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Accessing the Affinity Provider Portal - PRISM

The Affinity Provider Portal - PRISM is accessed via Internet Explorer at:

https://prism.stanfordhealthcare.org/affinityproviderportal

Browser Requirements

The applications can be accessed using Internet Explorer 11, Firefox 45 or
later, or Chrome 50 or later, on the Windows operating system. Users of the
Macintosh operating system can use Firefox 45 or later, Chrome 50 or later, or
Safari 9 or later to access the applications.

The Affinity Provider Portal - PRISM can also be accessed by iPads running i0S9
using the Safari browser and Android tablets using the Chrome browser. The
native Android browser and other third-party browsers are not supported. The
Chrome browser on iOS is also not supported.

To function properly with your web application, a browser must be able to
accept cookies, and it must be able to run JavaScript. These capabilities are
enabled by default when you install the supported browsers, so they are
supported unless you have explicitly disabled them.

Affinity Provider Portal - PRISM User Guide Page 1
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Enter your User ID and Password to Login
+ Call (650) 723-3333 for login or technical issues
« Call (800) 615-0261 for eligibility, claims or authorization questions

FYIAFFINITY Stanford
LN HEALTH CARE

SIGN IN

4 NI
650-723-3333 800-615-0261 ol

Fargot Password?

Affinity Provider Portal - PRISM User Guide
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Register for a New Account
If you do not have an account, click Sign Up Now to request access.

DON'T HAVE AN ACCOUNT?

SIGN UP NOW

You will be directed here where you will make a selection from the right side of
the screen.

[ e e |
prism 3
' )
m ' P
& 3

+ Choose Provider if you are a physician, or other medical professional,
contracted with Affinity Medical Group.

« Choose Clinical & Administrative Access if you are an authorized
operations/billing manager of a medical practice who is approved to
delegate access to other staff members.

« Choose Administrative Access Only if you are an authorized operations/
billing manager of an ancillary practice or facility.

Affinity Provider Portal - PRISM User Guide Page 3
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Once you make your selection, you will be directed to an online application.
Complete the application filling in all required fields.

« Thisis an example of a Provider’s application
New Account Request = PlanLink Provider

Fields marked * are required. All ining fields are ded to help expedite your request.

Name [Last First) ©@

OrganizationyTlinic Nama: @
Organization/Cine: Tax I @
Address
cay
Sate v .
County v

Country v

Email fthis will be your usermame) @ Wedk phone @
Ietradal Nt @ Licwrrie Pumber: @
Ucerse State: @ v

Specinlty @ v

Tems sed Conditions. @ [The ATfinity Provider Portal and PRISM Terms & Conditions of Use

Weicome to Stanford Health Care and Affinity's Provider Portal « PRISM (the "Sites”),
Please read the |
following Terms and Conditions of Use (the "Terma”™) carefully before using The AMnty |

Provider Portal
1 agree o the Terms and Conditions stove
veriticaton @ P
Fm not a robot -

Requested by @

Note: You must check the box stating that you are an administrator if you are
responsible for managing user accounts for your other office staff.

' Are you an Administrator?

An administrator is the person responsible for maintaining an Organization's/Clinic's accounts for this Stanford Portal.
These responsibilities include verifying that user accounts are current, deactivating the accounts of users who are no
longer working at the Organization / Clinic, and submitting requests to activate new user accounts. Every Organization /
Clinic must have at least one administrator.

es, I'm an administrator

Affinity Provider Portal - PRISM User Guide Page 4
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Once you complete the application, click Submit Request.

I +’ Submit Request X Cancel

Once your application has been submitted, you will receive a confirmation
message with a Reference number.

@z

Morw Accomt Reguest | Contematan

ttuwanas # 1308244

100 w3 o v e s e ek

You will also receive a verification email to the email address provided in the
application.
+ You must click on the link to verify your email address

Prism  FRAFFINITY

unt to Affinity Provider Portal. For security reasans, we need 1o verily your email address

& on the following link

We have received your request for i

To verify your emall sddress, please

JICUICK HERE TO VERIEY YOUR EMAILADDRESS] |

Yo s to validate your amail pot i% auto-cancelled, i you & o validate your VS, Yo 1
Rinyt on the *New Usees® button ¢ https://priem stanfordheal Qrg/PRISM Login

The teems and canditions for Affinity Provider Portal are attached to this email for your review

de tast, dependable, and comprehensive online reterral services loe you and your patients

Affinity Provider Portal - PRISM User Guide Page 5
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Lastly, you will receive a confirmation message stating that the application
was submitted successfully.

« A confirmation email will be sent to the email address provided in
the application

- Applications typically take 7 business days to process
+ Once your application has been processed, you will receive another
email which will have your
- Username

- Temporary password

If you have questions concerning your application, you can call Stanford
Digital Solutions at (650) 723-3333 with the reference number given with
your confirmation.

Affinity Provider Portal - PRISM User Guide Page 6
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Upon successful log-in, Providers will see the Affinity Provider Portal - PRISM
home page.

gSunfotd -
MEALTHEARE (o
Welcome to the Affinity Provider Portal - PRISM W% e
ERAFFINITY Stanford -
| HEALTH CARE
Announcements

Affinity Quick Links

APFINITY POKTAL UPDATE Metword Communeateny

figterences
0 Comman lusues (updated 6.16-2016)
Pecvater Senigh
Features Anilery Srovazes Dvwctory
h Patlemt List: View Or enter shgububty, Clawte. suthonzatons. o medial reconds for [
o Add Pationn: Estutian ar w0t eoner ebQhRy, Casme Svthondaton
custramtty o0 your Patmet L Stanford Health Care

() WnBashen Acces: your secure matiagng took

Tralning Resources

eLearning Video

User Guide

Provider Portal logie or
technieat lssues
1920 1233333

Eligibitny, slaims. or

sutnareation
1800} 6150291

Shortcuts in the page header ?
« Home ﬁ
« In Basket Home
« Patient Lists

Affinity Provider Portal - PRISM User Guide Page 7
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@ Stanford

Announcements

—Announcements

AFFINITY PORTAL UPDATE:

/1 Referrals submitted by FAX are taking 3 business days to process.

