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1 
1.1 Introduction 

T 
he ikaSystems Provider Portal is the fast and easy way to search claim status, Member 
eligibility and referral status without ever picking up the phone. The Portal enables a 
Physician to independently verify eligibility and track claims during or after office hours 
through the web-based environment. The Portal not only enables the Physician and office 
staff to verify basic information within seconds but it also assists with minimizing the time 
spent on administrative functions so that patient care and satisfaction may remain the 
primary focus. 

1.2 Benefits of Using Provider Portal 
There are many benefits to utilizing the Provider Portal as a tool whether you are an IPA Administrator, 
Facility or a Physician Office. Provider Portal allows the opportunity to: 

1.	 Improve Provider efficiency through independent claim status and Member eligibility lookup. 

2.	 Enable the Provider to review referral details for Members. 

3.	 Simplify and reduce time spent on administrative tasks; additionally enables users to perform 
these functions during ‘off’ hours. 

4.	 Reduce bad debt incurred through extending services to in-eligible patients. 

5.	 Enable Physician office staff to utilize the telephone lines for patient calls instead of routine calls 
to the Health Plan. 
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2 
2.1 Registration and Login 
Step 1) The Provider Portal Welcome Screen enables new users to register by selecting the ‘Register 
Here’ link as shown in the image below. 

Step 2) To continue with registration the User must select the ‘Provider’s option and then click next as 
shown in the image below. 
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Step 3) Next the User must select a User Type as detailed below. 

Primary Care Physician Office 	 (If registering an Individual PCP not affiliated  
with a Group or an IPA) 

Specialist Office 	 (Should not be utilized at this time) 

Ancillary/Hospitals/IPA/Group Providers 	 (Use if registering an IPA, Physician Office,  
Ancillary, Facility or Group Provider) 

Step 4) Based on the ‘Type’ selected the User will be prompted to enter either their NPI or Tax ID 
number. Providers associated with that NPI or Tax ID will be displayed on the left side of the screen 
under ‘List of available providers’. 

Note: Records with ‘ ^ ’ displayed next to the name have already been registered under another login and 
may not be re-selected for registration at this time. If you feel this message is received in error please 
contact our support line using the ‘Contact Us’ link at the bottom of the screen. 
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Step 5) Select the appropriate Provider(s) and move to the right of the screen using the right facing 
arrow. The registering User should be the account administrator (or should designate an administrator 
during registration) and will be able to create users, view claims, members and referral details for the 
Providers selected during this registration process.  

Step 6) The User must now create login credentials to complete the registration process. Ensure that the 
Account Administrator’s First and Last Name and email address are entered during this step. Once all 
information is entered, user will select ‘Finish’. 
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Step 7) Once confirmation message displays click on HOME to return to Portal Welcome Screen and 
login with the new user name and password created. 

Step 8) Terms of Use must be read and accepted by choosing ‘I Agree’ to access the Portal. Selecting ‘I 
Disagree’ will log the User out of the Portal. 
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9) Once the Terms of Use have been accepted the Portal Home screen will display as shown below. 
Tabs will display along the top of the screen based on the User’s security settings. 

2.2 Create and Manage Users 
The account administrator may create additional logins for staff members by selecting the 
‘Administration’ tab and then ‘Manage User’. Admin will then have the opportunity to select an existing 
User to be updated or to create a new User from the options on this screen. Note: Ability to create a 
new user or to update another user is based on security settings and may only be accessed by qualified 
Users. 

To Create a New User: 

1) Select the ‘Create New User’ button to display User Registration page. A registered PCP may 
create user logins for his/her office staff and likewise, a Physician Group may create user 
logins for individual Physicians in the group. 
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2) Enter required information on the User Registration page to add a new Portal User. 
a.	 User Name, First Name, Last Name and Email are required fields. 
b.	 Active and Send Email selection will be defaulted for all new Users. 
c.	 Create Privilege and User Limits may be entered to allow the new User to create and 

manage Users of their own. NOTE: User limit set must be lower than the total user 
limit of the Administrator’s account. 

d.	 Select the Role Setting, either Provider or Provider-Staff role. 

3) Use the right-facing arrow to move the Provider from the ‘List of Available Providers’ to the 
‘List of Selected Providers’. NOTE: At least one Provider must be selected. If Provider Staff 
logins are being created for office staff the Provider(s) the staff will be assisting must be 
selected to ensure the staff user can view claims/eligibility/referrals for the selected 
Provider(s). 

4) Then select if the password should be auto-generated or manually entered.  

5)	 Click ‘Create’ to create the new Portal User. Ensure Providers and Staff are aware that the 
Account Administrator should be contacted when password resets, new users or privilege 
updates are required. 
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To Manage an Existing User: 

1) Enter details in the search fields on ‘Manage Users’ screen and select ‘Search’ button. Search 
results will display with sort-able headings as shown in the image below. All underlined headings 
may be sorted by selecting the column heading name. 

2) Users with multiple sub-User accounts may select the ‘Users Export’ button to export all 
associated users or all users in search results to an excel sheet. 

3) Click on a User name to display View/Edit Details screen. User details such as Role Setting, 
account password or email address can be updated from this screen. Additional Providers may be 
selected or removed from the login using the +/- option buttons. The User account may also be 
terminated by selecting the ‘Terminated’ status from the ‘Active’ drop down box (note that a 
termination reason must be selected). Click the ‘Save’ button once any changes are made. 
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2.3 My Account Settings 
To view or edit your own account settings select the ‘Admnistration’ tab at top of screen and the ‘My 
Account’ option to display details. After any updates are made click the ‘Update’ button to save the changes. 

To update account details including email address, password or secret question select the appropriate tab 
from the ‘My Account’ screen. Once the update is made select the ‘Update’ button to save changes. 
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3 
3.1 Check Member Eligibility 
To check a specific Member’s eligibility select the ‘Member Inquiry’ tab at top of screen and then select 
‘Eligibility’ option to display details. The Eligibility tab will allow a User to search for any active Member. 

Members may be searched by one of the options on this screen. Either search by Subscriber ID number or 
by First Name, Last Name, Date of Birth, Gender AND Medicare/HIC number to locate the Member. The 
Effective Date field will automatically default to the current date to search Members who are currently 
effective with the Health Plan as of the specified date.  

NOTE: The ‘My Members’ tab will not be utilized as AFC Members are not assigned to individual 
Physicians. 
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Click on the Member record to display benefit plan information as shown in the image below. Please note 
that all personal details have been concealed to ensure Member privacy and HIPPA Compliance. 
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3.2 Check Claim Status  

Users have the ability to check the status of a submitted claim via the Provider Portal. Select the Claims tab 
then use the search fields to locate the claim.  

Click on the Claim ID to view claim details and status. Status will be located in the top left corner of the 
screen. Click on the ‘Processed’ button next to the Claim number to generate a copy of the EOP. Use the 

 buttons at bottom of screen to return to the search results. 
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3.3 Search Referral Status 

Users have the ability to review existing referrals when needed. To search existing referrals select the 
‘Referrals’ tab then use the search fields to locate the appropriate Referral. 

Click on a Referral to view the status and details. Use the button at bottom of screen to return 
to the search results. 
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3.4 Contact Us 

For assistance with the Provider Portal including new accounts and password resets please contact your 
Account Administrator. 

If the Administrator is unable to assist please Contact Us. Contact information is available by selecting the 
‘Contact Us’ link at the bottom of any screen. 

Navigation Note: 

To return to the home screen at any time click on the  
health plan logo at the top left corner of the page. 
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