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Overview

Purpose of this User Guide

The purpose of this guide is to provide an abbreviated, user-friendly reference tool to help your practice get started
using the most common functions offered by NaviNet quickly and efficiently.

Keystone First has developed this guide as a tool for its providers. This user guide is not published by NaviNet, and
NaviNet did not participate in its development or publication.

NaviNet provides additional user guides and video tutorials in the Help section on the NaviNet website, as outlined
in Section 3 of this user guide.

Keystone First is not responsible for maintaining or updating the NaviNet site; and this guide may not necessarily
reflect the most current updates to the NaviNet site.

Note: Not all of the functionalities represented in this user guide are supported for all health plans.

If you see a NaviNet service functionality that would be useful to your practice, please contact your health plan

account executive.
NaviNet offers your office:
* Reliable member information right on your desktop.
* Cost-effective tools and services through a single, secure Web portal.
* Intuitive navigation to get your staff up and running quickly.
* Increased efficiency for streamlining business processes.
* Reliable access to the following transactions:
— Eligibility and Benefits Inquiry.
— Claim Status Inquiry.

— Report Inquiry, including Panel Rosters, Member Care Gaps Queries, Member Clinical Summaries

and more.

Get started now to see the benefits NaviNet offers.

New to NaviNet?

Go to NaviNet at https://navinet.navimedix.com.
Click on the Sign Up link to begin the enrollment process.

If you need additional assistance, please contact Keystone First | 3
your health plan account executive. MARCH 2014



Section 1: Getting Started
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If you need additional assistance, please contact
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Since the person who enrolls your office will be
automatically assigned as your Security Officer it
will be more efficient if you determine who is best
suited to assume the Security Officer role and
responsibilities prior to beginning enrollment.

To register, follow the four-step process:

1. Complete the About You section,
click Next.

2. Complete the About Your Office
section, click Next.

3. Select desired Services and Products,
click Next.

4. NaviNet will provide Security
Verification and assign your

user name.

You will be asked to create a password.

The role of your
Security Officer

For HIPAA compliance, each provider
office should designate a Security Officer
to be aware of the electronic storage and
transmission of member information
within and from your office.

The person who registers your practice
for NaviNet will be automatically assigned
as your Security Officer.

1. Click on the NaviNet Administrators
tab under the Help section for
more information about the
roles and responsibilities of your
Security Officer.
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Do not use your Web browser’s back button.
Use the navigation bar at the top of your screen
to navigate between plans and the left navigation
bar to navigate between desired functions.

If you need additional assistance, please contact
your health plan account executive.

Plan Central page

This is the Plan Central page. This will be
your primary source of navigation for the

plan you selected.

1. Use the Plan Central tab on the top
navigation bar to navigate between
health plans.

2. Use the side navigation bar to

navigate between desired functions.

3. The latest updates to health plans can
also be found on this page.

Top navigation bar
Tab functionalities:

Plan Central - Navigate between
your health plans.

Office Central - Provides features such
as pre-authorization and referral logs
and reports.

NaviNet Central - Change your profile.

Action Items - If a red flag appears here,

you have incomplete action items.

My Account - Go here to change
your password or to change your
Security Officer.

Help - Helpful demos and tutorials, as
well as plan-specific information

is located here.

Keystone First | 7
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If you need additional assistance, please contact
your health plan account executive.

Left navigation bar

Use the left navigation bar to select

the desired function.
Eligibility and Benefits.

Claim Submissions and Status.
Report Inquiries.

Provider Directory.

Referral Submissions and Inquiries.

Pre-Authorization Management.

Functions in the left
navigation bar may
vary according to
plan specifications.

Not all plans have the
same functionalities.
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If you need additional assistance, please contact
your health plan account executive.

1.

From the Plan Central page, select
Help from the top navigation bar.

NaviNet Support Home page

1.

Look here for helpful tutorials, demos
and top support FAQs.

From the pull down menu, select a
health plan for plan-specific information.

