

3. In column three the date opened is listed.
In column four the status s listed; Open Electronic, Pending, Open and Closed.
Open Electronic - when the question is first submitted by the provider.
Pending - when Hill Physicians is researching the question.

Open - when the question has been closed and then reopened by the
provider.

Closed - when the issue has been resolved.
The Reference Detail screen will open, see next page.
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HOME CS Reference: 2754753

W#"f Patient Name: TEST-HPMG,CONNIE
TIRIILE oo CS REFERENCE
DETAIL

CONTENTS: Status: OPEN ELECTRONIC

PATIENT Reference Information:

Search Note: You will only be able to view CS References that vou have opened. Print
Eligibility

o
eAuth Submission Hisoey

07 06:58FM C5 CONNECT ELECTRONIC General

yoar guestions or comment3 to customer 3ervice here.

eAuth Status

CS Reference Status
Claims Status

Quest Diagnostics
PRACTICE

eAuth Tracker

Claims Tracker '
Note: Please type in letters and numbers only. Special characters (~, *, <, =, 1, %, %, {, {, ], Jetc.) will not be legible by Customer Service.
CS Reference Tracker p
Comments
HMO PCP List 3
eE0B
eFT
ERA
RelayHealth L
Ascender Submit | To avoid a duplicate submission, please only click the submit button once.
LIBRARY il Jical & i

TERMS OF USE

The CS Reference Status detail screen is divided in three sections:

1. At the top of the CS Reference Status Form the following patient information is

listed:
Patient Name
Patient ID Number
Patient Date of Birth
CS Reference Number
Status

2. In the middle third or the History Section of the CS Reference detail form

history of all notes from your practice as well as any responses from Hill

the

Physicians will appear in descending order, with most recent entry displaying

first.
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3. In the bottom portion of the form is a free text box for current comments. This
section will be used if the practice needs to respond to Hill Physicians, or to
reopen a case by entering comments.

15. CLAIM STATUS

To view claims for the selected patient, click on Claims Status on the Table of
Contents and the following screen will appear.

To view and/or print a claim, click on the desired claim number
The Claim Detail page will open.
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Complete your contact information and the issue  you want Customer Services to
research. The patient name and claim information  will be automatically filled in for
you.

Click the Submit button. The Customer Contact Form is submitted when a customer
reference number appears, in red, at the top of the form followed by the status OPEN
ELEC. After the status the following message will appear: “Thank you for your inquiry.
You will receive a response from Customer Service within two business days. Please
allow 1 business day from the time of the response for any updates noted to show on
the authorization or claim in question.”

They will respond to your inquiry with a resolution or a request for additional information
on line through CS Reference Status.
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16. LINK TO QUEST DIAGNOSITICS (CARE360)

As an added-value to Hill inSite, we have provided a link to the Quest Diagnostics
website.

As part of the Quest Diagnostic website you can access Care360 to check lab results
for your Hill Physicians patients online. To use this service, contact Quest directly.
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17. ABOUT YOUR PRACTICE

In the Practice section of Hill inSite, there are nine (9) individual sections to help you
manage your practice.

eAuth Tracker is atool to help you find all Authorizations submitted or received
by your practice. You can search by date as well as status.

Claims Tracker is a tool to help you find all claims submitted by your practice.
You can search by date as well as status.

CS Reference Tracker allows you to view your Customer Service Reference
Forms submitted by your practice

HMO PCP List allows your practice to generate lists by health plan of your
patients.

eEOB allows you to view, print or download your electronic EOB each week.

Hill inSite User Guide v7.0 Page 42




eFT displays the notification of your eFT each week.
eRA is a tool to download your eRA, if applicable to your practice.

RelayHealth There is a link to the RelayHealth web site, for those practices
participating in eReferrals.

Ascender Now there is a link from Hill inSite for Primary Care Physicians that
sign up for Ascender

It's a web-based system designed to help primary care practices identify
patients who are due or overdue for important screenings and
immunizations.

It's a preventive health prompt - to alert you to services that are needed
that may not be the reason for the patient’s visit.

It's a patient outreach tool-via phone calls or letters to patients who are in
need of these services. This outreach can be performed by your people
or our people at your request.

It's a tool for submitting profile corrections - use the outside service history
form to submit your abstractions/attestations (faxed documentation will still
be required).
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18. EAUTH TRACKER

To view Authorizations submitted by your practice, or approved to your practice for
service, click on the eAuth Status button and the following screen will be displayed.

Select the provider of whose Authorizations you want to view by using the drop-down
boxes in either the Ordering or Rendering Provider fields and click the Search
button.

To narrow your search, you may specify a date range or the Authorization status . If
you are using the Advanced Search tools, click on the Advanced Search button.
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The list of Authorizations will be displayed.

