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Introduction

This guide is designed to instruct customers how to enroll for electronic services using the electronic
data interchange (EDI) enrollment portal powered by Madaket Health, a TriZetto partner.

The TriZetto Enrollment Portal provides customers direct access to Tebra’s clearinghouse (TriZetto) to
enroll for electronic services: Claims, Eligibility, and/or electronic remittance advice (ERA).

You will learn how to add insurance companies in Tebra. You will also learn how to navigate the
TriZetto Enrollment portal, create users, and the complete workflow to manage enrollments for your

practices and/or providers.
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Add Insurance

We recommend creating insurance companies in Tebra before starting enrollments in the TriZetto Enrollment Portal. Insurance

companies represent an insurance carrier or network (e.g., Blue Cross Blue Shield, Cigna, Medicare). Once an insurance company

record is created, you can add insurance plans to associate to a patient’s record. To configure the insurance company billing

settings (e.g., electronic claims submission settings), review Admin Setup Guide Part 2.

1. Openaninternet browser, such as Google Chrome and
Firefox. Then, type app.kareo.com in the top address bar
and press Enter on your keyboard. The Tebra login page

% Pacteesettings Insurance Company @

TriZetto Enrollment

<+ Add Insurance 6

Please use the Trizetto link to view enrollment and status updates.

opens.
@ Tip: Bookmark the URL for easy access.

2. Enter the email address associated with your Tebra
username and your password.

3. Click Login to Tebra. The Dashboard page opens.

There are na itemns in the curre

4. Hover over the User icon and click on Practice Settings.
The Practice Settings page opens.

5. Click Insurance. The Insurance Company dashboard

Mothing to see here.

oty selested view,

opens.

6. Click +Add Insurance. The Most Commonly Requested tab
of the Add Insurance pop-up window opens.

(Continued next page...)
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Add Insurance, cont.

7. Most Commonly Requested: List of common insurances

8.

10.

11.

in the state where the practice is located.

Add Insurance: Click + or anywhere on the line item to
add the insurance company to the Selected Insurances
list.

Search Other: Search for other insurance companies by
entering the Insurance Name or ID number and select it
from the auto-populated results list. Then, click Add to
add the insurance company to the Selected Insurances
list. If necessary, filter by Type, Clearinghouse, or State.
E] Note: For worker’s comp and auto accident, select
Jopari as the clearinghouse to send claims at no
additional cost.

Selected Insurance: List of selected insurance
companies to add to your Tebra account. To remove an
insurance company from the list, click X. An orange icon
displays if the insurance company is a duplicate or
already exists in the account.

Click Save when finished.

Add Insurance

7 Most Commonly Requested

AARP Medicare Supplement/Fixed Indemnity by UHC #36273 TriZetta
Aetna Health Plans 60064 TriZetto

Beacon Health Options - Commercial claims. #00813 TriZetto

Qlern Prmnn né Califnrnin wamnn

Selected Insurances

Cancel

Add Insurance

Search Other

Insurance | Type Insurance Name or ID

Type Professional CMS-1500 ~ Clearinghouse
TriZetto

Selected Insurances (2)

Learn more about enroliments

11 Save | Cancel
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TriZetto Enrollment Portal

As the enrollment contact for the practice, you will receive a welcome email from support@madakethealth.com with a link to set up
your TriZetto Enrollment Portal user after the configuration call with the practice’s Onboarding Manager.

@Note: Disregard the EDI Enrollment Portal (EEP) — Internal Training Guide in the welcome email. The content does not reflect
the recommended workflow for Tebra customers. Additionally, for questions or assistance with access, contact Customer Care.

Set Password

1. Once the email is received, click the link to set your I Enroliment Porta x| + v - o x|
pa"s(s:lword' The Enroument Portal page Opens Ina browser C O E] &2 https://trizetto-enrollportal.madakethealth.com/auth/reset?e w ﬁ m =
window.

Q Tip: If you have not received the email within 3-5
business days of the configuration call, check your email’s
spam, junk, or trash folder.

Set Password

ATRIZETTO
Provider $i|.|£va>l.|_§'

2. Enter a Password that meets the following requirements:
e Contains at least 10 characters
e At least one lowercase character
e At least one uppercase character o
e At least one number character

e At least one special character 3

3. Click Set Password when finished. The enrollment portal
Dashboard opens.
-‘Q-Tip: Bookmark the TriZetto Enrollment Portal URL or
access the TriZetto Enrollment Portal link from the 75 Privacy  Terms of Use
Insurance page in Tebra.
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Access TriZetto Enrollment Portal

If you are not signed into the TriZetto Enrollment Portal, log in to access your Dashboard.

1.

Access the TriZetto Enrollment Portal. The Enrollment

E’Q(tal login page opens.

@ Tip: Bookmark the URL or access the TriZetto
Enrollment Portal link from the Insurance page in Tebra.

Enter your Email address associated with your TriZetto

Enrollment Portal and Password.

Click Login. The Dashboard page opens.

&«

™ Enrollment Portal

X + v

G O 8) % o https://trizetto-enrollportal.madakethealth.com/login

\ MADAKET

Enrollment Portal

AATRIZETTO

Provider Solutions®
© cognizant canpany

Email

& dianahudson@tebratest.com

St Q

5 I

Forgot Password?

Privacy | Terms of Use

>
B
1]
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https://trizetto-enrollportal.madakethealth.com/dashboard

Navigate Dashboard

The Dashboard displays the Daily Digest, Open Enrollments, and Completed Enrollments for all your practices and providers.

