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Getting Started

» System time out

» If there is no activity for a period of 60 minutes, users will
be “timed out” of iExchange and you will received the
below message:

» "Your session has expired. Please, login again."

» Do not use the “Back” button to navigate in iExchange

» At the bottom of most pages you will see buttons (such as
“Cancel”, “Back”, or “New Search”) that allow you to return
to previous pages

» You can click the “Starting point” block in the upper left
hand corner at anytime to return to the main page
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Request Submission

» Each request has three stages
1. Request Entry

» All fields should be completed unless marked as (optional)

» System administrators can add frequently used providers, diagnoses
and procedures to facilitate data entry

» Additional Notes (iIExchange Provider) text box at the bottom of the
page should be used to provide your contact name, phone number or
email address

» Users will click at the bottom of the screen to proceed to the
Preview page
2. Request Preview

» Allows user to review request information a final time before
submitting

» Displays Outcome Status of the request if it is submitted as is

» Allows user to return to entry page and edit if necessary — click
at the bottom of the screen

» Users can click if no additional edits are required

3. Request Confirmation
» Displays the Outcome Status and request ID
» Displays same information as Preview page
» User able to open print friendly version of this page — click &z mens, vesies

» User can click a=ne o the right of the Request ID if a document
needs to be attached to the request
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HELP | PREFEREMCES last log in: 02/21,/2017 11:05 AM EST

Starting Inpatient

point
Payer selected: New other request
WPS and Arise Health New other behavioral
Insurance health request

Select a different payer

Extend other request
Add other services
Other clinical review

Other instructions

Select New

Click the New other behavioral health request link, abov¢

request entry page appears. You can add a member ID and 3 Other req uest

' Extend other request

Click the Extend other request link, above. You will first search for the other treatment you wish to
extend.

' Add other services

Click the Add other services link, above. You will first search for the other treatment you wish to
add services to.

' Other clinical review

Click the Other clinical review link, above. You will first search for the other treatment you wish to
review.

A Note before you begin: if you selected the wrong payer (you want to submit this request to a
different payer) click the Select a different payer link above, to return to the Starting point page
and select the correct payer.
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Click on
Member search

Other request entry to verify
eligibility for
Motification date 12/19/2016 (mm/dd/yyyy) yOUI’ patlent

1 General information

Member ID You must search for a member. T I— {

Use the General information Enter or Search for 1D

section to record the member ID
(click Member search to wverify

eligibility), submitting provider, Submitting provider |Aumra Mental Health Center - BHP151797001 - 1134149057 W
servicing provider as well as
diagnostic information. Submitting provider summary

Facility

{optional)

Select facility from the list or | Provider search |

search for ID

Servicing provider

Select a servicing provider from

the list or search for ID Provider search

Attending physician | V|
(optional)

Select attending physician from Provider search

the list or search for ID

Treatment setting | W |

Primary diagnosis | || "v"|
Enter Diagnosis code or Selact

from Short list Diagnosis search |

Secondary diagnosis
(optional)

| | v]
Secondary diagnosis | | |

|

|

Secondary diagnosis
{optional)

{optional)
| When entering

Secondary diagnosis
(optional)

| your diagnosis
information, you

can search by

description by

click Diagnosis
search

medecision

. Liberating.

© 2015 Medecision, Inc. Proprietary and Confidential



Service 1

2

Enter or select procedure codes
and maodifiers, each one with
reguested units/visits as well as,
start date and and date. You
must have at lzast one
procedura. You may have a

many procedures as there/fre Treatment type

areas to enter tham.

Procedure | | | W |

nter Procedure code or Selact
from Short list | Procedure search

Unit{s) | |

ptional]
tart date ! ! mm
At least one | d d | ety

nd date | || || | (mm/ddfyyyy)

procedure code e
be ptiona

rocedure |V|

entered on the et [ Procedure search
initial request L& | |
entry page reatment type
eview type V|
\

lace of service

E:\-ptinnal] | \

Start date | \ || || | (mm/dd/yyyy)

End date | \ || || | {mm/dd/yyyy)

Fields marked as (optional) can be
|eft b|ank ocedure search
After

completing all
required fields, ™
click Next Step | I — mtyons)

| (mm/ddyyyy)

at the bottom of
the page Additional notes (opti~nal)

