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INTRODUCTION

Welcome to the CenCal Health Website www.cencalhealth.org . The Website contains many
interactive capabilities such as checking member eligibility, request pre-authorizations, claims
biling and report capabilities.

This document contains step-by-step instructions on how to access CenCal Health's interactive
portal for Providers, Administrators and Staff. Websites are not static documents they are
updated and changed constantly to meet the needs of users, to improve functionality, and to
meet nationally recognized standards and regulations in healthcare.

MEMBER ELIGIBILITY & IDENTIFICATION
CenCal Health does NOT determine eligibility and a

member’s eligibility with CenCal Health can change. Medi-
Cal members receive a permanent plastic identification
card called a Benefits Identification Card or "BIC" and a
CenCal Health Insurance card.

GROUP PLAN IDENTIFICATION KEY
110 Santa Barbara Health Initiative (SBHI) Medi-Cal
1120 San Luis Obispo Health Initiative (SLOHI) Medi-Cal
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These card must be used for idenfification purposes but does not provide proof of eligibility.
These cards are issued only once and reissued only when information on the card has changed.

FOR PROVIDERS

There are many ways to access our Provider Portal once you select ‘Providers’ icon.

e Explore CenCal Health Members Providers Community Health & Wellness  Contact Us

A Trovioers

In This Section We Believe Providers are Partners

providers CenCal HEALTH'S success is a direct reflection on the efforts of local health care
providers. Every one of our partnerships is essential. Together, we share the goal of
Join Our Network improving the health and well-being of the people on the Central Coast.
Welcome to the Network CenCal Health is focused on making it easier for local providers to serve our members
and deliver the highest quality of care. We are publicly governed, non-profit and
Provider Profile/Practice directly accountable to the communities we serve
Changes
CenCal Health is proud to provide health care access to members of our community
Search Provider Network who would otherwise go without coverage by contracting with a strong network. In
fact, 94% of local providers are contracted with us.
[ e
Eligibility e CenCal Health's Provider Manual

"

Eligibility

Authorizations

Formulary & Pharmacy

Provider Basics

Claims

Provider Services
é Contact Us
(805) 562-1676

Mon-Fri, 8am-5pm

POVIDER PORTAL (RESTRICTED)
New User Account Access

This area is “restricted” to authorized users only. New In-Network contracted providers will
receive a username and password after they have contacted CenCal Health. For questions on
this portal or account access, contact the Web Master at webmaster@cencalhealth.org.

Please appoint a ‘Physician/Administrator’ for your office as this staff member will manage all
user access to the portal and will be responsible for setting your office staff accounts through this

portal.

CenCal Health encourages all individual user accounts to be secure and not used by multiple
users. CenCal Health will not be held responsible for any erroneous use of a provider user

account.

User Account Information Requirements:
e Provider/Organizations Name

Tax Identification Number

National Provider Identifier (NPI)

Point of Contact

]

Portal Log In

. Provider Logi *_g{;;,-
Once you click on the J
icon, you will see the following screen:

First Time Login:

All individual accounts are created by your
‘Physician/Administrator’ User within your
practice. After your account is created, the

Login.

A

e required o enter an
password will follow sfcer logging In to che partal. If you recel

Explore Cencal Health  Members  Providers

Physician/Administrator E-mail address (preferred, organizational email address)

Community ~ContactUs Legin

L & prom!
ve & notice that the user account emall Is invalig, che user will need (o co

pre

Users with
‘enter chve Taud D UMb for one organization at 3 time atlogin.

Tax 1D numbers,
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individual User will login with their email address as their Username, and a temporary password
will be provided. The system will prompt the user to create their own individual password.

Password Change Policy:
The system will prompt each User to change their password after 180 days of entry.

Password Entry Error or Password Assistance:

If you enter your information after (3) three invalid attempts, the system will lock your account.
Your ‘Physician/Administrator’ can also ‘Unlock’ your account or provide assistance on creafing
new accounts.

Forgot your Password?
All Users can reset their password through the ‘Forgot your password?2’ function and the system
auto assign a temporary password for access.

Automatic Deactivation Policy:

CenCal Health will automatically deactivate all User accounts if no activity of the portal is
ufilized after 90days. It is still the responsibility of the Administrative User to deactivate accounts if
staff no longer work for your practice.

User Screen Role Access:

All interactive features are listed along the left column of the page and are specific to each
‘User Role’ (i.e. if you submit claims you should see the ‘Claims Entry’). Please contact your
‘Physician/Administrator’ within your organization if you need access to specific roles so you can
have them added to your interactive tab.

6 Explore CenCal Health Members Providers Community ContactUs LogOff

Multi-User Access:
Users could have ‘multi-user’

access for more than one
group (i.e. third party billers
that have access to more than

Providers - Restricted

123456789 "

225577999

Data Forms Overview

Security

995588667

one IRS#). In this instance, the
User will be able to toggle to
each specific IRS# they are
assigned to by clicking the IRS drop down box. If your practice fits this access structure, please
contact webmaster@cencalhealth.org for access.

ed st sibimasaresncaieskhiore

DATA FORMS OVERVIEW HOME PAGE

The screen above indicates all active forms available on the portal. Please contact your
Physician/Administrator should you need access fo any of the above screens. The details
provided below contain step-by-step instructions on how to access CenCal Health's interactive
portal.