1. Filters: If applicable, update the Dashboard to only 1™ EmvolimentPortl x|+ - - o x
display activities for a specific account name (Site ID), R R —— ko o =
National Provider Identifier (NPI), or Taxpayer ATrzETTO @ cvmens & Opan o
Identification Number (TIN). Click the filter icon and [
enter up to five Site ID, NPI, or TIN. Then, click Search 1 8@
when finished. Daiy Digest OpenEwotinents
e Toremove the filter(s), click the stop icon. BN o B 5 et st P [ @it [ @it B - e

Generation la Progress () 26

2. Daily Digest: Displays a daily summary of enrollments for Ao T v v [ @iy I @ s I m‘" 2 n
the practices and/or providers. Click New Task, Ready FT— e O
for Status — Provider, Newly Approved, or Newly e
Rejected to review additional information. R SRR v o |
e New Tasks: Displays the number of new tasks added a—— 0 w

to the work queue for the specific date. Review the et N v st vt 1 @t s I @i s I =
Navigate Open Tasks section to learn more. s— ‘
e Ready for Status - Provider: Displays the number of Rt rots I st tor ot s [ @ty sowones [ @ s

new enrollments that have passed the estimated
processing time with the payer and are ready for payer
follow up to obtain status. The count for each day only
includes enrollments added to this list on that date.

e Newly Approved: Displays the number of approved
enrollments for the specific date.

e Newly Rejected: Displays the number of rejected
enrollments for the specific date.

(Continued next page...)
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Navigate Dashboard, cont.

3. Open Enrollments: Displays the number of open ~ Enrliment pora x|+ - - o X
enrollments for each status. Review the Navigate € 2 O O 8 = hpsypizetio-emolportamadaketheatthcom/dashboard w % H B =
Enrollment Tabs section to learn more. ATnzerTe & Ehmets e Opn Bl
e Awaiting Scheduled Date: Enrollments awaiting et ok a1 gnce

processing to align with the NPI's go-live date. uE
e Generation In Progress: Enrollments are under review ooty Diges 3 orenevormons
or being prepared for payer submission. e B 2 ey roie [ vt B Qs BB || | @
E] Note: If you have a future go-live date, the Fo— ""'°°‘ : “
enrollment submission will be delayed to align with R o I 8 sty sttt [ @ty sores [ @ ey ocses IR :,g -
that date. P— s ©
e Provider Open Tasks: Enrollments need provider Auerrse B &retsms pevie B @uevvtoocrs B Qe I
action prior to.payer submission. ‘ I oo BB @vein BB O I "4 s -onwee 0 R
e Payer Processing: Enrollments are submitted to the campeed 0 w
payer and awaiting processing time for the payer to Ao B gt vt B @it BN Qs N[ ||
review the submission. .
e Ready for Status: Enrollments have passed the Aunenrote [ 2 e trsis st [ @ttt I @i IR

estimated processing time with the payer and are
ready to follow up with the payer for status.

4. Completed Enrollments: By default, displays the number
of enrollments marked as completed with a status (e.g.,
approved or rejected) from the payer or were canceled by
the user for the last 30 days.

e Tofilter completed enrollments by a different date
rate, click the calendar icon and select a new date
range. Then, click the filter icon to display the
completed enrollments for the date range.
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Navigate Manage Sites

Manage Sites allow you to manage your practices, providers, users, and preferred plans.

1. Click Manage. The Manage Sites page opens.

2. Click the Site ID. The Manage Sites page opens to the
Practices tab.
(55 Note: A Site ID is assigned to each Tebra account
created in the portal and may be referenced for support
purposes. If you have multiple Tebra accounts set up for
enrollments, a list of sites will display.

3. Details: Displays information about the account. You can
edit the account and default enrollment contact
populated on the enrollment forms.

4. Practices: Displays all practices that require group
enrollments. You can add additional practices, start a new
enrollment, and update the practice’s information.
Review the Verify Practice Information section for
instructions.

5. Providers: If applicable. displays providers that require
individual enrollments. You can add additional providers,
start a new enrollment, and update the provider’s
information. Review the Verify Provider Information
section for instructions.

(Continued next page...)

™ Enroliment Portsl x|+ ~ - 8 X
&« C O B8 =2 hitpsyftrizetto-enroliportal.madakethealth.com/manage/sites = N B =
f“a.‘l"ﬁlZETTO I Dashboard G Envoliments cpano © Diana Hudson ~
Manage Sites @ usage Guide
Manage data for Sites
Vendors Parent Sites Reporting
n @ hems perpage: 50 = 1-10f1
- Sield  Site Name : Parent Site id Parent She Mame Vendor She Id Vendor Site Name Status
2 ITEB A Place of Healing 2EMP :s:;;ﬁ?:g'!;ﬁp V286 ::::ﬁ?}(:g'“ ne ACTIVE
= Enreliment Portol x| + ~ - O X
&« C Q https:/ftrizetio-enrollportal.madakethealth.com/manage/sites/details/1 TEB/practices-details ﬂ m =
I‘:"&TNZETTO l= Dashboard i Enrollments #. Open Tasks © Diana Hudson «
Man_ﬂge Sites > A Place_of Healing - 1TEB 0 Usage Guide
Practices for A Place of Healing
3 4 5
Details Providers  Bank profiles  Users Preferred plans
Y10 e
A PLACE OF HEALING 2076766759 123456789 1111 Bayside Drive, Corona Del Mar, CA, 926251714 & 7
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Navigate Manage Sites, cont.

6. Bank Profiles: Optionally, the practice or provider can
add their bank information. However, it is not required to
complete enrollments. Bank information should be
provided to the payer directly when applicable.

7. Users: Displays a list of users who have access to the
account’s TriZetto Enrollment Portal. If applicable, you
can add new users to access the TriZetto Enrollment
Portal. Review the Create Users section for instructions.

8. Preferred Plans: Displays a custom list of preferred plans
that will be added when starting a new enrollment. You
can add or remove plans to customize the list for your
practice or providers. Review the Manage Preferred Plans
section for instructions.

€« C  Q nhitpsy/ftii

™ Enrellment Portal X + & _ o %

zetto-enroliportal madakethealth.com/manage/sites/details/1 TEB/practices-details N @ =

#. Open Tasks © Diana Hudson «

k2 Dashboard i Enroliments

AATRIZETTO

Manage Sites > A Place of Healing - 1TEB 0 Usage Guide
Users for A Place of Healing J
Details Practices Providers Bank profiles Preferred plans + Add Site User
(7]S] hemsperpege 0 - 1-Tof1

- - - -
First Name LastMame Emad U Status Ruthorty  Role

Provide: Admin

DLANA HUDSON darabudionGtebratest com Active Site
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Create Users

Each staff member who needs access to the TriZetto Enrollment Portal must have their own user account with a valid login email
and password. Be sure to have the person's full name and email address on hand before proceeding. User accounts cannot be

edited after they are created.

