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CONDUENT

Roll Call

Please share in chat:

* Your Name
« Credentialing company
* Who you are representing



NPPES NPI Registry

https://npiregistry.cms.hhs.gov/reqistry/

The first step is to verify your information in the NPPES registry.
« Search the NPL.

« Verify all information shown under the NPI is correct. Name, address,
phone number and taxonomy code should all be verified.

* Notate the taxonomy needed for your current application.

https://taxonomy.nucc.org/



https://npiregistry.cms.hhs.gov/registry/
https://taxonomy.nucc.org/

Before You Begin

The Account Administration tab, under myMenu, is used to add additional portal
users & NPIs to your GovID access.

To see providers on your workbench, they must first be linked by submitted a link
request via Manage Enrollment Providers.

Manage Enrollment Providers allows you to maintain the NPIs and complete file
updates.



Account Administration Tab



Account
Administration

All 3 Account
Administration functions
are located on one
screen.

*Manage Portal Users

*Manage Billing
Providers

Manage Provider
Enrollment Accounts

- Manage Portal Users

! He p
A maximum of 200 users will be displayed. Adjust your search criteria in the left navigation to refine your
results.
Filter your results:
ACTIONS LOGIN NAME A FRST NAME 4 LAST NAME & EMAL o STATUS £
Mo matching users found.
Shnw entrigs Showing 0 to 0 of 0 entries 1< € > >
- Manage Billing Providers ? Help
Filter your results: |
ACTIONS BILLING PROVIDER NAME - NPUAPIID a
: _
Show[10 ] entries Showing 1 to 2 of 2 accounts 1< ¢ > 21
Add Billing Provider
- Manage Provider Enrollment Accounts ? Help
Complete request form Filter your results:
ACTION  ATTACHMENT ] » Status —]
Mo matching transactions found.
Show[10_ ] entries Showing 0 to O of 0 entries 1< < > 21

Upload Request




Account Admin functions

The Account Administration tab, under myMenu, is used to add additional portal
users & NPIs to your GovID access.

Manage Portal Users the system is designed for 1 Primary/Super User to
register the Facility NPI, when creating their GovID. This person will submit
requests to link additional Users to the system, depending on the function.

Manage Billing Providers allows you to bill for (in the MPATH Claims Solutions)
and/or see remits for the linked NPIs. If you use a Clearing House to submit claims

and reconcile 835s/remits; this step is not necessary. MPATH PID required to add
NPI.

Manage Enrollment Providers allows you to maintain the NPIs and complete file
updates on your workbench. Link request required.



Add Portal User

[TRale || Provider information | eview Complete all fields with the
Provider Information new user’s information.

Axxign MNP £ AF 1O User

r=1 o}

If you need to send another
o email to the user, click on the

envelope icon in front of their
name.

ACTIONS LOGIN NAME A FIRST NAME ¢ LAST NAME

ocProvider.mprodtest70 MPATH PRODTEST
3 0
Q V4 ® DAY




Manage Billing
Providers

Add Billing NPIs to this
section ONLY if,

* You will be submitting
claims through MPATH.

 You need access to the

weekly Remittances for this
NPI.

This is the MPATH assigned
Provider ID number. Not the
PID from MT Medicaid.



Manage Enrollment Providers

« This will be the most important function for facilities, credentialers & billing agents
who oversee multiple facility NPls and/or multiple providers.

* The only way you can view additional NPIs on your workbench is through this
function.
« Updates and Revalidations cannot be completed until NPIs are linked here.

- MManage Provider Enrollment Accounts ? Help

Complete LIME Request Form Complete UMLIMNE Reqguest Forrmm
Filter yvour results:

ACTION ATTACHMEMNT -  DATE - STATUS

L

Mo matching transactions found.

Shoaww entries Showing O to O of O entries 1< < > >

Upload Reguest
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Link request
form

Link request forms are
processed by Optum.

Complete all fields of the
form. Sign or eSign.

Upload form and additional
spread sheet if applicable.

Bionian Arcess fn MPATH Prosider Services Slncoie
Enrollment Account Link Regueest

Tieaz BAPE TH ProwiDeEr SErvilEs MOoduls ulEs 3 Ui byes OF Eanaaion 1D 0o 3w Eneage ol 0 ovioeT
ST FOS s A wEbwi Nl Sl Fandgiment. To Fores edur @nnsd el sttt skad 1o 8 i il
Cgariratiaon N, §0is meees 34 emen an Ennoienant A CTount Lk Regpeest

Each Matioral Provder identfier (NP0 or Arypecal Proreder identifier (AP1] wued i ennoiiment ivio
MAGNLEND HEHhCDne [FOET-3mS oy CrEEte D o S SOomunt for @nfodEng OF Comipseting
maimensance updates. 1 ther provider enrolimen nformation, Lpas creation of & user acoount, an
COTEanicaton I i assgned. B 3 prowsser sEs. 00 Nk Thesr Sser scoount te asatie T NEaniration 5, or
dd & provider 1o 1heir crganizaton iD, € s reguined 10 Bave pour o garszat o (Ds Enked

Comgdete the information below . Please allorw wp 10 10 days for Provider RBelations 10 prooess 1he
request

Authonzing Provice: Mame |

Ausifarizing WP AP

For addiional MPJAPI: pow want linked, plesse cieck She bos below and uplned the sspplesental
Page Wt h pow NEQuest.

