SPARCS Portal Reference Guide — Direct Customers 2018

This guide will show Direct
Customers how to access
the SPARCS Portal.

https://optumconnectivityport

al.force.com/OptumConnectivi

tyCustomerPortal/s/

Here the customer will
click on the ‘Direct
Customers’ button.

Once the button is clicked,
the customer will be led to
the Customer log in page.

For the customer to log in
they will need to enter
their ‘First and Last
Name’ and their ‘User ID
and PFI'. Then select the
type of case they want to
create.

(Tax ID = PFI and must
contain 9 digits by using
leading zeros. i.e.,
000+123456=000123456)

(To find the User ID, refer to
page 3 of this guide, third
example.)

To open a new case the
customer will select the
“Create Case” tab and
choose “Claim in the drop
down menu.

Q OPTUM Saarch... - LOGIN

f

Welcome, to The Optum Connectivity Portal. The portal enables our partners and direct clients the ability to connect with Optum’s
Support Team. An Optum technician will answer your questions about our services, enrollment, installation status as well as provide
you with all EDI technical support

Optum Customer Service and EDI Support hours Of Operation:
Our Support technicians are available from 7:00 a.m. — 5:00 p.m. MST

Customer Support Contact Information:

Customer Support Representatives can be reached by phone at (866) 367-9778. You can check the status of an existing incident or
case or open a new service request incident case 24 hours a day, 7 days a week. It's simple just log in, click on the Case Status button
and you can review an existing ticket or create a new one.

Optum Maintenance Schedule:
Thursdays from 9:00pm MT - 11:30pm MT
Sunday morning from 9:00am MT to 12:00pm MT is reserved for infrastructure maintenance and system upgrades.

—

Frequently Asked Questions

FirstName= [ op 0 USERIDT | 705+ 5 Digits

Last Name™ Adams Tax ID:* PFI

SEARCH AND COMMENT

Select the type of Case you want to
create

Claim
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Here the customer will fill
out all the required fields
(*) in the form and click
‘Save’ at the bottom of the

page.

Below is a description of
the data being requested
in each field.

Payer ID: NYSPARCS

Patient Name: Subscriber or
Patient Name

Member ID: Plan’'s member
identifier for the subscriber

Date of Service: Statement Dates
or Date of Service

Billed Amount: Total Claim
Charge Amount

Date Submitted: Date the
transaction was submitted

ECT Number: DO NOT USE

Patient Account Number:
Provider/Facility generated unique
number used for retrieval of an
individual’s records

Subject: High level description of the
issue

Description: Brief description of the
issue

2018

- SEARCH AND COMMENT

Select the type of Case you want to
create

Claim

Contact Email-* [ Email of the contact opening the case ]

Hp [ DUMMY NPI ]

ICASE INFORMATION

Action:®

[ Rejection A ]
CLAIM INFORMATION
PereriD” [ NYSPARCS ]
Patient Name:™ [ ]
Member 1D [ ]
Date of Service™ "
&
Billed Amount=™ [ ]
Date Submitted:* _
&
ECT Humber: [ DO NOT POPULATE ]

Patient Account Mumber:*

Subject [

Description:*
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Here the customer will
click on the ‘Search and
Comment’ button.

Once the button is clicked,
the customer can select
‘All Cases, My Cases or
Case Number’.

When the customer wants
to ‘Comment’ or ‘Attach’

to a case, they will click on
an ‘Action’ button.

To create a new case
comment, click the yellow
‘Action’ button. Type the
new case comment in the
‘Comment’ field, then
click ‘Save’.

2018

Qoprum -

Firsthame: | Jagnas J

n ]

USER 1D [

Tax D= [

| |
CREATEC I
| |

My Cases
ACTION CASE NUMEER b1 Case Mumber | STATUS CREATED DATE/TIME OWHMNER
(alls] 120620171401 Test Case 12:06:201.. New Dec 6,2017 3:22:17 P... Case Enraliment Q...
6] 120620171400 Test Case 12:6-2017 .. New Dec 6, 2017 2:07:58P... SalesAdmingharsh
G ]] 120420171389 Claimenralimentreq.. Open Dec4,20178:36:45P.. EN Envallments [E...
a] 120420171386 Claim enralimentreg..  Open Dec4,2017 £18:08P.. EN Enraliments [E...

l First Name:* [H“ ] USER D [ ]
OPTUM Last Name: [Mm ] Tax IO [ ]
CREATE CAS| I
| |
Caze Search, Comment and
Case Mumber - [ 1Z200017STIER I -
ACTION I CASE NUMEER SUBJECT STATUS CREATED DATETIME OWNER
0 I 1IMANTEIZEBA AV 09269935 Eligikifity Re . Pending Payer Response Dec17, 2017 1L0G00PM  Troy Kovalski

Mew Case Comment

COMMENT DATE

COMMENT CREATED EY

Frome Kowslski, Troy O
Sent: Wednesday, February 14,
2018823 4M
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To add an attachment,
click the brown ‘Action’
button. Then click the
‘Upload Files’ button and
select a file, then click the
‘Save’ button.

If the customer log in
information is incorrect,
this is the error message
that will appear. Click the
‘Okay’ button and re-enter
the correct customer log in
information.

To locate the customers
User ID, log into the
account and locate the
customer name in the
shaded box. Click the box
‘Show Details’ and the
User ID will show next to
the customer name.
(Example ZCS + 5 digits)

MNew File Upload

Attachment
| UpioziFies | Grerosdies |

UPLOADED DATE ATTACHMENT MAME

Contact Not Found

Contart detzils are no# found. Plesss try azain.

Link

Billing Entity (TIN, NPI)
Customer (OrglD):

e N Y
P2 ~
[¥] Show Detail

QOPTUM" Intelligent EDI

Home = Clams¥  Payments ¥

. ) . FAVORITE REPORTS SAVED SEARCHES
Claims View databy Status | Payer ‘ Provider | Top 10 Rejection Reasons N
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Contacting Customer Support

Hours: 8am — 7pm Eastern
Phone: 844-225-3719

Online Ticketing Portal:
https://optumconnectivityportal.force.com/OptumConnectivityCustomerPortal/s/

When calling Support you will need to provide the information below to validate
your identity and open a case:

*»* Your Name
< PFI
Company Name

)
L X4

L X4

Contact Information — phone number or email address


https://optumconnectivityportal.force.com/OptumConnectivityCustomerPortal/s/