@ Note: If a user should no longer access the practice’s TriZetto Enrollment Portal, contact Customer Care to remove the user.

1. Click Manage. The Manage Sites page opens.

2. Click the Site ID. The Manage Sites page opens to the
Practices tab.

3. Click the Users tab. The Users page opens.

4. Click +Add Site User. The Add Site User section displays.

5. Enterthe user’s First Name, Last Name, Email, and Phone.

6. Click the Provider User drop-down to select a role to

assign the user. Available options:

e Provider Admin: Assign the user all default privileges

e Provider User: Assign the user all default functionality
except the ability to add/delete other provider users

e Restricted Plans Provider User: Assign the user all
default privileges except the ability to enroll in
additional plans other than preassigned

e Provider Task User: Assign the user only the ability to
access tasks

(Continued next page...)

7 Enroliment Portal x|+

l== Dashboard

ATRIZETTO

i Enrollments

Manage Sites > A Place of Healing - 1TEB
A Place of Healing

Details Practices Providers Bank profiles Preferred plans

enrollportal.madakethealth.com/manage/sites/details/1 TEB/users-details

Agd Site User
o) o
Brown

d brmn@tebratest com

(866) 9383272

dianabudson@iebratest com Active Site

DIAHA HUDSON

Emily Walsh ewalsh@tebratest.com

.....
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Create Users, cont.

7. Click + Create when finished. The user receives a
welcome email from support@madakethealth.com with a
link to set up their TriZetto Enrollment Portal user and
password. The link will expire in 24 hours.

@ Tip: If the user does not see the email, ask them to
check their Junk, Spam, and Trash folder.
e To send the welcome email again, click Resend.

8. After the user successfully logs into the TriZetto
Enrollment Portal, click to select the “Receive Email”
checkbox to send email correspondence and enrollment
paperwork notifications from Madaket Health to the user.

7™ Enroliment Portal

C O 8 = nupsynt

x|+

l== Dashboard

Manage Sites > A Place of Healing - 1TEB
A Place of Healing

i Enrollments

Details Practices Providers Bank profiles Preferred plans

rizetto-enrollportal madakethealth.com/manage/sites/details/1 TEB/users-details

= =] X

w am

Add Site User

Darial

Beown

d browngtebratest com

(866) 9383272

Frovider Ademin

DIAHA

Emily

HUDSON

Walsh

dianahudsoniebratest com

ewalsh@isbatest com

Active

Pending (Resend?)
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Verify Practice Information

Verify the practice details are correct and select a corresponding and enrollment contact for the practice.

1.

Click Manage. The Manage Sites page opens.

Click the Site ID. The Manage Sites page opens to the
Practices tab.

Click the pencilicon. The practice details panel opens.

Primary Details: Verify the TIN, Practice Name, Doing

Business As (DBA), and Address is valid.

e Iftheinformation is incorrect, a new practice profile
must be created. Review the Add New Practice
section for instructions.

Secondary Details: Select the applicable information.

e Previous Clearinghouse: If applicable, select if a
previous clearinghouse was used before switching to
TriZetto.

e Go-Live Date: Enter the date you would like to begin
submitting claims through TriZetto for the NPI.

(Continued next page...)

7™ Enreliment Portal

« C  Q httpsy/firizetto-e

ATRIZETTO

a Place 01 Healing - 1TEB
P Of Haaling

*

+

nrallportal madakethealth.com/manage/sites/details

7]S

-

Hame Practica NPt TIH

APlaceOfbisaing 2076766759

123436780
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Verify Practice Information, cont.

6. Correspondence Contact: Select the user who should
receive email correspondence and enrollment paperwork
notifications from Madaket Health.

e The contact list is populated with active user
accounts in the TriZetto Enrollment Portal.

7. Enrollment Contact: Display the enrollment contact
information that will be entered on every enrollment
document for the practice.

e Tochange the enrollment contact, click to select
“Create New”. Then, enter the contact’s name, email
address, and phone number.

8. Click Confirm when finished.

™ Enrellment Portal x

« C  Q  hupsyfirizetto-enroliportzl.madakethealth.comy

ATRZETTO

e

Usws  Praferved plans

+ AddNPI

123436789

A Place Of Healing 207676475

hemsperpage: 53 -

Addrens

1111 Bayside Br. Comna el Mar €4, 92623

Sep 12,2024

1111 Bayside B

‘Sacondary Detads

ERA Aggregation

smaame

Coeeapandance Comact

Ganshidin Gt

~
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Add New Practice

Add a new practice to start enrollments for a new group NPI or create a new practice profile when an existing practice has incorrect
information.

@ Note: Practices added to the TriZetto Enrollment Portal will not create a new practice in Tebra.

1. Click Manage. The Manage Sites page opens. oot Porl x|+ v - o x
&« (c) Q hitpsy//trizetto-enrollportal. madakethealth.com/manage/sites/details/ 1 TEB/practices-details ﬁ m =
2. Click the Site ID. The Manage Sites page opens to the ATuzerio o Dushbowd & Evclments £ Open Tasks @ Diona Husdson
Practices tab. O e e 8Pl ofHesing TS @usage i
Details Practices Providers Bank profiles Users Preferred plans m
3. Click + Add NPI. The Add NPIs section displays. add NPts
4 a3 5
4. Enter the NPI for the new practice.
. . . u@ ftems perpage: 50 1=10f1 < < > >
e To create multiple practices, enter multiple NPIs =
separated by a Comma' A PLACE OF HEALING 2076766759 123456789 m i L
Bayside Drive, Corona Del Mar, CA, 926251714 & 7

5. Click Create when finished. The new practice details
panel opens.
@ Note: The Practice Name and DBA is pulled from the
NPPES NPI Registry and cannot be edited.

(Continued next page...)
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Add New Practice, cont.