6 Common Issues (updated 6-16-2016)

Features
o Patient List
+ Add Patient

 In Basket

~ Features

m Patient List: View or enter eligibility, claims, authorizations, or medical records for patients you are
currently associated with.

+ Add Patient: Establish an association, and view or enter eligibility, claims, authorizations, or medical
records for patients not currently on your Patient List.

(=] InBasket: Access your secure messaging tools.

Affinity Quick Links ' e . P
Affinity Quick Links

o Network Communications

* References Network Communications

» Provider Search

« Ancillary Provider Directory References

Provider Search

Ancillary Provider Directory

Affinity Provider Portal - PRISM User Guide Page 8
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Stanford Health Care Quick Links Stanford Health Care
« Find a Stanford Consultant Quick Links

 Stanford Referral Form

. Terms and Conditions Find a Stanford Consultant

Stanford Referral Form

Terms and Conditions

Upon your first login to the Affinity Provider Portal - PRISM, it is highly
recommended that you personalize your password and create challenge
questions.

To do so, click on the Utils icon.

Then click on the red Change Password and Challenge Questions links.

Utilities
User Settings
Change Password Patient Selection Preferences
Change the password that you use 1o log in. Specify the patient selection method that you would Kie to use by default
User Demographics Set Default Page
Update your user demographics. Choose the page that appears by default when you log in or select a
patient.
Manage My Clinic Challenge Questions

View and update your clinic's users. Set challenge questions so that i you forget your password, you can reset
it by answering the questions co rcli‘,

Follow the on-screen prompts to complete these tasks.

+ Best practice is to choose a strong password with a combination of
uppercase letters, lowercase letters, numbers and special characters.

« If you forget your password, you will be required to answer all Challenge
Questions before your password can be reset.

Affinity Provider Portal - PRISM User Guide Page 9
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Patient Lookup

Once you have been logged-into the Affinity Provider Portal - PRISM, you will
be able to view your patient list.

In the Affinity Provider Portal - PRISM, you have automatic access to patient
records with which you have a PCP, claim or authorization relationship.
This is called Grant Access.
To access your current Patient List:
+ Click the Patient Info shortcut
- Or click Patient List

Velcome to the Affinity Provider Portal - PRISM

V2 Oy Stan
UJA F F .I.N‘,lj Y} )’ HEALTH

—Announcements

AFFINITY PORTAL UPDATE:

/™ Referrals submitted by FAX are taking 3 business days to process.

o Common Issues (updated 6-16-2016)

~Features

m Patient List: Jiew or enter eligibility, claims, authorizations, or medical records for patie
currently associated with.

o Add Patient: Establish an association, and view or enter eligibility, claims, authorization
records for patients not currently on your Patient List.

(=) InBasket: Access your secure messaging tools.

Affinity Provider Portal - PRISM User Guide Page 10
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« Search by Patient Name or MRN (Medical Record Number)
- Or scroll and click the patient name (red link)

Patient Search e 0
&2 search My Patients
Name or MRN: O Search
Additional seasch criteria
My Patients
RODRIGUEZ JOSE [ [{] rageacfs [¥] ] ABcCOEFGHIIKLMNOPORSTUVW Y2 YOUNG,MAY ¥
Patient Name MRN Sex Birth Date Age Street Address A
I TAPESTRYMARLEO I 65000242 M 1/1/1965 52Y 1840 Embarcadero Street
« If searching by name, click Additional search criteria to add more
specific search terms
‘ Search My Patients
Narmne or MRN: D search
I nddional search criteria | |
« Once you have provided search criteria, click the Search button
[ Patient Search w0 |

| 88 Search My Patients

Nares of MAR: { tapestrymas
)

All fleids see optional

SEC  pale v Hirthdate -

Affinity Provider Portal - PRISM User Guide Page 11
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Your search may return multiple results. To select the intended patient:

+ Click the radio button in the patient row you would like to select, then
click the Select button in the lower right corner

- Or, click the red patient name hyperlink

Search Results

Name or MRN: tape
1 patient matches the search criteria above
Patient Name MRN Sex Birth Date

s 99 TAPESTRYMARLEO 65000242 M 1/1/1965

a Search All Patients Select Cancel
% Find a patient who is J Select the highlighted x Go back and modify

not on my list patient search criteria

After the patient record is selected you will land on the Coverages & Benefits
screen for this patient.

L ]

Mai 52 ¥ (11 1s) CARPER_ JOHN IORXENOAL® EANT BAY HETNA CONSULTANTS

Tapestrymar, Leo

00240 431200
Coverages & Benefits L B
Coverages an File ® View avalible coverages s /2017 3 | ) Viow all coverages on fie
Member Profile
I(mm&m ]
[remp—
MC STANFOREY AWANTAGE SENIOR AFMG / MC MA SACOL ATMG FATINUM 3172017 12345676 MIC MA SADO) AFMG PATINUM. 1

« Click Close patient record to return to the
home page Close patient record

Affinity Provider Portal - PRISM User Guide Page 12



\WAAFFINIT Y Stanford
BNV coicat crour Jp HEALTH CARE

Add Patient

First Access is the term used when you wish to Add Patient records to your

patient list for which you don’t already have an established relationship in
our system.

« Click Add Patient in the Features section

- Features

S Patient List: View or enter eligibility, claims, authorizations, or medical records for patients you are
currently associated with.