Argueted Mpyams Mame of e poers oy youER . == Z0
Requenied Prosvider Mame NPT you wanl I
Addmional NPSAP regueried [on separste mscel ford: [l
If you need to link mora than one NP1 Attach a spread sheet
Corinct Mame dor g whan E resuent [Rag 1
Mame: Person complstling Torm Tie
Pacrs Murmiber Erruaal
Comremans |Dpticnas . Al elds mus] be completed The coniact & i r .

Avrthe m Mame: © =TS0 . Sy
Aurthermsatios Take:
Cate

The current form has a Docusign line.

ACTIOM ATTACHRAENT .# DATE i
NO matching transact ons found
O 10 % | gniries Showang 0 10 0 of Q entries | €

‘ Uplosd Reguest .'

L
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Account Admin Tab
Questions?



Manage Affiliations



Manage Affiliations 1

This action is required if you are a facility that employs
rendering providers and wants to bill on the Provider Services
Portal.

The person completing this action will need the facility NPI on
their Enrollment workbench.



Add an Affiliation

Click the Provider Enrollment

tab under myMenu.
Actions Type status

Enrollment Enrolled

Click the Radio button on the ®Q O v
Enrollment line of the facility. '

Click the Manage Affiliations
tab, now visible under the -
Enrollment Menu. [‘v‘HﬂﬁE_lE Affiliations



Add an Affiliation 2

i User Guide
S e a rc h fo r P rOVi d e rs ta b . [ Search for Providers Pending Approval ‘ ‘ Requested Affiliations H Existing Affiliations
Search for Provider ®
Help

To build an affiliation, search for the provider you want to affiliate by entering the first name, last name, or NPI. If no information displays the
provider isn't an active enrolled provider and the application will display a 'no affiliation found' message. Based upon your search criteria

E n te r P rovi d e r ’s N P I O r multiple providers may display, if this is the case, select the provider you want to participate by selecting the radio button next to the provider's
name. For authentication and security, please enter the last four (4) digits of the provider's Social Security Number and enter the effective date
of the affiliation. When completed select the add and continue button at the bottom of the screen and the request will move to the pending

name . approval tab.

First Name (0) Last Name (i) NPliatypical ID (i)
CI : k S h 1083670285 ‘ Search ‘ @
IC earcn. —
First NPI/Atypical Last 4 digits of ‘ File
Last Name Effective Date i | Actions
Name ID SSN/ITIN | Name

Click the Radio button on the . HEATHER ~ THOMAS-CLARK 1083670285 | MvinDYYY B £ 0
prOVider Iine Nnow ViSibIe_ Assigned Locations ()

Address Line

0O @® 1111 BAKER AVE
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Add an Affiliation 3

Enter Effective Date & last 4

digits of the provider’s SS#.

Click the box under Assigned
Locations for each location

the provider will be practicing.

Then click the Pencil icon.
In the Pop-up box, enter
Effective Date again.
Click Save.

Click Add and Continue.

AT

1111 BAKER AVE

I+

17



Manage Existing Affiliations

Pending Approval tab wil |

show any providers you (facility)

have submitted to be affiliated. S S R
Haarc® for Frovider

Requested Affiliations are 1 bt 0 e o s i o b

providers who are requesting e o a3 e e

affiliation.

Approved affiliations can be
searched under the Existing
Affiliations tab.
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Ending Affiliations

e User Guide
C I . k th E - t' P - d t b Search for Providers Pending Approval Requested Affiliations || Existing Affiliations
ick the Existing Providers tab.
Search for Provider ®
Help

The existing affiliation tab lists all affiliations linked to the organizational provider. To manage the affiliation, enter in additional information. For
example, adding a new physical address to an existing rendering affiliation. Within this tab, the organizational user has the ability to terminate
the affiliation by entering in a termination date.

First Name () Last Name () NPI/Atypical ID ()

| Search } O
L ]
Click the Search button. -
NP/Atypical Effective File
First Name Last Name T | Terminate Date Actions
(=] Date Name
C KATHRYN NEFF 1710945829 MM/DDIYYYY FLANG)
O DANIEL MUNZING 1700844966 1DDIYYY =@
L] L] L ] L ]
['his will brlng up a list of the i il
E 4
. . I . . I JOHN KALBFLEISCH 1600824283 & O
prOVIderS aI I I Iated to tI lIS I J I . ANITA BEACH 1922054401 WIDD L O
SUZANNE DANIELL 1811966526 \/DD NG
JOM MILLER 1841267192 MM/DDIYYYY - ANG)

Click the Radio button for the
provider you wish to terminate.