Keystone First | 9
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I —

% i’\Ja\.ﬁir\JetI

Support

I

Health Plan Support
Health Plans

Seloct & heath plan fer suppan inkammaesn o that plan

=

| Selec a Healh Pan Bl co

Health Plan Available Hours

Healn Plan Menssy Tudsdsy Wadnsadsy Thumsdsy Fridsy Sanurary Sunday

[PLAN NAME] iy B B b Ly iarnia Bam sy o By Barn ko Jam Ty fo Zam farn b By

[PLAN NAME] gyt am | [—— Pe——" Ramipdam | Ssmandam  Samiodam | Sama Gpm
L] [ sarnta pm_| Samio topm  Sania 10pm | Sanio 10um | Saento tom _ Samiotom | Wameon | =
.w« W~ WD

@v L m—— L EIRIE]
BB -0 - e e T @

& e ey T

- NaviNet |

"SEARCH

Services Support

Services

Select 3 senice for suppord information on thal senice.

[Salect a Senica 49 I
Service Available Hours
[ heammen | Mosdsy | Twisdey |Wemesdsy| Tharsy | Fritay Saturday | Susday

Diug Authofizations | 5amto 3am | Samio 3am | 5am1o3am | 5amto 3am | Samio 3am | 5amio 11pm | Samba 9pm

Hours of availability are gheen in Eastern Time and indicate the fime s you can ransac with 3 serdos using Hadbiet

Dane @ Internet | Protected Mode: Off

If you need additional assistance, please contact
your health plan account executive.

Health Plan Support

1. This tab provides health plan available
hours and plan-specific information.

2. From the pull down menu, select a
plan for plan-specific information

Services Support

1. This function is not supported by
Keystone First.
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Contact Us

1. This page provides NaviNet’s hours of

operation and contact information.

If you need additional assistance, please contact
your health plan account executive.
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If you need additional assistance, please contact
your health plan account executive.

From the Plan Central page:

1. Select Eligibility and Benefits
Inquiry from the left navigation bar.

This is the Eligibility and Benefits
search page:

1. Select Search Type by Member
ID, Medicaid 1D, Social Security or
Member Name.

2. Enter the Member Information that
you chose to search by.

3. Fill in the Date of Service.

4. Click on the Search button.
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If you need additional assistance, please contact
your health plan account executive.

Health Benefit Plan Coverage

1.

This report provides an overview of
the member’s benefits for the date

of service.

Member Care Gaps
and Clinical Alerts

2.

An Eligibility and Benefits search
will also alert you to Care Gaps for
that member (clinical alerts). Click
View to see your patient’s Care
Gap Worksheet.

Care Gap Worksheet

Completion of a Care Gap Worksheet is

crucial to ensure each member’s clinical

information is current.

Print this document prior to the

member’s visit and place it at the front of

the member’s medical record for review

by the attending health care professional.

1.

N

Complete the required
responses indicated.

Let us know here if this member
would benefit from personal outreach
by the health plan.

Sign, date and return fax to the
number provided on the worksheet.
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Section 5: Claims Status Inquiry
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To wow al Iatest news and updates, et the proider gection of our websie r

Welcoms to Navinet

This easy-to-usa porial wil provide you with the iatest plan updaes and other pedtinant information
Uhat will emaable pou 1o prevde e bost ot possibile 10 our membors. Lse the lnks below Lo
S0Ch our provider directory. view prior Butherization criteria. download forma, snd mese.

* Elecmonic Phanmacy Prior Authorization
(sa e aniea form 10 sUbmE ewCNE pRarmacy B suthBrizalion 1quests

> Billing information
Bleciroris Funds: Trams fee (2FT)

» i im
Lrgeun. pager and re<iion s cam submssoe ECI

* Searchable provider dirmctery
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Dong o Trusted saes | Protected Mode O 43 - Hwox -
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| CHmims STo1UEE LIGuIry > Chim &

[PLAN NAME]

Instructions

Select the type of search you would ke to perform, enter your search critena, and dick “Search”.
Chaim racords will Bpoanr in the table balow,

Claim Status Inguiry

* Beguired Fikis
Collapse Search Criteria [ Collapse Search Criteria Aher Search
Search Type

® Search Type: Member 10 -

Providar Information

= Group Name: Choose Gne -
Provider Name:
Mambar Information
* Member 1D:

Claim Information
End

= Service Start Date: = Rt

v RIWx -

Dome 6] o Trusted saes | Protected Mode: Off

If you need additional assistance, please contact
your health plan account executive.