+ Add Patient: JEstablish an association, and view or enter eligibility, claims, authorizations, or medical
records for patients not currently on your Patient List.

(=] InBasket: Access your secure messaging tools.

Note: Selecting a patient record with First Access will allow you to view the new
patient record for 2 years.

Affinity Provider Portal - PRISM User Guide Page 13
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 Required fields are indicated with a red exclamation icon
« Recommended fields are indicated with a yellow yield sign

- Enter all required information and at least one of the
recommended items

« Click Search to view results

Patient Select
Name (Last, First): @ DOB (MM/DD/YYYY): @

Stanford MRN: 4 Zip Code: 4

DOsearch  T&|Clear

Click Select to add this patient to your patient list
« Or click Cancel to go back and modify your search criteria

Search Results

Name (Last, First): tapestrymar, leo
DOB (MM/DD/... 1/1/1965 Stanford MRN 65000242
1 patient matches the search criteria above.
th Street Multipl
Patient Name v MRN Sex g’;: Age ;\('1:;. . Gty State Zip  PCP Bi:h')" ‘A
[E] meesmmarico 65000242 M 17171965 52 1840 Palo CA 94331 Carper,
yrs  Embarcadero  Alto John
Street Kirkendall, .
MD
< >
1f you need help finding your patient, please contact
your site administrator. Select Cancel
Select the patient and add Go back and modify search
to my list criteria

Affinity Provider Portal - PRISM User Guide Page 14



WAAFFINIT

5y Stanford
uJM EDICAL G R

‘Q}’ HEALTH CARE

up

On the Patient Select Confirmation screen, click Accept to confirm this patient
will be added to your list for 2 years.

Patient Select Confirmation

Please review the demographic information listed below and click the “"Accept” button to gain access to this patient.

Patient Information
Patient Name
Tapestrymar, Leo

Patient Demographics

DOB
1/1/1965

Sex
Male

Address Phone
1840 Embarcadero Street 650-555-5555 (Home)
Palo Alto CA 94331 650-656-6655 (Work)

Patient Employment
Status

Full Time

Employer

Stanford

SSN
OO~ XX XXX

Once Accept is clicked, the Coverages and Benefits screen will appear.

et o e W e ettt

Tapestrymar, Leo

Mae 42 ¥ (UV/1005| CARPER, JOHN KIRKENOAL® EANT DAY RETINA CORSILTANTS
o es00ar A2
Coverages & Benefits L7
Caverages oa File  Viow salatie coveages s of | S017 T | ) View all covenages oa B
Member Profile
I(ovmoe&u«ﬂu B
Demogumohica " . Memie I
& NIC STANFORD ADVANTAGE SENIOR AFMIG J MC MA SADD) AFMG PLATRUM v 124%M MC MA SADOT AFMG FLATINUM - 1

« Click Close Patient Record to return to the

Home screen

Close patient record

Affinity Provider Portal - PRISM User Guide

Page 15
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Patient Records

Once the patient is selected, you have several options to navigate within the
patient record.

Header

gt NO encourier selected

Mae 52 Y (111/1064) CARPER, JOHN KIRKENDAL®

« Name | Tapestrymar, Leo AR
. Age

+ Gender

- DOB

« PCP*

Patient Photo (optional)

Navigator

Located on the left side of the page, the Clinical Review

navigator allows you to view managed
care content related to: Member Profile

« Clinical Review I Coverages & Benefits

+ Coverages & Benefits

- Demographics Demographics
» Authorizations
+ Claims Authorizations

+ Affinity Help Form
Claims

Affinity Help Form

*PCP indicated in the Header may not be correct. Refer to Coverage Detail Report for actual assigned PCP.

Affinity Provider Portal - PRISM User Guide Page 16
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Member Profile

The member profile section of the

navigator allows you to navigate to Member Profile
the patient’s Coverage & Benefits,
as well as Demographic information. | Coverages & Benefits

Demographics

Eligibility, Coverages and Benefits

One method of coverage verification is by viewing the Coverages & Benefits
section of the navigator.

Coverages & Benefits

| Coverages on File ® View ava
& Benefits Summary &) Coverage Detail Report
Payor/Plan Eff. Date  Term. Date

‘ ®  MC STANFORD ADVANTAGE SENIOR AFMG / MC MA SA001 AFMG PLATINUM 3/1/2017

The Coverages on File area includes:
+ Date filters to display specific information from a specific time
- OrView all coverages on file

® View available coverages as of | 5/8/2017 O View all coverages on file

Affinity Provider Portal - PRISM User Guide Page 17
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Payor/Plan name
Plan Eff. Date
Member ID

Filing Order

Payor/Plan

®  MCSTANFORD ADVANTAGE SENIOR AFMG / MC MA SADOT
AFMG PLATINUM

To view the Benefits Summary for this patient:

+ Click the Payor/Plan red link

Term

Eff. Date

Date

371/2017

Member

12345678

- Or click the Benefits Summary button

Coverages & Benefits

| Coverages on File

) B Covorac ot s
E Benefits Summary | & Coverage Detail Report

Payor/Plan

Emplayer Group

MC MA SADOT AFMG
PLATINUM

Eff. Date

(® | MC STANFORD ADVANTAGE SENIOR AFMG / MC MA SA001 AFMG PLATINUM 3/1/2017

wmg

Ordder

1

® View ava

Term. Date |

Affinity Provider Portal - PRISM User Guide

Page 18



WAAFFINIT Y Stanford
BNV eoicat crour Jp HEALTH CARE

Within the Benefit Summary, you can view:
« Authorization Requirements
+ Type of Service
« Patient Portion