>>>>>

Forms & Reports

Electronic Funds Transfer

Claim Forms.

Eligibility
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USER MANAGEMENT>User Accounts

Provider
H The User Management screen allows all Administrative Users to manage all
: user accounts within your group, create new user accounts, set roles, reset
> Home individual femporary passwords, and terminate accounts for those that no

longer need access.

User Management

sions

User Accounts

Allows the Admin User to view an alphabetized list of your staff's UserName
by their organizational email address. To view a full list of Active and Inactive, click on the

Inelude Inactive Users 1 o located in the top right corner as needed.

CenCal Health - User Accounts

Create New User

Find by First Name,Last Name or Email: m '~ Include Inactive Users

Office Staff I Edit | Password | UnLock | Access |
Physician/Administrator Y Edit | Password | UnLock | Access
Physician/Administrator Y Edit | Password | UnLock | Access

Edit: Allows the Admin User to make changes to your staffs name, activation status, and more
remarks.

Password: Allows you to change the users password and create a temporary password

UnLock: Allows the Admin User to unlock the individual's password if they try and log into the
portal three (3) times incorrectly. This does not change the password, unless you click on ‘Reset
Password’.

Access: This function will allow the Admin User to add/delete screen permissions to your staffs
account. These screen permissions are specific fo the Provider Portal screens (Eligibility, Auths,
Reports, etc.).

Create New User

Click on ‘Create New User’ when you want to give portal permissions to a new staff member
CenCal Health - User Accounts

Find by First Name,Last Name or Email. m Include Inactive Users

o e
Office Staff Y Edit | Password | UnLock | Access
Physician/Administrator Y Edit | Password | UnLock | Access

Physician/Administrator Y Edit | Password | UnLock | Access

Enter your staff members individual email address (this will become their individual UserName
when logging info the portal) along with all other required fields.



25N CenCalHEALTH®
-y

The ‘Department’ and ‘Remarks’ field is free hand text boxes. The ‘Job Role’ drop down box will
allow you to choose job roles with predefined permission sets for your staff (if you want to

customize it, click on ‘Other’), then click -

Email*

Remarks
astName* Select a Job Role that most closely your job function. (If
e none apply, or if you have , select "Other”)
Mote: Permissions for the selected jobRale will be applied on Save!
FirstName*

Job Role*

MiddleName Physician/Administrator v

Physician/Administrator

Department

**Helpful Tip: If you enfer the wrong ‘Email’ address, you will need to deactivate the account
and create a new one with the correct email address.

This next screen will auto populate the details for this user and allow the Admin User fo manage
‘Edit’ or add ‘Permissions’ to the new account.

Application Access for:

Back to User List | Edit User

e e T
Vendor A = Edit | Permissions

10M17/2019 Physician/Administrator N

Page 10f 1

Edit: Allows the Admin User to make changes the user's JobRole, Active Status, and End_Date
the account.
Edit Access to

Backto List| Permissions

Edit User Access

UserName Select a Job Role that most closely describes your job function. (If
none apply, or if you have multiple job roles, select "Otner”)
Warning: Changing JobRole will delete all permissions for this
user and apply permissions for the selected JobRole!

AccessType

Vendor obRole
PhysicianAdminstator S
OrganizationName: v

Effective_Date Ac
1011772019 12:00:00 AM Y
End_Date DefaultAccess

vy o

[E3]

JobRoles: This function will allow the Admin User to add/delete screen permissions to your staffs

account. These screen permissions are specific to the Provider Portal screens (Eligibility, Auths,
Reports, etc.).

Back to List: Takes you back to the original staff Application User Account list

If you need to give access to a separate user that has multiple accounts with other provider
groups (e.i. a Biller that bills for many different doctors), please contact our Webmaster at
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www.webmaster@cencalhealth.org or directly at (805) 562-1676 and they will assist with this user
account.

Grant Portal Screen Roles/Permissions

Will allow the Admin User to create additional portal screen permissions to a user account.
All screen permissions will be listed in the top blue box.

Application Access for:

Back to User List | Edit User

e e T

Vendor 1001772019 Physician/Administrator N/A Edit.

Page 101

Manage Access Permissions

Permissions for John Doe (Other):

Fermasoanine tndOme. [ Lot odiod By
Mtrtaten o 2 W00m Ea2I M ACARCARCENCALN AN 8
Arezation Formih B0 1421 M ACARCARCENCALHEATH 08

tvrtzton romat o AMCARARCDIAHATH O
At Bcaso CARARCHANATHOHG
J—— CMORRCDIA AT 086
e AACARDIAIATN 0
Avrscton T2 s anam 20 120 M ACARCRTHAIEATH O
b
Add a group of Permissions to Access using a Update Permission of Access
Job Role Pomvieson tomes
4=
a Select to change
— Job Role
raoute ==
- Update a group of Permissions from Access

using a Default Role Click ‘Add’ to change screen
Sot permissions, and ‘update”
= ‘ effective dates to remove
screen access.