From the Plan Central page:

1. Select Claim Status Inquiry from the
left navigation bar.

This is the Claims Status Inquiry
search page.

1. Select the desired Search Type
option: Member 1D, Medicaid
ID, Social Security number, or
Member Name.

2. Select the Group Name (provider
name is not required) from the pull

down menu.

3. Fill in the Member Information for
the type of search you chose.
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B
Search | Exit| Clear I
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o Trusted saes | Protected Mode Off

| L
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gl hitpsifnavinet navimediz.com

[PLAN NAME]

[PLAN ADDRESS]

Return Service Requeseed

At e e Y e

[NAME AND ADDRESS]

Remitiance Advice

For forther inguires on this remittance advice
camtact:

[PLAN NAME]

[PLAN ADDRESS]
[PLAN PHONE NUMBER]

Payee [D:
Tax ID:

NFI #:

Check No.:
Check Ref. ID:
Payment:
Date:

Provider [D: XNPI&: Member [D: Tarlent T
Provider Name: Member Name: Claim 1D:
‘IIIHII'WI FrouKay | Mad Description ‘wl Clarged | Alswed | 0IC | Cot | COB [Dedveible] ColPay| Amsant Adj
DRC Code e e P Do
=
I Interest Payment
I MP—EI:'
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@ Unknown Zone | Protected Mode: OFf

e

If you need additional assistance, please contact
your health plan account executive.

4. Enter the start and end service dates.
5. Click on the Search button.

6. The Claim Status search results will
appear at the bottom of the page.
This page gives you claim numbers,
member information, service dates,
amounts billed, amounts paid
and the option to see the Online
Remittance advice.

7. Click the ERA button on the Claim
Status Results to see a PDF of the
Online Remittance Advice.

8. Click Select to see Claim Detail.

This is an Online Remittance Advice,
accessed by clicking on the ERA button
at the end of the row on the Claim Status
Results page.
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Mambar Nane: pate Of pirth:
Member ID: Gender:

Provider Information

Servicing Provider 10: Servicing Provider
Hame:
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Claim Number:
Service Date Range: Status Dabe:
Tolal Amount Billed: Calugory Code:
Total Amount Paid: status Code:
Paid Date: Diagnasis Codes:

Check Number:

e

Deme / Trusted sites | Protected Mode: Off 4= Mo -

This is the Claim Detail page, accessed

by clicking on the Select button at the

end of the row on the Claims Status

Results page.
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Section 6: Claims Submission (Electronic)
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Welcoms to Navinet

This easy-to-usa porial wil provide you with the: iatest plan updses and other pectirmnt information
Uhat will emaable pou 1o prevde e bost ot possibile 10 our membors. Lse the lnks below Lo
S0Ch our provider directory. view prior Butherization criteria. download forma, snd mese.
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* Billing information
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* Submining a claim
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& Amerihealth - Windows Internet Explorer

@D = |3 www.emdenon com

¥ Favorites {7 Amerihealth \

(:, emdeon’

Providers far the health plans listed balow may submit professional claims via Emdeon at no cost.

» AmeriHealth Caritas Pennsylvania
= Arbor Health Plan

= Horizon NJ Health

= Keystane First

= AmeriHealth Caritas Louisiana

» MDWise Hoosier Alliance

= Passport Health Plan

= Select Health of South Carclina
= Keystane VIP Choice

* AmeriHealth VIP Care

= First Choice VIP Cara

a Flonda Trus Haalth

= AmenHealth NorthEast

& AmeriHaalth District of Columbia
s AmeriHealth VIP Care- DC

» AmeriHealth VIF Care- LA

m

Login

Please enter your Emdeon Username and Password.

Username [ I | 4
Password ‘ |
— -
< | i ] »
Done & Internet | Protected Mode: OFf > Hiox -

If you need additional assistance, please contact
your health plan account executive.

Signing up for Emdeon

1. From the Plan Central page, select
Claim Submission from the left

navigation bar.

Contact Emdeon to submit
professional claims electronically
at no cost.

Emdeon contact information:

Call: 1-866-506-2830 to enroll or
www.emdeon.com
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PR S Panel Roster Reports from the

Select Report:  Panel RoIter Reports «
Plaase note, to request a POF report fle you Ao Readar apphication on your computer. To request CSY °
or Excel report fie you must have the MS Excel your computer, The report will open in Excel format, 1f you
do nat have M5 Excel on your computer, you tion to senply save the repert to your comguter
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Done &

Keystone First | 19

If you need additional assistance, please contact
MARCH 2014

your health plan account executive.