To view and/or print the Authorization Request, click on the desired Authorization
number

The Authorization Detail screen will open, refer to section 14 for details.
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19. CLAIM TRACKER

To view claims submitted by your practice, click on the Claims Tracker button and the
following screen will be displayed.

Select the provider whose claims you want to view by using the Rendering Provider
drop-down
box and click the Search button.

To narrow your search, you may specify a date type , date range and/or the claims
status

If you are using the Advanced Search tools, click on the Advanced Search button.
Note: If you are searching for claims on a particular EOB, you should use a date range.

For example: Wednesday, January 23, 2008 (entered as 01/23/2008) through Monday,
January 28, 2008 (entered as 01/28/2008). This will ensure that you have all claims
adjudicated during the EOB period.
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The list of claims will be displayed.
To view and/or print the claim, click on the desired claim number
The Claims Detail screen will open. Refer to section 16 for details.
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20. CS REFERENCE TRACKER

To view Customer Service Forms submitted by your practice, click on the CS
Reference Tracker button and the following screen will be displayed.

Select the provider who's CS Inquires you want to view by using the Ordering Provider
drop-down box and click the Search  button.

To narrow your search, you may specify a date range and/or the inquiry status
If you are using the Advanced Search tools, click on the Advanced Search button.

Note: If you are searching for CS Inquires on a particular date, you should use a date
range.

For example: Wednesday, January 9, 2008 (entered as 01/09/2008) through Tuesday,
January 15, 2008 (entered as 01/15/2008). This will ensure that you have all inquires
submitted during that week.
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The list of CS Inquires will be displayed.
To view and/or print the inquiry, click on the desired reference number

After choosing the desired reference number the following screen will appear.
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The CS Reference Status detail screen is divided in three sections:

1. At the top of the CS Reference Status Form the following patient information is
listed:

Patient Name

Patient ID Number
Patient Date of Birth
CS Reference Number
Status

2. In the middle third or the History Section of the CS Reference detail form the
history of all notes from your practice as well as any responses from Hill
Physicians will appear.

3. Inthe bottom portion of the form is a free text box for current comments. This
section will be used if the practice needs to respond to Hill Physicians.

Hill inSite User Guide v7.0 Page 50



21. HMO PCP LIST

To view your practice’s list of HMO assigned patients, click on the HMO PCP List
button and the following screen will appear.

Use the drop-down box to select the provider you wish to view and click Search . If
you want to narrow down your list, use the health plan box and click on the Advanced
Search button.

When you click on Search OR do an Advanced Search, the total number of patients will
display above the list

To print your entire list of HMO assigned patients, click on the Print List  button and the
following screen will appear.
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From here you can print your full OR filtered HMO PCP List
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22. ELECTRONIC EXPLANATION OF BENEFITS (EEOB)

If your practice has elected to receive eEOBs, then you can access them by clicking on
the eEOB button on the Table of Contents and the following screen will appear.

Use the Practice Name drop-down box to select the practice. Then use the drop
down menu from the date box to select the desired eEOB.

Once the date box has been selected, the Print Preview button (to view the EOB), the
print button  (to print the EOB) and the Download file button (to download the file for
more permanent storage) will appear and you can choose your desired action.
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23. ELECTRONIC FUNDS TRANSFER (EFT)

If your practice has elected to receive eFTs, you can access them by clicking on the
eFT button on the Table of Contents and the following screen will appear.

Use the Practice Name drop-down box to select the practice. Then use the drop
down menu from the date box to select the desired eFT.

Once the date box has been selected, the Print Preview button (used to view the eFT)
and the print button (used to print the eFT) will appear and you can choose your

desired action.

Hill inSite User Guide v7.0 Page 54



24. ELECTRONIC REMITTANCE ADVICE (ERA)

If your practice has elected to receive eRAs, you can access them by clicking on the
eRA button on the Table of Contents and the following screen will appear.

Use the Practice Name drop-down box to select the practice. Then use the drop down
menu from the date box to select the desired eRA.

Once the date box has been selected, the Download file  button will appear and you
can download the file.
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25. LINK TO RELAYHEALTH

As an added value to Hill inSite, we have provided a link to RelayHealth.

This service is provided in partnership with Hill Physicians by RelayHealth for
eReferrals, eScripts and other on line services. If Hill inSite users are also using any of
the RelayHealth suite of services, your practice administrator has the ability to grant
permission for the user to access RelayHealth from within Hill inSite using a single
logon. To use this service, contact your Practice Support Advisor.
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26. RESOURCES

Here you will find links to various Hill Physician resources that are of value to your
practice.

Practice Reference Topics is a link to the Reference Materials for your practice.

Physician Directory is an online tool to find a physician or look up and address,
fax number or UPIN / NPI.