ANITA

BEACH

1922064401

IMDDNYYY

B0
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Ending Affiliations Cont.

The Assign Locations box is now
visible.

Click the radio button under
Deactivate.
Enter the termination date.

Click the Save and Continue button.

The provider will remain on your
Affiliations list. However, it will not
appear in the claims drop down.

20



Questions about managing

affiliations?

21



Enrollment



Provider

Enroliment "
B I Before you begin -_

Click Provider Enroliment
under myMenu.

Click Before you begin
under the Enrollment menu
for a copy of the Checklist.

Click Begin Enrollment
under the Enrollment menu to
start the application.

23



The Before You Begin ltem

Before you begin
I Before you begin

I ~ Checklist

Begin Enrollment

Provider Enroliment Checklist
Continue Enrollment

Click this link to download the checklist which is required to confinue with the provider enroliment process| Checklist

Re-Enroliment

FAQ

Additional Documents




Pre-Enrolilment

Enumeration:
* |ndividual
* QOrganization
* Atypical

Enroliment Type:

« Selections will change
depending on first
selection.

FEIN: Yes or No

Pre-Enroliment

Enumeration: * (i)

Select One

Pre-Enrollment

Enumeration: * (i)

Individual

Enrollment Type: * ()

Enrollment Type: * (i) Do you have an FEIN Number?: * (i)

w | | Individual Provider (So w

Select One

W
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Disenroliment/Re-enroliment

In order to submit a new application to change a Tax ID number for example. The
current enrollment must be disenrolled first. The provider must be linked.

Use the Disenrolilment tab under the Enrollment menu.
Once completed, your status will change to complete/approved.

Use the Re-Enrollment tab under the Enrollment menu, to submit a new
application under the new TIN.



Revalidation

When an Enrollment Unit is due
for Revalidation, a letter will be
mailed.

On the workbench, you will be
able to select the Revalidate
button on a selected NPI if
revalidation is needed,

You will also be able to see the
letter under Correspondence
history.

I Befora you begin

I Begin Enrollment

Update

+ Enroliment Hi Test Conduent
Enroliment Workbench

Disenrollment

Enraliment
Actions Type —
atus
orQ Enroliment Submitted
@rQ va Enroliment Enrolled

FEIN Managemeant
Correspondence History




Additional
Documents o

I Begin Enrollment

If you are unable to upload a

document during the Additional Documents ] Actions Type Ensrin:hrjn:nt
application process, use the et e
Additional Documents tab

to upload after the fact. — ©)Q/UVE  Emiet ok

I FEIN Managemeant

I Correspondence History



Updates

Enroliment Workbench

i

Z =

=’ |

= oM
£

Selact "Search By" Columr - | sesctone  ~| Search Criten: ;| Sas

Click Provider Enroliment
tab under myMenu.
Artions Tipa Status

Search the NPI using the | [ 7] 4 (B0 B e

AR

fields shown. 00700V et Evokd 0ONA  AHS o OONEM 200041 Debap
Click Radio button for NPI.

Click Update under the
Enrollment menu.

A neW Update Iine Wi” ShOW el Updale  InProgress 200875591 o 0002089504 200002447  Deb Bragi
at the end of your list.

XXX145
Click Pencil icon.

Submission | Confimation Tax WPUAtpical | Provider Providar

I Update
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Questions on Enrollment?



Need Help?

At the top of each screen is a
User Guide icon.

When you click on the icon,
the user guide will open to the
section matching the screen
you are on.

g

User Guide
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Online Resources

Provider Information Website:
https://medicaidprovider.mt.gov

 Provider Enrollment Page

 (Claims Page

* Provider Services Module User Guides
 Claim Jumper Newsletters

* Previous training presentations and videos



https://medicaidprovider.mt.gov/
https://medicaidprovider.mt.gov/providerenrollment
https://medicaidprovider.mt.gov/providerenrollment
https://medicaidprovider.mt.gov/claims
https://medicaidprovider.mt.gov/claims
https://medicaidprovider.mt.gov/cjnewsletters
https://medicaidprovider.mt.gov/cjnewsletters
https://medicaidprovider.mt.gov/cjnewsletters

Provider Relations Contact Information

Provider Relations Call Center:
(800) 624-3958
Monday through Friday 8am to 5pm MST

General, Claims, TPL, and EDI questions:
MTPRHelpdesk@conduent.com

Enrollment Questions and documents:

MTEnrollment@conduent.com

Note: the Conduent helpdesks cannot accept secured emails.


mailto:MTPRHelpdesk@conduent.com
mailto:MTEnrollment@conduent.com

Email Assistance

When emailing the help desk, please provide the following so we can
research & submit a help ticket to our Tech Team.

GovliD:

Name:

Email registered:

NPI attempting/registered:
Phone number:

A screen shot of the error:

Please allow 2 - 5 business days for a response.



Questions?

35



Thank you for the care and support of
Montana Healthcare Programs
members that you provide.
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