Section 7: Report Inquiry
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Raport Critéria
* Age Rangas Seloct Report Type & ppF

Search | Exit| |ciear |

Deme 4 L o Trusted saes | Protected Mode Off 5= Wimx -

For Panel Rosters Excel or CSV (downloadable) option:

Please follow the following steps to get the required report in Excel file format:

Step 1: Navigate into the Panel Roster Report section, and
Choose The Provider Group.

Step 2: Start pressing the Ctrl button on your keyboard and select the

Excel/ CSV option (Radio button) while continuing to press the Ctrl button.

Step 3: Continue pressing the Ctrl button and click on the Search button

on the Report Search screen.

Step 4: This process would lead to a new window pop up, followed by a
message box with a question Do you want to open or save this file?

Step 5: Click on Save button.
Step 6: Save the document with extension .csv instead of .xls.

Step 7: Open the document from the destination from where it was
saved in the previous step.

Note: You might receive a security pop up after step 4, if you have not listed

NaviNet as a safe site to visit in your browser’s Internet-options settings.

If you need additional assistance, please contact
your health plan account executive.

©) Excel or CSV { Downloadable) 4. Click on Search.
salact Sort Options
Lat Upclitis,

P —— =EE 1. Select a Provider Group or
GO = (4 nnps/inavinet.aavimedixcom 10 .
ur Favmites M) Nibiet Biw B -3 @ v Pages Suetyw Tocke @v PrOVlder Name.

ik ] —r 2. Select your Report Criteria.
Brint page
[ P LA N N A M E ] Panel Roster Reports « 100
3. Select Report Type. If you would

Instructions

o 1 i ler ey ol AR o - like to see your report in an Excel
Prcvides /Masber afosmmation document, follow the steps below the

* Choose 8 Provider Group Group Namé - BTN -

Chaose  Provider Provdes o - PIN = screen shot.
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Done ' Unknawn Zone | Protected Mode: Off i -

If you need additional assistance, please contact
your health plan account executive.

The Panel Roster Report will provide you
with your patient’s Member 1D, Medicaid
Recipient ID and Panel Effective

Date, as well as basic demographic and
contact information.
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Section 7: Report Inquiry

There are many clinical reports available through NaviNet that can benefit your practice and
improve patient outcomes. For the purposes of this user guide, Care Gap queries, Member
Alert Standalone Care Gap Requests and Hospital Admissions and Discharge Reports are
featured. Additional reports that are available include but are not limited to:

« Chronic Care Initiative
Readmission Report

« Missing and Overdue Care Gaps for All

« Missing and Overdue Care Gaps
Pediatric Only

Chronic Care High-Risk Patient Reports

Chronic Care Initiative ER Frequent
Utilization Reports

Member Health Profile Reports

If you are interested in receiving a specific report, contact your health plan account executive.
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[PLAN NAME]

Select Report:  Care Gap Quary

[FLAN NAME]
Clinical Report Inguiry
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he report will spen in Excel lormal. 18 you
e the report to your computer

Plaasé note, to request a POF report e you must have the A
or Excel repart fe you must hawe the MS Excel appheation an y
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Done w o Trusted siees | Protected Mode: Off i v HI0X -

If you need additional assistance, please contact
your health plan account executive.

Clinical reports —
Care Gap Query

The Care Gap Query report is a
customizable report that provides all
the care gap information for the plan
members in your practice.

1. From the Plan Central page select
Report Inquiry.

1. Select Care Gap Query from the pull
down menu.

2. Click on Select.
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If you need additional assistance, please contact
your health plan account executive.

1. Select the Provider Group
or Provider.

2. Select All or target specific
conditions from the pull

down menu.
3. Select Status.
4. Select Age Range.

5. Select Sort Option from the pull
down menu.

You can select by: Member Last
Name, Provider 1D, Conditions
and Service.

A Care Gap Query Report will be
generated based upon your Sort
Option criteria.
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If you need additional assistance, please contact
your health plan account executive.