6. Enter Practice Details:
e TIN: Enter the practice’s taxpayer identifier number.
e Address: Enter the practice address and select the
address from the search results.

7. Select Secondary Details:
e ERA Aggregation: Click to select “TIN” or “NPI”.
e Previous Clearinghouse: If applicable, select if a
previous clearinghouse was used before switching to
TriZetto.

e (Go-Live Date: By default, the current date is populated.

If applicable, enter a new date you would like to begin
submitting claims through TriZetto for the NPI.

8. Correspondence Contact: Select the user who should

receive email correspondence and enrollment paperwork
notifications from Madaket Health.

(Continued next page...)

« > C Qm

™ Enrellment Portal X |+

ATRZETTO

Manage Sites > A Place Of Healing - 1TEB
Practices for A Place Of Healing

Details Practices [JZEERT

ortal.madakethealth.com/manage/sites/details/1 TEB/practices-details

K Open Tasks m © Diana Hudson ~

Bank profiles

k2 Dashboard 8 Enrcliments

Users Preferred plans

Add NPIs

NAUTRAL HEALING 2.
2076766760

€}  mauTRAL HEALING

2076766760

6 Practice Detsils

e

MAUTRAL HEALING

Address Search®

Secondary Details

ERa Aggregation: (8) TIN () NP1

Previous Claaringhouse

Goucueu
SR =]
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Add New Practice, cont.

9. Enrollment Contact: Display the enrollment contact
information that will be entered on every enrollment

document for the practice.
To change the enrollment contact, click to select

“Create New”. Then, enter the contact’s name, email
address, and phone number.

10. Click Confirm when finished. The practice now displays.
Note: The TIN, Address, and ERA Aggregation cannot
be changed after the practice is saved. Verify all
information is correct before clicking confirm.

« (] Q. hitpsytrize:

™ Enrellment Portal x| +

rizetto-enrollportal.madakethealth.com/managey/sites/details/1 TEB/pra

k2 Dashboard @ Enrcliments #u Open Tasks

ATRZETTO

Manage Sites > A Place Of Healing - 1TEB
Practices for A Place Of Healing

Details Providers  Bank profiles Users Preferred plans

ctices-details

Add NPIs
e

€  mauTRALMEALING 2076766760
ddreas Searche

Secondary Details

Erevious Claaraghoase

ot s
srzuz0ze
Correspondence Conact
9 Envollment Contact
) Default:

() Create Hew

ERA Aggregation: (8) TN () NP1

e ondenos Contact *

Remove Confirm >

10
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Verify Provider Information

If the practice bills with individual NPI, verify the provider’s details are correct and select a corresponding and enrollment contact
for the provider.

1.

Click Manage. The Manage Sites page opens.

Click the Site ID. The Manage Sites page opens to the
Practices tab.

Click the Providers tab. The Providers page opens.
Click the pencilicon. The provider details panel opens.

Correspondence Contact: Select the user who should

receive email correspondence and enrollment paperwork

notifications from Madaket Health.

e The contact list is populated with active user accounts
in the TriZetto Enrollment Portal.

Enrollment Contact: Display the enrollment contact

information that will be entered on every enrollment

document for the practice.

e Tochange the enrollment contact, click to select
“Create New”. Then, enter the contact’s name, email
address, and phone number.

Click Confirm when finished.

™ Enrollment Portal X
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Add New Provider

Add a new provider to start enrollments for a new individual NPI or create a new provider when an existing provider has incorrect

information.

@ Note: Providers added to the TriZetto Enrollment Portal will not create a new provider record in Tebra. To add a new provider in

Tebra, review the Add New User or Provider Account help article.

1. Click Manage. The Manage Sites page opens.

2. Click the Site ID. The Manage Sites page opens to the
Practices tab.

3. Click the Providers tab. The Providers page opens.
4. Click + Add NPI. The Add NPIs section displays.

5. Click Create when finished. The new provider details
panel opens.

(Continued next page...)
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Add New Provider, cont.

6. Verify Provider Details:
e Provider Name: The provider’s name is pulled from
the NPPES NPI Registry.

7. Select Practice Details:

e Choose existing practice: By default, this option is
selected. Search by the Practice NPI, TIN, Address or
Practice Name and select from the results.

e Enter practice details: Click to select this option to
enter a different practice. Enter the TIN and select
Practice NPI or Address Only. Then, enter the
applicable details.

8. Select Secondary Details:
e Job Title: If applicable, enter the provider’s job title.
e Go-Live Date: By default, the current date is
populated. If applicable, enter a new date you would
like to begin submitting claims though.

9. Correspondence Contact: Select the user who should

receive email correspondence and enrollment paperwork
notifications from Madaket Health.

(Continued next page...)
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Add New Provider, cont.

10. Enrollment Contact: Displays the enrollment contact
information that will be entered on every enrollment
document for the practice.

e Tochange the enrollment contact, click to select
“Create New”. Then, enter the contact’s name, email
address, and phone number.

11. Click Confirm when finished. The provider now displays.
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Manage Preferred Plans

Optionally, create a list of insurance plans to quickly enroll multiple plans in the Enroll Wizard for practices or providers. If

necessary, remove the plan when they are no longer applicable.

1. Click Manage. The Manage Sites page opens.

2. Click the Site ID. The Manage Sites page opens to the
Practices tab.

3. Click the Preferred Plans tab. The Preferred Plans page
opens.

4. Click + Add Plan. The Add Plans section displays.

5. Enter the plan name or plan ID and select from the
results. If applicable, enter additional plans.
@ Note: The TriZetto Enrollment Portal does not support
worker’s comp and auto accident payers. Review the
Electronic Workers' Compensation and Auto Insurance
Companies help article to learn how to add worker’s comp
and auto payers in Tebra’s Desktop Application (PM).

6. Click + Add when finished. A confirmation message
displays.

7. Toremove a plan from the preferred list, click Remove.

™ Enrollment Portal x| +
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Enroll Insurance Plans

Submit EDI enrollment requests for electronic service connections through the new enrollment Enroll Wizard. Enrollments are
completed with the billing TIN and NPI used for submitting claims per the practice's or provider's agreement with the insurance

companies.