Add a group of Permissions 1o Access using a
Default Role

Select to add

2 group screen
travme permissions e )
(Authorizations, *End Date’ will need to be

¥ Update All Permissions From Access:

3 Claims, etc.) entered in order to remove

screen permissions

Select to add Udate AL
individual screen

permissions access
(RAF, TAR 50-2,
o Check Elig, etc.)

Create/Reset User Password

On the main User Account page, search for your staff member and click ‘Password’. This allows
the Admin User to create, reset, or change the Users password and create a temporary
password.

CencCal Health - User Accounts

Create New User

Find by First Name,Last Name or Email: m Include Inactive Users
i oo e |

Office Staff Y Edit |P UnLock | Access
Physician/Administrator Y Edit | Password | UnLock | Access
Physician/Administrator Y Edit | Password | UnLock | Access

The screen will auto assign a tfemporary password for your user when creating or resetting a
password. The Admin User can also create a different temporary password as long as it meets

the specific minimum character criteria. After you click il the system will then

send your staff member their temporary password, along with a confirmation email fo the Admin
User.
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The account will then be placed in a temporary status and your user will need to log in with the
assigned temporary password and create their own password.

Set/Reset User's Application Password.
Back to List

Set or Reset johndoe@mdclinic.org password.

UserName

johndoe@mdclinic.org

Confirm generated password or Create a new password with the following criteria:

Min Length 8 Characters, Min 1 Uppercase Letter, Min 1 Lowercase Letter, Min 1 Digit, Min 1 Special Character

Password
RAdaS382. == The system will automatically create
Confirm password a temporary password for each user

or the Admin User can create one.

SET/RESET PASSWORD

UnLock User Account

If a user logs into the Provider Portal and it is entered incorrectly three (3) times, the system will
automatically lock the user account, and they will need to contact their Administrator to

‘UnLock’ their account. The User can also create a new password for themselves through the
‘Forgot your password?’ function.

CenCal Health - User Accounts

Create New User

Find by First Name,Last Name or Emall m Include Inactive Users
T

Office Staff Y Edit | Password | UnLock | ccess
Physician/Administrator Y Edit | Password | UnLock | Access
Physiclan/Administrator Y Edit | Password | UnLock | Access

Deactivate Accounts

Go to the main ‘Application Access List’ and locate your staff name via the search tool and
click 'Edit’.

CenCal Health - User Accounts

(Create New User

Find by First Name, Last Name or Emall: m _ Include Inactive Users
Office Staff ¥ Password | UnLock | Access
Physician/Administrator Y Edit | Password | UnLock | Access
Physician/Administrator Y Edit | Password | UnLock | Access

Switch *Active’ drop down to ‘N’, enter an 'End_Date’ and click ‘Save’.
Edit Access to

Edit User Access

Useriame Select a Job Role that most closely describes your job function. (If
none apply, of If yo iple Job roles, select “Other”)
Warning: Changing delete all permissions for this
user and apply permissions for the selected JobRole!

AccessType

JobRole

OrganizavonName

Effective_Date
082019 120000 Al
0ss
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User Permissions
The screen below indicates ‘Permissions’ and the ability to ‘Edit’ all of your staff that are under
the same group Tax ID#.

Edit: Allows the Admin User to edit that Users account details

Permissions: Allows the Admin User to change their individual screen permission access and/or to
make them additional Admin Users.

6 Explore CenCal Health  Members  Providers  Community ContactUs  Log Off

Providers - Restricted . .

(DEMO) Application Access for:
N T T e T
vencor s NA .

Wel Guige

03/18/2020

CONTACT US

If you need to give access to a separate user that have multiple accounts with other provider
groups (e.i. Billers that bill for multiple providers), have questions or would like additional fraining
please reference our website at www.cencalhealth.org/providers/provider-portal/ or email CenCal
Health's Web Master at webmaster@cencalhealth.org

Behavioral Health Department (805) 562-14600
. Behavioral Health Treatment (ABA) & Mental Health Treatment Inquiries
.  Member Case Management

Claims Department (805) 562-1083
« Claims Customer Service Support
« Claims & Billing Training
« Claims Grievances and Appeals

Provider Services Department (805) 562-1676
» Provider Portal Technical Issues
» Provider Practice Changes
+ Confract & Credentialing Inquiries
* New Provider Orientation & Portal Demonstrations
*  Provider Training

Pharmacy Services (805) 562-1080
*  Medi-Cal Rx Transition
* Medical Pharmacy Management
« Drug Utilization Review
+ Pain Management Resources

Medical Management (805) 562-1082
+ Radiology Benefit Manager (Care to Care) Inquiries
+ Adult & Pediatric Authorization Questions
* Authorization Questions

Member Services (877) 814-1861
*  Memberrelated inquiries
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