Clinical reports -
Member Alert Standalone
Care Gap Request

To access the member’s Care Gap
Worksheet referenced in the Eligibility
and Benefits section, select Member
Alert Standalone Care Gap Request from
Clinical Report Inquiry.

1. Choose a Provider Group.
2. Enter the Member’s ID.

3. Click Search.

This is a sample of the
Care Gap Worksheet.

Print this document prior to the
member’s visit and place it at the front of
the member’s medical record for review

by the attending health care professional.

1. Complete the required
responses indicated.

2. Let us know here if this member
would benefit from personal outreach
by the health plan.

3. Sign, date and return fax to the
number provided on the worksheet.

Keystone First | 24
MARCH 2014



Section 7: Report Inquiry

8 Mavitiet - Windows Internet Explores =& I I —
GG- |4 nupe/inavinet.nsvimadincom = & |ﬂ,\¢+ﬁx! Cl | n |Ca| re po rtS

i~ B = 03 % v Pages Sfetyv Took~= @+
5 o b avien mosssges | A5 maw action itemy _Lug W.l

Action Items My Arcount  Help

r Fovmites M) Nibiet

Admission Report

¥ pavi
qﬂ TNavitet Plan Central  Office Central  MaviNet Central

Une B Pl Cotral riwoy. o (e S0 bl f
APa 10 Bt Batnean oo AAER, plast

1. From the Plan Central page select

NAME] Report Inquiry.

Lat.  uates

To wow al Iatest news and updates, et the proider gection of our websie

Welcome to Navinet

This easy-to-usa porial wil provide you with the iatest plan updaes and other pedtinant information
Uhat wl emaablee o 16 proade e bt Gare possilile Lo our membors. Lise the lnks belaw 1o
S0Ch our provider directory. view prior Butherization criteria. download forma, snd mese.

* Elecmonic Phanmacy Prior Authorization

e this gnina: form i SubmE siscimn pharmacy prio authorization requests.

* Billing information

Bleciruria; Funds. Trams fes (EFT)

Lrgeun. pager and re<iion s cam submssoe ECI
* Seorchable provider dirctory
Deme T o Trusted saes | Protected Mode Off 5= Wimx -
8 i Windows et Bplorr == 1. For areport of your patients that
@'O- [4 " hitps:f/navinet.navimedis.com - 8 &4 x] . .
p—— r———————— have been admitted to the hospital,
6o To Admin Messages | A7 Mew Action [tems . .
L NGVINGL | ey o e oot meaee e men ' Amet] select Admit Report from the list

S — of available reports in the Clinical
[PLAN NAME]
[PLAN NAME] Report Inquiry drop down menu.

Clinical Report Inquiry

Selact Report:  Admit Report -
Plaase nobe, to requast 3 PDF report fle you must have the Ad ication on your compuber. To raquest CSV 2. Chck Select_
or Excel report file you must have the MS Excel application on yi he report will open in Excel format. I you

do not have MS Excel on your computer, you will have the optio @ the Feport 1o your computer,

Done [2  Trusted sites | Protected Mode: Off v mwn -

Keystone First | 25

If you need additional assistance, please contact
MARCH 2014

your health plan account executive.



Section 7: Report Inquiry

8 Mavitiet - Windows Internet Explores =@ =]
GG- |4 nupsi/navinet.navimedin. com 10
i Favorites | ), Navibiet i~ B - 03 & v Pagev Sefetyw Tock= @~
b risi 50 o i e messages | ASF o Action itemy _Log OFF |
% aviniet Plan Central  Gffice Contral Central  Actionltems My Accoust  Help
|PLAN NAME] | Clinical REDorts INUIry > REport Selection > Report Search
Print page
[PLAN NAME] Admit Report . 11
Instructions
Plansa erter your sesrch eriterin, snd chisk "Sepseh”,  © Indicates Required Fiekss
NOTE: If your bagwsar bt o4 dctive popup Hocker wou misy reed 10 tum 1t of th recaive tha report.
Bearch Criteria
® Claoss i Provider Group Group Naime - PIN -
Choose a Provider Provider Name - PIN -
Admit From Date (MM /B0/YYYY) Admit To Date {MM/DD/YYYY)
Report Format & pog
Last update:
P
Deme L o Trusted saes | Protected Mode Off 5= Wimx -
a = = —— S
‘g_ https:/fnavinet_navimedix.com a9 ‘
REQUESTING PREVIDER
ADMIT REPORT
NO RECORDS FOUND
END OF REPUHT
Bagetort
Done + Unknawn Zone | Protected Modes Off 9N

If you need additional assistance, please contact
your health plan account executive.