Coverages & Benefits = Benefits Summary EH 0

| MC MA SA001 AFMG PLATINUM
\

| Deductibles/Maximum Out-of-Pocket
|

| MC MA SADO1 AFMG PLATINUM
MOOPs - MC INDIVIDUAL MOOP
Faenily Total Piakel Remmaining Incihichasl Total Pald Rarraaerirny
NA NA N/A $4.40000 $40.00 $4.32000
Services O to

Gexpand Al B Collapse Al

] Ambulatory Surgical Canter

Patient

Type of Service Network & : Level  Applies to s Lienit Remaining®  Hucket
Requited Porion

AMBULATORY SURGICAL N/A Yes-Internal 1 MOOP/DED  100% coins $20000 $20000 MC COPAY PER
CENTERS DAY

No Payment

[ Complex Radiology - Facility Services
Type of Service Network Level  Applies 3¢ Pubiord Lirrut Fomaining”  Bucket
Poution
COMPLEX RADIOLOGY N/A Yes:Inteenad 1 MOOP/DED  100% coins $150.00  $150.00 MC COPAY PER
FACILITY CHARGE DAY
2 No Payment

Click the Ask a Question icon in the upper right corner to submit an Affinity
Help form (See page 46) if you have questions about:

+ Benefits
« Eligibility/Coverage

Affinity Provider Portal - PRISM User Guide Page 19
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Click the Coverage Detail Report to see detailed Eligibility Information.

Coverages & Benefits

' Coverages on File

Benefits Summary I [2y Coverage Detail Report I

Within the Coverage Detail Report, you can view:
« Eligibility details
+ Coverage Information
+ Subscriber Level Information

Coverages & Benefits © Coverage Detail Report L7

Eligibility Information as of 05/08/2017

Eligibility
MC MA SAD01 AFMG PLATINUM MC MA SADOL AFMG PLATINUM SA [106) v-_‘v STANFORD ADVANTAGE SENIOR AFMG
[38000001] [38000001) 138000000)
A v.:.n.-.'.:u CARPER, JOHN KIRKENDALL
Coverage Information
Yes ‘ Mansged Care 03012017
olf - Self ! 12345678 =P No
Subscriber Level Information
1.';4\5r; TAPE s"r;‘v)-‘m‘u.\

Affinity Provider Portal - PRISM User Guide Page 20
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Demographics

In the navigator, click the Demographics

tab to see detailed information about Member Profile

the member.
« Basic Demographics Coverages & Benefits
» Contact Information

I Demographics
PCP and Center

Pharmacy

+ Employment Information

« Emergency Contacts
Demographics ® 0 |
|
Basic Demographics Al
Tapsstrymar, Leo 5000242 poR— Malo V11565 (52 yrv)
Moo Hsparic/Non Latina Married Al

Contact Information
] e

1540 Embarcatero Street 650-555-5555 (Home)

Palo Alto CA 94331 5506566655 (Work)
Additional Info

Stanfoed Mealth Caee Employes
PCP and Center

ot Kirkendall Cacper. MD (510)521-2300 AFFINITY MEDICAL GROUP BUSINESS SEGMENT
Employment Information

Full Teme Stantord
Administrative

Yes

No

No None on file

Emergency Contacts v |

Affinity Provider Portal - PRISM User Guide Page 21
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Authorization Entry

The Affinity Provider Portal - PRISM also offers the ability to create and view
Authorizations for your practice.

+ From within a patient record, click Authorizations in the navigator

There are three Authorization options:

« New Authorization Authorizations
+ Auths by Member

. Auths by Provider I New Authorization

Auths by Member
Auths by Provider

Affinity Provider Portal - PRISM User Guide Page 22



WAAFFINIT

BNV eoicat crour Jp HEALTH CARE

Stanford

Click New Authorization in the navigator.
« Enter a Priority for this Authorization
+ Required fields
- Type
- Start Date

° Click the Default Dates button to automatically insert
a 120 day time range, beginning with today’s date

New Authorization
General

General Information

HNET SENIOR AFMG / MC MA HNET AFMG D89

Note: If an Inpatient type is selected, a required Admission Date field will appear on
the Diagnoses/Procedures tab

In the Referred By section, use the drop down arrow to select the Referral By
Provider which is a list of providers specific to your Tax ID.

Referral By

Provider: @ v Location/POS: ol
Referral To

Provider: @ pel Location/POS: @ pe

Affinity Provider Portal - PRISM User Guide Page 23
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In the Referral To section:
+ Enter the Provider name to which you are referring

Referral By

Provider: @ v Location/POS: el
Referral To

Provider: @ pe Location/POS: @ g el

If needed, click the magnifying glass in the Provider field to expand search
options.

« Click Search once additional search information has been provided

©

Provider Search @
Name: Language: ol
Provider Specialty o Send
Location/Place of Service: 2 City
Saatch Clow Cancel
Once you have located the correct provider:
« Click the red provider name link to select this provider
Provider Search ® 0
& Search Criteria
Neme U0 Langaage
Prowiser Sgaciatty J' Gendet
Location/Place of Service
o
Somech Conae
Search Results: 6 providers found (Next Level) (ANl In-MNet Levels) (All Pravidens)
Siwg) Marchc i A
Rcrard Iy Network  AMG - PINOLE Pdmoery Male
Ma [rawaum
Ay Pudrorary
M Medine
Sewp Modecine
o Mk I Notwork AN - PINOLE JUO Appan Wy Pooke A S04 Ndmonary Mle
Muc Sulte 200 (e
ey Pdmerary
MO Medicone,
Soep Medicine
Wactur e I Network AN, SAN J004 San Patde San Pubda CA $a0e 1847 Padmonary Male
Mau PARLC Towne Center Dsease.
arkary Pdmorary
M Medhcne,
Slewp Modicion v

v Accegs X Cancat

Affinity Provider Portal - PRISM User Guide Page 24
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In the Location/POS field, enter the Place of Service for the Referred
To provider:

Referral By

Provider: One, Testprovider [SO089786) v Location/POS: L
Referral To

Provider: SANKARY, RICHARD MARC [S0029825] jo Location/POS: ALLIANCE MEDICAL GROUP - PINOLE (AMP) | pel

On the Authorization, click the Next button to proceed.