Access New Enrollments

1. Click Manage. The Manage Sites page opens.

2. Click the Site ID. The Manage Sites page opens to the
Practices tab.

3. Enrollments can be submitted as a practice or an

individual provider:
a. Toenrollas agroup, click the file icon. The New

Enrollments page opens.

b. Toenroll as an individual provider, click the Providers
tab. Then, click the file icon. The New Enrollments

page opens.
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New Enrollments

Enrollments can be submitted for claims, ERA, and/or Eligibility with the configured preferred plans or by searching for new plans.

(55 Notes:

e The Claim Status Inquiry (CSI) service is not supported and should not be selected for enrollment.

e The Electronic Funds Transfer (EFT) service cannot be processed as a stand-alone service in the TriZetto Enrollment Portal
and should not be selected for enrollment. EFT will only be processed when the service is required to complete ERA
enrollment. Otherwise, the practice or provider will need to set up EFT with the payer directly.

New Enrollments — Preferred Plans

Submit enrollments for Preferred Plans. Review the Preferred Plan section for instructions on how to add preferred plans.

1. Click the Preferred Plans tab. The preferred plans display.

2. Click to select the available electronic service(s):
"Claims", " ERA", and/or "Eligibility" to enroll in for each
plan.

’\@"Tip: To enrollin a service for all available plans listed,
click to select the option in the header.

3. Ifrequired for enrollment, enter additional information
(e.g., Provider Number, PTAN).

4. Click Enroll when finished. A confirmation message
displays. The enrolled plans now display in the Enrolled
Plans tab.

e Ifaplan does not have any electronic services
selected, the plan will not be included in the
enrollment.

7 Enrcliment Portel X |+ ~ = =) X
« C O A nhitpsyirizetto-enroliportalmadakethealth.com/enroliments/new-enrallments woHmE =
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New Enrollment — Find Payer

Submit enrollments for plan by searching for the plan name or plan ID. Up to 25 plans can be submitted for enrollments at a time.

1. Enter the plan name or plan ID to find a plan. Then, click
on a result to add the plan to the list.

E] Note: The TriZetto Enrollment Portal does not support

worker’s comp and auto acciddent payers. Review the

Electronic Workers' Compensation and Auto Insurance

Companies help article to learn how to add worker’s comp

and auto payers in Tebra’s Desktop Application (PM).

e To filter plan results, click the plus icon and select
applicable filters. Available filters: Plan Coverage
(e.g., medical, vision), State, Plan Affiliations (e.g.,
Commercial), and Plan Type (e.g., Institutional).

2. Click to select the available electronic service(s):
“Claims", " ERA", and/or "Eligibility" to enroll in for each
plan.

'Q"Tip: To enrollin a service for all available plans listed,
click to select the option in the header.

3. Ifrequired for enrollment, enter additional information
(e.g., Provider Number) to prevent enrollment rejection.

4. Toremove a plan, click the refresh icon.
5. Click Enroll when finished. A confirmation message

displays. The enrolled plans now display in the Enrolled
Plans tab.
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Review Enrolled Plans

The Enrolled Plans tab contains a list of all enrolled plans and services for a specific practice or provider. You can review the status
(e.g., progress, approved, rejected, canceled) of the enrollment is in progress.

1. Click the Enrolled Plans tab. The enrolled plans display. ™ Evolment Pl x|+ “ - o x

& C O B nhttpsy/trizetio-enrollportalmadakethealth.com/enroliments/new-enraliments w oh B =

2. Review the enrollment: ATRZETTO
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e Date: The date the enrollment status was updated P -
e Status: Hover over the icon to display the status of i * omau

emaperpage: 50 < 1-30f3 > 3

the enrollment. Review the Enrollment Status section
to learn more.
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Enrollment Status

STATUS DESCRIPTION

Approved The payer has either approved the enrollment request or enrollment is not required.

Scheduled The enrollment has been submitted but the task has not been generated by Madaket.

Pending The enrollment is pending the payer’s approval or there is an open task waiting to be completed.

On Hold The enrollment is on hold due to a change or issue with the enrollment process.

Rejected The payer has rejected the enrollment request.

Canceled The enrollment request has been canceled by the practice, canceled by TriZetto, or the enrollment request has expired because

action items have not been completed within the allotted time frame.
Restarted The enrollment request was regenerated by Madaket.

Provider No Response  The provider has not completed their task for an enrollment within 45 business days.
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Navigate Enrollment Tabs

The Enrollment tabs display the practice and provider enrollments. You can filter the enrollments to review enrollments currently in

progress with Madaket, sent to the payer, passed due, and completed.

1. Click Enrollments. The Enroll page opens to the Ready for
Status tab.

2. New Enrollments: An enrollment request can be
generated from this tab. Tebra recommends following the
Enroll Insurance Plan workflow to verify the enrollment is
being processed for the correct practice or provider.

3. Awaiting Scheduled Date: Displays enrollment that has
a future Go Live Date. These enrollments do not require
action from the practice or provider. The enrollment will
move to the Generation in Progress tab on the Go Live
Date.

4. Generation in Progress: Displays enrollments that are
under review or being prepared for payer submission.
These enrollments do not require action from the practice
or provider. The enrollment will move to the Payer
Processing tab once the enrollment is submitted.

(Continued next page...)
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Navigate Enrollment Tabs, cont.

5. Payer Processing: Displays enrollments that are
submitted to the payer for processing. Review the Payer
Processing Tab section to learn how to manage these
enrollments.

6. Ready for Status: Displays enrollments that have passed
the estimated processing time with the payer and follow
up with the payer is required to determine status. Review
the Ready for Status Tab section to learn how to manage
these enrollments.

7. Completed: Displays enrollments that have been marked
completed with a status from the payer or because they
were canceled or rejected by a user. Review the
Completed Tab section to learn how to review these
enrollments.
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C O B8 httpsy/trizetto-enrollportalmadakethealth.com/enroliments/ready-for-status
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Payer Processing Tab

The Payer Processing tab displays enrollments that have been sent to the payer for processing. The enrollment displays an
estimated completion date to indicate when the enrollment should be processed by the payer. It is recommended that you wait
until this date to obtain a status update. If the status of the enrollment has not been updated by the estimated completion date, the
enrollment will move to the Ready for Status tab for review. You also have the option to manually update the enrollment status and
review the enrollment document that was submitted to the payer.