1. Select your Search Criteria.

2. Choose a Provider Group
or Provider.

3. Complete the Admit From Date and
Admit To Date.

4. Click Search.

A report of your patients admitted to the
hospital will be generated.
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If you need additional assistance, please contact
your health plan account executive.

Clinical reports -
Discharge Report

1.

From the Plan Central page select
Report Inquiry.

For a report of your patients that have
been discharged from the hospital,
select Discharge Report from the
Clinical Report Inquiry drop

down menu.

Click Select.
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must grant security access to users.
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If you need additional assistance, please contact
your health plan account executive.

Member Clinical Summary

The Member Clinical Summary report
provides a snapshot of personal health
information. The report captures the
following claims-based data:

Patient and provider demographics.

Recently filled medications.

Chronic conditions.

* Gapsin care.

ER visits.

Inpatient admissions.

Office visits.

This tool allows you to view, capture and
share the most relevant demographic
and clinical facts about your patients.
The valuable information contained in
these reports represents a tremendous
opportunity for improving both quality
and continuity of care for your patients.

1. Select Member Clinical Summary
from the Member Clinical Summary
Report Inquiry pull down menu.

2. Click Select.
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If you need additional assistance, please contact
your health plan account executive.

1. Choose Provider Group.
2. Enter Member ID.
3. Enter Time Frame.

4. Click Search.

The Member Clinical Summary provides
important clinical information about
your member within the Search Time
Frame selected.

1. Medications prescribed (within the
past 6 months).
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If you need additional assistance, please contact

your health plan account executive.

Chronic Conditions.

Gaps in Care (based on
diagnosis compared to
clinical recommendations).

ER Visits (Within the past 6 months).

Inpatient Admissions
(Within the past 6 months).

Office Visits
(Within the past 6 months).

Imaging Services.
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If you need additional assistance, please contact
your health plan account executive.

. From the Plan Central Page,

select Provider Directory. You
will be linked to the health plan’s
website to access the searchable

provider directory.
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If you need additional assistance, please contact
your health plan account executive.

1. From the Plan Central page, select
Referral Submissions from the

left navigation bar.

2. Select Search type.

3. Enter Patient Information.
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If you need additional assistance,

please contact

your health plan account executive.

10.

In the Provider Information
section, enter Referred from
Provider information.

Enter Referred to
Provider information.

Enter Diagnosis Information and add
the Diagnosis Code.

Select Service type.
Select Number of visits.

Select a Lab from the pull

down menu.

Clicking Preview takes you
to the Referral Submission -
Verification screen.
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If you need additional assistance, please contact
your health plan account executive.

Review the Referral Submission
Verification for accuracy.

Clicking Submit verifies the form and
takes you to the Referral Submission

Response screen.
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If you need additional assistance, please contact
your health plan account executive.

1. From the Plan Central page, select
Referral Inquiry from the left
navigation bar.

2. In the Search Type section, select:
Member, Referral Number, or Referral

Date Range.

3. In the Provider Information
section select if you are inquiring on
behalf of Referred to Provider or
Referring Provider.

4. Select a Provider Group from the
drop down menu.

5. Select Member Search Type from the
drop down menu. Enter all required
information corresponding to the
selected search type.

6. Click Search.

Note: If only one record is found,
you are taken directly to the Referral
Details screen.

If more than one record is found, you are
taken to the Search Results screen, where
you can select the appropriate member.

If you have access to clinical records,
click View PDF to view member’s

clinical summary.

If you have access to clinical reports, click

Download Data File to download.
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e b, ek i s o o i | that allows you to:

[PLAN NAME]

Welcome vinet
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Dok S e R b s O L * Request prior authorization.

* Verify elective admission
authorization status.

¢ Receive admission notifications

and view authorization history.

* Submit clinical review for
automatic approval of requests
for services.

Note: If this functionality does not
appear on the Plan Central Page,
visit the health plan website for
access to JIVA.
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