=» Next

Next, the Diagnoses/Procedures will open.
+ Required fields
- Diagnoses
- Procedures

Note: You may enter the ICD-10 code or begin the search by entering the name of the
Diagnosis.

Affinity Provider Portal - PRISM User Guide Page 25
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The example below shows a diagnosis related to hypertension.
« Type “hypertension”
+ Click the magnifying glass to search for terms related to “hypertension”

Diagnoses/Procedures
Diagnoses
Diagnoses (coded). @ hypenension P
Procedures
Procedures (coded): @ el

All matches to the search term will display based on how closely the term

matches a diagnosis.

+ Click the red diagnosis link to select for the Authorization

(Refc-nal by diagnoses: hypertension Sesrch
Search Matches:

; % Name 1C0-10 Codes |
8741% Asymptomatic hypertensive urgency 1160
8741%  Benign hypertensive cardiomyopathy with heart failure (CMS-HCO) Lo
87.41%  Benign hypertensive cardiomyopathy, without heart failure ni9
87.41% Benign hypertensive heart and kidney disease 113.10. N189
87.41%  Benign hypertensive heart and kidney disease with CHF and stage 1 chronic kidney disease (CMS-HCC) 113.0, N18.1.

1509

Affinity Provider Portal - PRISM User Guide Page 26
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The selected diagnosis is now attached to the Authorization.
+ To enter additional diagnoses, repeat the search process.

—————————
Diagnoses/Procedures
Diagnoses )
Diagroses IU,\JNITI P I
Diagnoses
Benign hypertensive cardiomyopathy with heart failure (CMS-HCO) Remove
[1937354]

Similar to the Diagnoses field, you can enter the Procedure by name or by
code, if known.

+ Enter the code or Procedure name and click the magnifying glass

Procedures

Procedures (coded): @ jo,

Multiple results may be returned based on your search.
+ Click the red name link to select

Referral by procedures: | gxe Search

Search Matches:

D Name Group Type
87.41% NUR30 CARDIAC EVENT MONITOR PLACEMENT (RN COMMUNICATION) (aka EXG) Nursing
87.41% EKG29 CARDIAC PATCH RHYTHM MONITOR (aka EXG) ECG
B7.41% DEVIWR DEVICE INTERROGATION W/ REPORT (aka EKG) ECG
87.41% EKGS ECG 12-LEAD (aka EXG) ECG
8741%  EKGB ECG 24HR BP MONITOR (aka EKG) ECG
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Once the Procedure has been selected, you will be able to select the quantity

for that procedure or equipment.

| Procedures

Procedures (coded):
Procedures

CARDIAC PATCH RHYTHM MONITOR [EKG29)

e

Quantity

1

Remaove

Some Authorization types, like Inpatient may require a Note to be included

with the Authorization. The screen below shows a required Note.
« Select Note type from the drop-down menu

- General
- Language Assistance
- Clinical Information Submission

MC REF - General

MC REF - Language Assistance

MC REF - Clinical Information Submission

« Note summary
» Note type

Notes

Note type: | T v/

Note summary:

Note:

Affinity Provider Portal - PRISM User Guide
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If needed, you can also attach a file to this message.
+ Click Add File

Attachment:] Add File

20.0 MB total allowed

Allowed file types: DOC, DOCX, GIF, JPEG, JPG, MPG, PDF, PNG, TIF,
TIFF, TXT, XLS, XLSX, WAV

+ Select a file that you would like to attach to this message

“— Libraries )
Svstem Folder & Svstem Folder
- |

. Computer o , Network
== System Folder ~ System Folder

To complete the Authorization request, click the Submit button in the
lower right corner of the page.

4 Back +" Submit X Cancel Request
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Upon completion of the request you will see the Authorization Details screen.

« Click the Add Note/Attachment button if additional notes or attachments
are needed

| Authorizations by Member * Authorization Details & 0

@ Add NoterAttack

Authorization
Patient Information
v;vx-.av-,‘ iarie Femalo /2511950
Referral Status Info
Referral Status
F\'—(.-ir\') Revew 52417 n V17
Basic Referral Info
Referral Info
;.Qlllli‘(".."w IANE B!‘I’él C."\."i'l.‘;’l'?l‘.' Hm.n;‘ -.':"“..—r {Outpatient)
Referred By
One '.e;rﬁ!m\mv none
Referred To

Sankary. Richaed Marc ALUANCE MEDICAL GROUP - PINOLE nore Planiink Referral (DO NOT REMOVE)
(AMF) v

Click Close patient record to close the Authorization Details page.

Close patient record
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Authorization Review

To view Authorizations for a member, click the Authorization by Member
option in the navigator.

« Click the red Patient Name link to select the patient

Patient Search

Clinical Review

Member Profile I8 search My Patients

Authorizations Name or MRN:

New Authorization Additional search criteria
—

I Auths by Member My Patients Recent

Auths by Provider Patient Name MRN

TAPESTRYMAR LEO 65000242
Clalcas

Use the View Option drop down to view Active or All Authorizations related to
this patient within your organization’s tax ID.