1. Click Enrollments. The Enroll page opens to the Ready for ™ Eolimen Poral x | 4 v - o X
Status tab €« C O O nitpsyftrizetto-encoliportalmadakethealth.com/enroliments/payer-processing % & H @B =
ATRIZETTO e Dusio Au Open Tosks
2. Click the Payer Processing tab. The Payer Processing page  ggewt> moerocesog vt @
opens. o 2
New Awaiting Date in Progress Ready for Status Completed
3. Click the filter icon to select available filters (e.g., Payer 306 oD o e B
ID/Pl'an Name’ NPI’ TIN) to VIeW speCIfIC enrollments. o Site ID TIN NPI Payer ID Planname: Legacy ID Transaction Sentto Payer E::::::on w Actions
Then’ ClICk SearCh. 9000000 1TEB 123456789 2076766759 47198 Blue Cross of Califernia ERA Aug 17,2024 Sep 22,2024 ,
e Toremove the filter(s), click the stop icon.
9000001 1TEB 123456789 2076766759 61101 Humana Care Plan ERA Aug 13,2024 Sep 24, 2024 A ,
5

4. Each enrollment has a unique ID associated with the
enrolled plan and an Estimated Completion date the
practice should expect a response from the payer.
E] Note: If the enrollment has a warning icon, these
payers will only provide a status to providers or the
practice’s authorized enrollment contact.

5. Click the pencilicon to update the enrollment status,
review files, or review the enrollment history. The
enrollment panel displays.

(Continued next page...)
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Payer Processing Tab, cont.

6. To manually update the enrollment status, click the
applicable status.

e Approve: Click this option when the payer has
approved the enrollment. Enter the date of approval
and click Approve to move the enrollment to the
Completed tab.

o Reject: Click this option when the payer has rejected
the enrollment. Then, select the rejection reason to
move the enrollment to the Completed tab.

e Pending: Click this option to indicate the enrollment is

“Payer still processing”, “Awaiting claims
submission”, or “Payer no response”.

e Cancel: Click this option to indicate the enrollment is
canceled. Then, select the cancellation reason.

@ Note: Once an enrollment is sent to the payer, it
cannot be stopped. Selecting this option only cancels
the enrollment within the TriZetto Enrollment Portal.

7. Toview the enrollment document submitted to the payer,
click the PDF icon. The file is saved to the computer.
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Ready for Status Tab

The Ready for Status tab displays enrollments that have passed the estimated processing time with the payer and follow up with
the payer is required to determine status. The enrollment also displays the follow up method and status for each plan and service.

1. Click Enrollments. The Enroll page opens to the Ready for ~ Enrolment Pora x|+ 9 a
Status tab. « C O 8 httpsy/trizetto-enrollportal.madakethealth.com/enroliments/ready-for-status % L H m =
2. Click the filter icon to select available filters (e.g., Payer G o> Readyfor Sous @ sage Guid
. . Tl’»z-s:zemo!\memsha~.-enassedIheesﬂxma(edprocessmgt\mewnhlhepayer.:mdareready{yio{lawuownh!hepay@r
ID/Plan Name, NPI, TIN) to view specific enrollments. o deremine states
Then Click Search New Awaiting Date in Progress Payer Processing Rcadylofsmms Completed
' ' o8 e R =~
e Toremove the filter(s), click the stop icon.
- L] Steld TN NPt Payer 1D PtmNm: Legacy!D Transaction Sentto Payer Caripan Foliow up Actions
3 0000007 1TEB 123456789 2076766759 CALOP  CalOptima Direct ERA Sep6,2024  Sep20,2024 Provider(N f\ 4

3. Each enrollment has a unique ID associated with the
enrolled plan and the Follow Up method (e.g., Manual
Portal Verification).

-@"Tip: Click Usage Guide to learn more about each
follow up method and the required actions.

B,

4. Click the pencil icon to update the enrollment status,
review files, review the enrollment history, or review the
payer’s contact information (if available). The enrollment
panel displays.

(Continued next page...)
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Ready for Status Tab, cont.

5. To manually update the enrollment status, click the
applicable status.

e Approve: Click this option when the payer has t2 Dastiors B OpnTass  KMemage O Dinaudson -
approved the enrollment. Enter the date of approval R o> Ready for Satus - - Qus:
. :fhes.a fnro\lrientsrha\'e passed the estimated processing time with the payer, and are ready for follow up with the payer
and click Approve to move the enrollment to the o
New Awaiting Scheduled Date ion in Progress Payer Processing I:=IEHE Completed
Completed tab' BE eapwpapm T 1-1o > 3 B | Enollment 45000007 x
* Reject: Click this option when the payer has rejected 5
the enrollment. Then, select the rejection reason to = = = [ il
move the enrollment to the Completed tab. e
e Pending: Click this option to indicate the enrollment is el oo e
“Payer still processing”, “Awaiting claims o ;pn:ms
submission”, or “Payer no response”. Then, select a
Default payer follow-up attempts

Next Follow-up Date and click Update Enrollment
when finished.

™ Enroliment Portal

C O &

al.madakethealth.com/enro

This payerwill enly provide enroliment status
directly to providers. Please update the status
upon such communication. If you havent
received any communication pastthe

estimated completion date, please follow up
with the payer.

Contact Information
suppon@instamad.com
hips: fwwwr instamed.com/

e Cancel: Click this option to indicate the enrollment is
canceled. Then, select the cancellation reason.

(55 Note: Once an enrollment is sent to the payer, it T v
cannot be stopped. Selecting this option only cancels . , ,:m SEEE) SRR
the enrollment within the TriZetto Enrollment Portal. e ——

> . 5
Milaetone 5P 19,2024 Obtsin Status Reminder

6. Toview the enrollment document submitted to the payer,
click the PDF icon. The file is saved to the computer.
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Completed Tab

The Completed tab displays enrollments that have been marked completed with status from the payer or because they were

canceled or rejected by a user. The enrollment also displays the resolution state indicating the status and notes related to the
rejection/cancellation.