Exchange Provider
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Informational

If service 1 is posted, 3 units will be pendet W S CCAVITEVRGF=To [SEl 130 [0 (15
Other request preview projected status of the
request and allows the
user to verify the accuracy
of the information prior to

final submission

Start/end date Units Projected status
04/01/2014 - 04/30/2014

Other request information
Member Test, Test
Member ID T1i
Date of birth 06/05/1981
Age 32
Gender Male

I General other information

Treatment setting Office
Motification date 04/02/2014
Primary diagnosis 4896 - Chronic airmay obstruction, not elsewhere classified

iIEXCHANGE Communication tom - 608-353-1212

IEXCHANGE Clinicial Informatio
n

iIEXCHANGE Diagnostic Results

Request can be edited, additional
service can be added, submitted or
cancelled — click Submit to proceed to
the confirmation page
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gprint friendly wersion

Other request confirmation

Payer Notice:
2 confirmation number indicates you have informed us of these services as required by
y&ur program protocols. We can only make a benefit decision when we receive all necessary
claim information in accordance with the provisions of the health plan. This ...

mdre information

ID: 14092-A001 Attach file

Confirmation  cec= Start/end date Units  Status
page Can be = o4/01/2014 - 0/20/2014

printed by quest information
clicking the Test Test

Print friendly 06/05/1581
version link at =

Male

the top of the PRI Confirmation page
Screen _ includes the Request
Subscribar 1D ID and allows the
subseriber name Test Test user to attach
additional required
information to
support the request
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Request Attachments

» Users can attach documents to any existing
authorization request in iExchange

» Follow the below steps to add attachments

1. Usercanclick a=xase to the right of the Request ID if a document
needs to be attached to the request

Enter a title for the document to be attached
Click _Be»=_lto select locate the file to be attached
Click to add the document

Click OK in the popup window to continue or cancel if the attachment
was selected in error

a bk 0N

Windows Internet Explorer

\ ? ) The Ffile wou have attached will be sent ko the health plan, Continue?

L Ok, J[ Cancel ]

6. Information message will appear at the top of the page to indicate that
the file has been successfully attached
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Request Attachments — Confirmation
page

Prior auth request confirmation

Payer Notice:
THIS IS NOT & GUARANTEE OF ELIGIBILITY, COVERAGE OR PAYMENT FOR SERVICES.

Request ID: 20150904-000240 Attach file—

Click Attach file

Service Code Start/end date Units

Status
1 Q9221 09/04/2015 - 09/09/2015 365 APPROVE
I Request Attachments
2 and 3 Attach new file

Allovable file type(s): PDF, 7=

Tit'e’|F"atient Medical Record |

Atta:hment:l Browse. .. |
/ Attach

_

Enter a document
title and select

Browse to select a
document
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Request Attachments — Confirmation
Page

I Request Attachments
Attach naw fila

Allovable file type(s): PDF, 7z

Titl=: |Patient Medical Record |

Attachment: IC:‘l.DncurnentE and Settings\tmalseed\My Docurr  Browse.. |

IO e vy L LS iy
Address Windows Internet Explorer, |K|

\ ? ) The file wou have atkached will be sent to the health plan. Continue?
Fhone
I Request Attachmer| L, ok | [ Cancel J
Attach new file /
Allowable file typei(s]: PDF, 7= /

Titl=: |Patient Medical Record |
Attachment: |C:‘-.Dm:uments and Settingsitmalseed\My Docurr M

Click OK to attach

the document to
the request

medecision

. Liberating.

B© 2015 Medecision, Inc. Proprietary and Confidential



Request Attachments — Confirmation
page

Informaticmal
The file selected has been successfully attached and will be sent to the health
plamn.

Prior auth request confirmation

Payer Notice:
THIS I5 NOT & GUARANTEE OF ENGIBILITY, COVERAGE OR PAYMENT FOR SERVICES.

Request ID: 20150904-000240 Attach file

Service Code Start/end date Units Status

v - 09/09/2015 APPROVE

Message at the
top will confirm
the attachment
as been sent or
IS in progress
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