+ Click the red Authorization ID to open the Authorization Detail page

Authorizations by Member

View Option: | Show Active authorizations| V|
Click on the authorization ID to view more information

Search Results: 4 authorizations found

ID Payor Al
5759351 MC STANFORD ADVANTAGE SENIOR BR

AFMG A
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To view an Authorization by Provider, click the

Auths by Provider option in the Navigator. Authorizations

New Authorization

Auths by Member

Auths by Provider

Based on your Tax ID, select the Refer To Provider. You may also search by date
range, referral status and scheduling status.

Authorizations by Provider

Enter a date range and press Search to display effective authorizations.

Incoming ©® Qutgoing

Creation Dates
& Alper, Michael Robert, MD N 7 Aetna Denied A from: | 1782006 M
LI Apte, Nikhil Manohar, MD o Authorized Pending IV To [ sppor @

| Balasubramanian, Sangeetha, ! Authorized Pending LOA
Boparal, Vandana, MD o Authorized v
] 8road, William Gowing. MD ¥ Canceled
] Chee, David Zaw Lin, MD B Select al 59/59
Chirurgi, Valerie Ann, MD
] Clutter, Dana, MD
(] oham, Shefali, MD ¥ Additional Info/Records Rec... o
| Eaton, Scott David, MD ¥ Auth/Referral Expired
Emwisle, Cheistopher Robert, MD o Called 1x
[ Estakchei, Mary Elizabeth, MD ViCalled 2x
[J Hy, Charlene, MD v ¥ Canceled - Created in Error
Joshi. Nitin Dilip, MD ¥ Canceled - Duplicate D search
Select al 1/49 ) select all 25/25
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Results will display based on search criteria used.
+ Click the red Referral ID number to view Authorization detail

Authorizations by Provider

Edit search criteria

Click on the authorization ID to view more information about that

Search Results: 37 authorizations found

IR[;eferraI Patient Name Status Sched Status
5759351 TAPESTRYMARLEO Authorized  New Request

Click the Ask a Question icon in the upper right corner to submit an Affinity
Help form (See page 46) if you have questions about:

« Member Authorization
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Claims

After a claim is submitted, use the portal

to view: Claims

« Claims by Member
« Claims by Provider

I Claims by Member

Claim by Provider

To view Claims by Member, click the Patient name in the My Patients tab

or use the search bar to narrow your results.

Claims

I Claims by Member

SEREDA,CARL E
Claim by Provider

My Patients Recent

Lal*

[ [] Pa

Patient Name MRN
Affinity Help Form TAPESTRYMAR,LEO 65000242
Affinity Provider Portal - PRISM User Guide Page 34
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Claims by Member is used to view claims specific to your tax ID.
+ Select Provider

+ Claim #
« Svc Dates
« Status
Claims Inquiry
Select a Provider: v
Claim # Sve Frm Dt Clm Rev Dt Status

2756537 03/06/2017 05/08/2017 Recetved - Processing
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You can also view important claim detail by clicking the red Claim# link.

Claim #2756537

Member
Name Member ID
Tapestrymar, Leo 12345678

Claim Dates
Date Received

05/09/2017

Coverage

overage Used

MC STANFORD ADVANTAGE SENIOR AFMG, MC MA SAD01 AFMG PLATINUM

Status
Claim Status

Received - Processing

Physician

Jung, Jesse Jeno

Vendor
EAST BAY RETINA COUNSULTANTS

Place of Service

Diagnoses
RO1.1 (ICO-10-CM) - Cardiac murmue, unspecified
H433812 (ICD-10-CM) - Vitreous degeneration, left eye
H43.391 (ICD-10-CM) - Other vitreous opacities, right eye
H52.13 (IKD-10-CM) - Myopia, bilateral

Procedures, Medications
ProcedureMedation From Date To Date
99213 - EVAL/MGMT OF EST PATIENT 03/06/2017 03/06/2017
LEVEL 3 CPT(R)

Claim Totals
T ) f Patiort Total Net Payabie intorest

21962 8561 000 0.00

Check

Norw

SSN
30030 J000¢
Service From Date
03/06/2017
Method Used
Primary Coverage
sty Hilled Amt Net Payabile
21962 0.00
Peraity Date Received Seevice Dato
oo 05/09/2017 03/06/2017

Affinity Provider Portal - PRISM User Guide
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To view claims specific to your tax ID, click Claims by Provider in the Navigator.
« View claims by Providers, Vendors or Claim ID
« Filter results by Service Dates
+ Click the red Claim # link to view claim detail

Claim Search

Clinical Review
| Providers Vendors  Search By Claim 1D
Member Profile

Claims for Jung, Jesse Jeno, MD

Authorizations -
ISG""Ce Dates: | 11172017 R fate = O search I
Cnme Claim # Member Name Vendor
Claims by Member
2756537 TAPESTRYMARLEO EAST BAY RETINA COUNSULTANTS
Claim by Provider
2756536 TAPESTRYMAR LEO EAST BAY RETINA COUNSULTANTS

Click the Ask a Question icon in the upper
right corner to submit an Affinity Help form
(See page 46) if you have questions about:

« Claim
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In Basket

Similar to an email account, In Basket allows you to communicate with other
providers and Affinity Provider Services.

There are two primary methods to access the In Basket.
+ Use the In Basket shortcut at the top of the home page

In Basket

« Or, click the In Basket link in the Features section of your home page

i Features-

2 Patient List: View or enter eligibility, claims, authorizations, or medical records for patients you are
currently associated with.

Add Patient: Establish an association, and view or enter eligibility, claims, authorizations, or medical
records for patients not currently on your Patient List.

<) JIn Basket: JAccess your secure messaging tools.
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There are two navigational options when viewing messages by type:

+ Click a message type on the
left side of the screen My In Basket

= My Messages

B Affiliate Message

B Affinity Responses

B Inpatient Notifications (15)
=

New Msg Refrest
Favorite Searches

No searches found Consolidated In Baskets

CTF Done’d Messages Xy
Done’d Messages X Kee
High Priority Messages X

Postponed Messages ¥ Ke

Folder Summary - My Messages
Affiliate M e

0/3 Inpatient Notifications 15/26 Outpatient Notifications 55/59

Affinity R

New messages are indicated in bold next to the message folder.