1.

Click Enrollments. The Enroll page opens to the Ready for
Status tab.

Click the Completed tab. The Completed page opens.

Click the filter icon to select available filters (e.g., Payer
ID/Plan Name, NPI, TIN) to view specific enrollments.
Then, click Search.

e Toremove the filter(s), click the stop icon.

Each enrollment has a unique ID associated with the
enrolled plan, Resolution State (enrollment status), and
Notes.

e Ifapplicable, click Read More to review the full note.
o Ifthe enrollment was rejected, review the notes and
submit a new enrollment for the payer once the

reason for the rejection has been fixed.

Click the pencil icon to review the file or the enrollment

history. The enrollment panel displays.

e Toview the enrollment document submitted to the
payer, click the PDF icon. The file is saved to the
computer.

7™ Enreliment Portal X+

€« C O B nhttpsi/ftrizetto-enrollportalmadakethealth.com/enroliments/completed

5] Dsso @i Encoliments #a Open Tasks 3 Manage

AATRIZETTO

© Diana Hudson «

L Enroll > Completed
9 These enrollments have been marked completed with status from the payer or because they were canceled or rejected 2
by the users
New Awaiting Date ion in Progress Payer Processing Ready for Status
3 u@ hemsperpage 50 T 1-Bofl > o B

® Sre b TIN [ PoyerD Plan Nome > Legecy D Transaction StartDate o EndDate o ResoktionStute Notes Detalls
Canceled Code:

746621 1TER 123456780 2076766750 60054 Aetna Heakth Plans =) Sep13.2024 Sep10.2024 @ Canceled  UTerDaa rd
Read More

9756302 1TEB 123456789 2076766759 99726 Tiicare West Region Claims  Sep17.2024 Sep10.2024 @ Approved 7’
Regected Code
Other lasue
Rajected by : Daniel Browr.

4 9741960 1TEB 123456789 2076766759 00148  Medicasd of Caifomia 02300  ERA Sep122024 Sep10.2024 @ Rejecsed  Nowe:'ZDIAIVOGESECTION:  _p
The requested ERA effective is
missing. This is a required fiekd
ResdLess

7SIOTA 1TEB 123456789 2076766739 00148  Medicaid of Caifomia 02300  Claims  Sep16,2024 Sep19.2024 (@ Approved rd
9762097 1TEB 123456789 2076766759 62308  Cigna -0 Sp17.2028 Sep19.2024 @ Approved I
911847 1TEB 123456789 2076766759 61101  Humana Care Plan R AUg25 2024 Sep190.2022 (@ Approved  APPTOved date: Sep 19, 2024 s
GT73763 1TER 123456780 2076766750 62308  Cigna Claims Sep19,2024 Sep 19,2021 (@ Approved ra
Q773756 1TEB 123456789 2076766750 60054  Aewna Heahh Fisns Clsims  Sep19,2004 Sep10.2024 @ Approved 5 rd
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Navigate Open Tasks

Open Tasks displays all tasks that require an action from the practice or provider. Users who are set up to receive emails from

Madaket will be notified when tasks need to be completed. Tasks must be completed within 45 business days. Madaket will

continue to follow up with the user about the tasks for the first 15 days. If the enrollment tasks are not completed within 45
business days, the enrollment request will be closed and marked as “no response from the provider”.

1.

Click Open Tasks. The Open Tasks page opens.

Click the filter icon to select available filters (e.g., Payer
ID/Plan Name, NPI, TIN, Task Type) to view specific tasks.
Then, click Search.

e Toremove the filter(s), click the stop icon.

There are three task types: Complete Digital Signature,
Complete Next Steps, and Upload Enrollment Form. Review
the Complete Digital Signature Task, Complete Next Steps
Task, or Upload Enrollment Form Task section to learn
how to complete the task.

The Created Date displays how long the task has been
open.

If applicable, click the pencil icon to cancel the
enrollment. The enrollment panel displays. Click Cancel.
Then, select the cancellation reason.

E] Note: Once an enrollment is sent to the payer, it
cannot be stopped. Selecting this option only cancels the
enrollment within the TriZetto Enrollment Portal.

™ Enreliment Portal * +

=2 C O A8 nupsyrizetto-enroliporal.madakethealth.com/work-g

ATrIZETTO k* Dashboard  dB Enlolo

Q" Open Tasks
AaA View and work through your enrollment tasks

2860 e < 133 B
3 Task StelD TN NP1 Payer d Plan Legacy I Transaction Type  Created Date : Actions
Upload Enrollment -t . — 09716/2024
1TER 123456780 2076766730 05567 Blue Shield of California Ni& ERA 3 days) o ra
1TEB 123456780 2076766730 60054 Astna Health Plans Ni& ERA :zligm ’
1TER 123456780 2076766730 30026 United Medical Resources  N/A ERA ?zliﬁm _'.

-'h Open Tasks 3% Man:

age

8 Diana Hudson ~ |
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Complete Digital Signature Task

The Complete Digital Signature task is created when the payer allows the enrollment forms to be signed electronically. Multiple
digital signature tasks may be grouped together when the enrollment request was submitted the same day for the practice or
provider.

@ Note: The person signing the form must be authorized to sign to prevent enrollment rejections.