Hill inSite User Guide is a .pdf version of this User Guide. It contains the most
up-to-date information and is searchable.

Contact inSite Customer Services allows you to contact Support or you may
email them at inSite@hpmg.com.

RelayHealth includes the most current information on features available through
Relay Health.
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Ascender is a web-based system designed to help primary care practices
identify patients who are due or overdue for important screenings and

immunizations.

27. AUTHORIZATION REQUIREMENT DEFINITIONS

The following is a list of Authorization Request requirements and a more detailed
description of each. If you have any questions, additional information can be found in
the Practice Operations Manual or by contacting your Practice Support Representative.

Message

Meaning

ADMIN UNLESS POS 11, THEN
NAR:

This procedure DOES NOT require an
Authorization Request if performed in the
office of an IN-NETWORK provider . If
performed somewhere other than the office,
it DOES require an Authorization.

AT POS 11 NAR, ELSE ADMIN:

This procedure DOES NOT require an
Authorization Request if performed in the
office of an IN-NETWORK provider . If
performed somewhere other than the office,
it DOES require an Authorization.

MMT IN ALL POS:

This procedure ALWAYS requires an
Authorization Request.

NAR POS 11 & 22 IN NETWORK
ONLY:

This procedure DOES NOT require an
Authorization Request if performed in the
office or in an outpatient setting by an IN-
NETWORK provider. If performed in other
locations, it does require an Authorization.

NURSE UNLESS POS 11, THEN
NAR:

This procedure DOES NOT require an
Authorization Request if performed in the
office of an IN-NETWORK provider. If
performed somewhere other than the office,
it DOES require an Authorization Request.

REQUIRES AUTH, AA:

This procedure ALWAYS requires an
Authorization Request

REQUIRES AUTH, NURSE:

This procedure ALWAYS requires an
Authorization Request
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28. AUTHORIZATION STATUS CODES

APPROVED STATUS CODES

Status

Definition

Approved

Used when the authorization was approved.

Approved Member
Appeal

Used by the Member Appeals & Grievances Department when a
member appeals a utilization management decision and the
appeal is approved.

Partially Approved

Used for authorizations where some CPT codes are approved
and some are denied based on MMT review for medical
necessity.

Approved on
Provider
Reconsideration

Used when a provider appeals a medical necessity denial.
Approvals can be made by management, medical director or
MMT based on clinical guidelines or additional information
submitted.

No Authorization

Used when an authorization is requested but does not require

Required an auth for the claim to pay.
PENDED STATUS CODES
In Process Used when an authorization has been received in the

Authorization Unit and is pending review.

Awaiting additional
info

Used when additional information is required to complete the
processing of the authorization request.

Pending
Reconsideration

Used when a previously denied authorization has been
submitted for reconsideration by a provider.

Awaiting correct
codes

Used when there are insufficient codes to complete keying in
the authorization request. The Auth Representative is
responsible for obtaining CPT and ICD-9 codes.

REJECTED STATUS CODES

Denied Included in
Global

Used when services are requested but are covered under the
surgical global period and no additional authorization is
necessary.

Denied benefits
exhausted

Used when an authorization is denied because a member’s
benefits are exhausted.

Denied based on
Medical Review

Used for any authorization that is denied by the Medical Director
or MMT, other than an ERISA denial.

Denied on Member
Appeal

Used by the Appeals & Grievances Department when a member
appeals the utilization management decision and the appeal is
rejected.

Denied on Provider
Reconsideration

Used when any denied authorization is appealed and the MMT
or Medical Director upholds the denial.

Denied not a

Used for any authorization request for a non covered benefit.
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covered benefit

Denied duplicate
request

Used when an authorization has been entered and later
discovered to be a duplicate request. A worksheet is generated
to the Requesting Provider with reference to the valid
authorization number.

Denied not eligible

Used when a member is determined as not enrolled or is no
longer eligible at the time of service. There is no denial letter
generated with this status.

Call the Health
Plan for Review

Used for tracking purposes for medical review requests that
require Health Plan review and determination.

Denied by Health
Plan

Used when the Health Plan denies the entire hospital stay
based on medical necessity.

Denied additional
info not received

Used when additional information requested is not received
within the 45 day ERISA period and it is denied by MMT.

Forwarded to
capitated vendor

Used for DME requests that we have determined are not Hill
Physicians responsibility and are covered under capitation to a
contracted vendor. There is no letter attached to this status but a
worksheet is sent to the Requesting Provider to inform them that
the request has been forwarded to the appropriate vendor for
processing.

MISCELLANEOUS STATUS DEFINITIONS

Canceled

Used when an authorization is closed for the following reasons:
When errors are discovered in data entry or when the request is
withdrawn by the requesting provider.
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