In this example, there are 15 new messages and 26 total messages within
Inpatient Notifications folder.

Inpatient Notifications 15/ 26
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EXByY Messages R > = = X : el )
i Affinity Responses
i Inpatient Notifications (14) fririty & Status Mg Date
i Outpatient Notifications (52 Reed  10/02/2015 844 AM  TEST, PAUL stgt

Affiliate Message allows you to view messages from other providers.

Affinity Responses allows you to view messages from Affinity
Provider Services.

In Basket can also provide automatic notifications to keep you informed about
your patients. These are called Events. Each automatic notification is given an
Event Type.

I Affinity Responses (32) tiotity A

~
il Communay File Uploads Read Test. Lauren ADT Admission
& Inpatient Notifications Resd  Test Lausen ADT Admission

8 Outpatient Notifications (7)
8 Referral Notifications (3)

Read Test. Lacoen ADT Admission

® B o®mom oo

Read Test, Lawoen ADT Admission

Inpatient Notifications provide automatic alerts when one of your patients is
admitted to Stanford Emergency Department.

+ This Event Type is called ADT ED Arrival.

Or if one of your patients is admitted to a Stanford Inpatient Unit
« This Event Type is called ADT Admission

Outpatient Notifications provide automatic alerts when one of your patients
has been seen at a Stanford outpatient clinic.

+ This Event Type is called a Close Encounter.

Referral Notifications provides automatic alerts when a referral/
authorization request that you submitted has been approved.

+ This Event Type is called Referral Authorized.

Or if a referral/authorization that you submitted has been denied

+ This Event Type is called Referral Denied.
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You can choose the types of automatic alerts you want to receive.

Click on the Utils icon.

Then click on the red Event Settings link

Utilities w0
User Settings
Patient Selection Preferences User Demographics
Specify the patient salection method that you would like to use by default Update your user demographics.

Set Default Page
Choose the page that appoars by default when you fog in or select a
patient

Event Monitor Settings

Manage your Event Mondtor settings.
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In Event Settings, you have several options to customize the automatic
notifications you receive:

« Event Filter
+ Relationship Filtering
+ In Basket Settings

Utilities * Event Settings

Customize when and how you are notified when an event is triggered for one of your patients. Existing notifications will not be
Note: Due to privacy concerns, you may not be notified of sensitive events
Event Filter ©

¥ fvents I Will Receive

. ADT Ademission

v ADT ED Amival

¥  Close Encounter

¥ Referral Authorized

o  Referral Denied

Relationship Filtering ©
Notify me for
All events for patients in my group
% Only events associated with a provider. department, or vendor in my group (recommended)

Only events associated with certain pravidees, departments, or vendors

In Basket Settings ©
Allow my messages to be handied by
%) Any user in my group

Only me

Once you have made your choice,
click Accept to complete the process. " Accept ¥ Cancel
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To view a message, click the corresponding check box.

| o
New Msg
[ Priority &

{ O
v
]

& 5 X
Refresh  Reply Forward Done
Status Msg Date Msg Time  Sent By
Read 10/02/2015  8:44 AM TEST, PAUL
Pend 04/21/2016  9:29 AM SHAIKH, SARFRAZ
Read 08/31/2016  4:20 AM WOOQODBURY, SAM

3 5
Select Patient Sort S
Subject
sfsgf
Pt Seen Today

RE: Test Message for Epic SU 5.0

+ The message displays in the lower half of the screen

Pt Seen Today

Shaikh, Sarfraz ** Three, Testprovider

Hello,

Dr Three

Once you've read the message, click the Done button to remove it from your
In Basket.
+ By clicking the down arrow, you may also choose to Pend the message
for later viewing or mark it as Read to indicate that this is no longer a
new message.

B < &
N Msg : Kol Repl ’ ]
nority A tat M t Msa P
Read 100272015 844 AM
v Pend 042172016 929AM
Read 08/31/2016 420 AM
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To send a new message, click the New Msg button in the toolbar.

P e & =
New Msg Refresh ~ Reply Forward

You may also select the message type by clicking
the downward arrow next to the New Msg button. B 3
D Refr

I New Msg

Affinity Help Form

) IGeneral Messagel

L | m— | -

General Message is the standard form of messaging with Affiliate network
providers. When clicked, you will see the New General Message form.

+ Required fields must be completed to send the message
- To
- Note
- Priority (optional)

In Basket © New General Message

' This message will not be saved to the patient’s chart.

T0. @ o [ Priority
High
Subject. & Routine
Patient: JO  Use Abelgas, Virgilio LW
Phone: Call Me
Note: @
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Once you have entered all required information, click the Send Message
button in the lower right corner of the screen.

v Send Message X Cancel
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Affinity Help Form

Affinity Help Form is another type of messaging within the portal. Help Forms
can be sent from the home page, but can also be sent from within the patient
record and are directed to Affinity Provider Services.

From the In Basket, click the down arrow
next to the New Msg button.

« Select Affinity Help Form New Msg E Ref

Affinity Help Form

General Message

Or, from within a patient record,  Member Profile
click Affinity Help Form in the navigator.

Authorizations

Claims

ffinity Help Form

Send Message

Or click the Ask A Question icon found on the
upper right hand corner of various screens.
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Next, select a Topic to best describe the reason for contacting
Provider Services.

+ Each topic also determines where your message is routed

In Basket - Affinity Help Form

Topic: (2]

[<

Summary:

Priorlty —

High
@ Routine
Low

Each Topic may require different information to be provided before the

message is sent.