1. Click Complete Digital Signature. The Complete Digital ™ Enotment P x|+ v - o x
Signature page opens. « C O O hitpsyfrizetto-enrollportalmadakethealth.com/work-queue/task/17153528/digital- % L Hm =
ATRZETTO e Doshoowrs &b Emolments KMamsge @ DisnaHudeon ~
2. Click Add/edit signature. The signature section displays. © Gonask
a. Signature Name: Leave the name as is or replace the o ——————————————————
name if the person is not an authorized signer. s
b. Signature Title: Enter the title of the person signing mmmm'f:»% 3:;:%5::“"“ fl.uh..:mmuum
the form. The title should match what the payer has 2
on file.
c. Select Font: If applicable, select a different font. uxmx”mni:“mmszﬁmm“m;“t&”mi‘;x“m:.
d. Click Confirm to continue. it Hehcareof e
r: 728 4
3. Click the document(s) to save the file to the computer. Em“":}z;% U Helthcareof sttes
SRS S
4. After reviewing the documents, select if the document is = SR 3
accurate or contains an error. e
e Ifthereis an error with the documents, select how to cMMmMMmmmmmmm
proceed. = &

5. Click Submit to digitally sign the forms.
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Complete Next Steps Task

The Complete Next Steps task is created when a payer requires the enrollment paperwork to be completed online, or the payer
requires the enrollment forms to be printed and faxed/mailed to the payer. Review the documents in the task for specific payer
instructions to proceed with enrollment.

@ Note: To successfully complete the enrollment, it is important to follow the payer’s instructions outlined in the documents.

1.

Click Complete Next Steps. The Complete Next Steps
page opens.

Click the document(s) to save the file to the computer.

Review the documents. Then, complete the required
actions.

Once the tasks are completed, click Submit.
e Ifthereis an error with the documents, click Report
Form Problem and follow the prompts.

™ Enroliment Portal x BB O

« C O 8 nhttpsyfirizetto-enrollportalmadakethealth.com/work-queue/task/18936879/complet: 80% ¥ & &) M@ =

45.TRI_Z[TTO k2 Dashboard & Envoliments 3 Mansge © Joyce Duong

€ Goback

STEP 1: Download the PDF

The instructions form includes user guides or steps 1o complete the enroliment submission. Please click on the files below 1o download and
follow special instructions if provided.

1D: 9000015

o
Practice location/Provider: A PLACE OF HEALING "

NPL: 2076766759

STEP 2: Follow Form Instructions 1o Complete Enroliment

This payer requires the provider to complete the enroliment process. Please follow all detailed instructions found within the POF above to
‘complete this enroliment step. Once you have completed the instructions, you must complete this task below.

Aetna Health Plans

Plan iD: 60054
Plan Group: v Bonus
Aetna Health Plans
Plan Id: 60054
Aetna Institutional claims UB
Plan Id: 10654
Banner Health & Aetna Health
Insurance Company
Plan Id: 67895
Banner Health & Aetna Health
Insurance Company UB
Plan Id: 67895
Manatee Service Center -
Florida
Plan Id: 60054
Enroliment level: 20
Payer: Aetna
Transaction Type: ERA
Practice location/ A PLACE OF HEALING

TIN: 123456789
NPL: 2076766759
Legacy ID:
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Upload Enrollment Form Task

The Upload Enrollment Form task is created when the payer requires an original (wet signature), or additional documentation (e.g.,
W-9, tax forms, bank letter, voided check, notary) is required.

1.

Click Upload Enrollment Form. The Upload Enrollment
Form page opens.

Click the document(s) to save the file to the computer.

Review the documents. Then, complete the required
actions.

Once the tasks are completed, drag and drop a file or
click click to open to upload the form(s).

Click Submit when finished.
e Ifthereis an error with the documents, click Report
Form Problem and follow the prompts.

™ Enroliment Portal x

< C O 8 nhitpsyftrizetto-enrollipo

ATRIZETTO

€ Goback

STEP 1: Download and print

ot

&2 Dashboard

tal.madakethealth.com/work-queue/task/18245022/comple

@ Enrollments A Open Tasks 3 Manage

© Diana Hudson v

k on the

The enroliment form needs to be printed and filled out by you 50 that we have all q on the form.
files below to download and follow special instructions if provided.

10:

Payer:

Practice location/Provider:
TIN:

NPI:

STEP 2: Complete Form, Sign, Scan and Upload

To complete this step, please print the form and follow the instructions to fill in all missing information. Once the form is complete, please
) when

scan it back into your computer a3 & .pdf file. Per the forms

900038

Care 15t Health Plan of California
A PLACE OF HEALING
123456789

2076766759

#
& Enroliment document

scanning. Once scanned, upload the pd file below:

Care 15t Health Plan of California

PlanlD: 57115

Enrollment level: I

e |

Payer: Care 1st Health Plan of California
Transaction Type: ERA
Practice location/ A PLACE OF HEALING

Provider:

TIN: 123456789
NPL: 2076766759

Legacy ID:

if additional , pl

Drag and Drop File Here
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Learn More

Frequently Asked Questions

Review the TriZetto Enrollment Portal FAQs help article to review frequently asked questions.

Help Center

Access helpme.tebra.com to view additional help resources, monthly product release notes, help articles, guides, training videos,

contact Customer Care, and more.

Tebra University

Log into app.kareo.com to access Tebra University and register for live trainings, view pre-designed courses and eLearnings. Review
the Tebra University help article to learn more.

Admin Setup Guide Part 1

System Administrators will learn how to configure the practice's settings in the web platform (e.g., Clinical, Engage). They will add
insurances, set up users, add service locations, manage provider profiles, configure calendar settings, activate patient
communications, and much more.

Admin Setup Guide Part 2

Continue to Admin Setup Guide Part 2 for instructions to configure practice settings and provider billing settings in the Desktop
Application (PM). You will learn how to set up insurance companies/plans, payer connections, fee schedules, and more.

Guides

Review the Billing section of the User Guides page for additional resources to help set up your practice for success.
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https://helpme.tebra.com/Tebra_PM/04_Settings/Electronic_Data_Interchange_(EDI)_Enrollment/TriZetto_Enrollment_Portal_FAQs
https://helpme.tebra.com/
https://helpme.tebra.com/Contact_Us
https://app.kareo.com/
https://helpme.tebra.com/Tebra_University
https://helpme.tebra.com/Tebra_PM/Desktop_Application_PM_User_Guides/Admin_Setup_Guide
https://helpme.tebra.com/User_Guides

<% tebra

The Digital Backbone for Practice Success

Tebra is the digital backbone built for both patient and
provider well-being. From practice growth technology to
clinical and financial software, our complete operating
system is structured to modernize every step of the patient
journey and support the connected practice of the future.
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