Topic: @ ||
Claims Appeals (Web)
Referrals/Authorizations (Web)
Eligibility/Coverage (Web)
Benefits (Web)

Provider Information Issues (Web)
Other (Web)

Summary:

Affinity Provider Portal - PRISM User Guide

Page 47



=g

WAAFFINIT Y Stanford
BNy co i cat crour g HEALTH CARE

For example, by choosing Other (Web) you can see that several options
become available.

« Summary
« Select Patient

Topic | EUFETUESHE | Priority
OH igh

Summary: ® Routine
O Low

Patient

Patient: Abelgas, Virgilio [31393267]) Change  Clear
Details

Details: @

Additional Documents
Documents:  Add File

20.0 MB total allowed

Allowed file types: DOC, DOCX, GIF, JPEG, JPG, MPG, PDF, PNG, TIF,
TIFF, TXT, WAV, XLS, XLSX

Note: As previously mentioned, you can also send Affinity Help Forms from
within a patient record. Otherwise, use the Select Patient option to document
patient information.
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An Additional Document can also be attached to the message.
+ Click Add File

'Additional Documents

Documents: | Add File I

20.0 MB total allowed

Allowed file types: DOC, DOCX, GIF, JPEG, JPG, MPG, PDF, PNG, TIF,
TIFF, TXT, WAV, XLS, XLSX

+ Select the file you would like to attach to this message

Libraries

S System Folder ’& System Folder
- -

. Computer , Network
|- System Folder & System Folder

« Choose the Type of attachment
*

& Type
test.docx

Other

Coverage Attachment
AP Claim Attachment
Benefit Plan Attachment
Referral Attachment

By clicking Submit, the message will now be routed to Affinity Provider
Services. You will receive an automatic reply in your In Basket confirming that
your Affinity Help Form was successfully submitted.

Click Submit to send the Affinity Help Form.

" Submit
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Manage My Clinic

Located in the Utilities section of your home page, Manage My Clinic allows
you to register delegates, such as office and clerical staff.

Click on the Utils icon.

Then click on Manage My Clinic.

User Settings

Patient Selection Preferences User Demographics

Specify the patient selection method that you would like to use by default Update your user demographics,
Set Default Page Manage My Clinic

Choose the page that appears by default when you log in or select a View and update your clinic’s users.
patient.

Challenge Questions

Set challenge questions 5o that if you forget your password, you can reset
it by answering the questions correctly.

Within the Manage My Clinic you are able to:
 Create and Edit Users
» Deactivate Users

To add a new User, first click on the Requests tab, then Request New Account.

Utilities © Manage My Clinic D 0
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You will be directed here where you will make a selection from the right side of
the screen based on your job role (Refer to page 3).

| e s |
prism 3
L 8 ¥
i u At
3 3

Choose Clinical & Administrative Access if the new user has a clinical job role
such as physician assistant, medical assistant, registered nurse, etc.

Choose Administrative Access Only if the new user has a non-clinical job role
such as billing manager or receptionist.

« All users associated with ancillary providers or facilities such as home
health, DME, skilled nursing, ancillary surgery centers and diagnostic
facilities must choose Administrative Access Only.

Once you make your selection, you will be directed to an online application.
Complete the application with the new user’s information filling in all
required fields.

New Account Request * PlanLink Clinical Staff

Fields marked * are required. All r ining fields are rec ded to help expedite your

Name [Last First]: *

User group: * v
Email [this will be your username]: * Work phone: *
Specialty: ™ v
iated iders: List the providers this user works with
Provider name: ™ Add
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Once all required fields are completed,
click Submit Request to complete  Submit Request % Cancel
this task.

Once the new user application has been submitted, you will receive a
confirmation message with a Reference number.

Moow Accommt Reguest | Contematan

s # 11308504

The new user will also receive a verification email to the email address
provided in the application.
« The new user must click on the link to verify the email address

APrism DRAFFINITY

We have recoived your request 1or a new user sccount to Alfinity Provider Portal. For security reasoms, we need to verity your email address before creating your account
To verity your emall sddress, please click on the following fin

Ve seven days frerss botore the request is auto-cancelied, i you are ur v valida addross w v
subenit your request by chicking on the “New Usees” button located at https//prism stanfordhealthcars ong/PRISM/Login/PlanLinkiogin aspx

ut goal s to peavide tast, dependable, and

Lastly, the new user will receive a confirmation message stating that the
application was submitted successfully.

« A confirmation email will be sent to the email address provided in the
application.

Once your application has been processed, the new user will receive another
email which will have his/her:

- Username
- Temporary password
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Site Verification

If you are an administrator, you will be required to periodically verify your
office’s users. Upon login, you will see this message:

Verify Now Verify Later

Once you click Verify Now, you’ll see a list of your office’s current users.

Utilities © Manage My Clinic L 7
Site Verification
User Group: All Grougs v/
Active? Name Login 10 Provider Last Login X
v Yes Nurse, Susie $0060739 Yes 2/3/2014 935 AM
Biller, Fred 50025459 Yes

Yes and No will appear under the Active? column. All users will be marked
“Yes” by default.

« If anyone has left your office, click the No box next to that person’s
name. That person’s account will then be deactivated.

Once you have reviewed the list, check the Acknowledgment box then click
Verify.

Acknowledgement

DZ hereby acknowledge, affirm, and agree that the user information stated here is true, correct, and complete to the best of my
knowledge and belief and is fumished in good faith.

v Verify X Cancel
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Logging Out

At the end of your session,
always click the Log Out button
to ensure your workspace

is secure.

Help

For Affinity Provider Portal - PRISM login or technical issues, call:
(650) 723-3333

For eligibility, claims or authorization issues, call:
(800) 615-0261
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