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Providers new to the CAQH Universal Provider Datasource®

Registration and Login

Function Description
GOOgIE [ V]G0 4 =T POpUpS ORAY [ -
CAQ—I/ ' Registration
TR T T e If this is your first time entering the Universal

HOME CONTACT FAQ HELP

Provider Datasource, you must first register:
1. Open your Browser (Internet Explorer, Netscape,

% Welcome Lyl etc.) and enter the following URL in the Address bar:
@ Userrame: https://upd.cagh.org/oas/
ip9 2. Press Enter.
el P 4 Dﬁt&ﬁlfCﬁ Password: The Universal Provider Datasource Welcome screen
.‘K Y 4 : will display. NOTE: Hover over the bubbles on the
(T oo Milestone: Welcome screen to view text related to each
J 500,000 Registered Providers = section. Click on the bubbles to open a specific
- (4 Tk o b g CAGH T section.
s o ey o4 bl g 7 3. Click the Logging in for the first time?
4 ;?;{:i';x};:;figg: d\ i\ iy pasaord hyperlink. The Getting Started screen will display.
pomct , SN L ) . . .
== once ond for al, put paper v This screen provides a high-level overview of the
iptcutons i fafipees Dk Refernca e online application including a summary of
Patcpatry L information required, suggested materials to have
o e pacta available, and an estimated time to complete the
that seeks to make the pravider credentising e online portion of the process.
process more efficient for providers as well as T . .
healthcare organizations. By creating an online 4. Choose NEXT to move to the Authent|cat|0n
database that collects all provider information
rieressary for credentialing, CAQH hopes to screen. .
5 alirminats tha nansrantk and haccla that man 5 Enter your CAQH PrOVIder ID from your Welcome
packet.
6. Enter at least one of the following additional
et e e e et pieces of information (the more information
o provided, the better the match response):
Authentication « Social Security Number (XXX-XX-XXXX)
As the system is launched in each state CAQH Provider IDs will be sent to each provider in » Date of Birth (mm/ dd/ YWY)
participating health plans, If you have received a CAQH Provider 1D, please enter the following « DEA Number
authentication information, After successful authentication, you wil be able to generate your
owih unique password and begin using the system, « UPIN Number
7. Click NEXT.

CACH ProviderID (Required): |

You will be authenticated if one of the following items
matches our records. Please provide as much of the data
below as possible.

Social Security Murnber:
Date af Birth (mmddyyyy):
DEA Murnber:

LFIN:

License Number:
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Registration and Login

Function

Description

Registration

E-rnail:

Confirm Your E-mail:

INeumAssoc@email.mm

|NeumAssul:@email_mm

Authentication successful. Please enter the following information to set up your CAQH
Application Systern account. Fields marked with an asterisk (%) are reguired.

8. Enter your registration information. NOTE: The

Contact Method is how you are notified concerning
the status of your application by the system. Keep
in mind whether many of these messages are sent
overnight, so you may not want to enter your
home fax machine number.

. Click SUBMIT.

e el Sﬁza“s), | The Registration Successful screen will Display.
CC E-mail 2 (for I . . . . .
reminder e-mais): If the registration is unsuccessful, a dialog box will
FaX: [a13) 5551212 appear indicating the field(s) requiring
Conﬁ;m YorFa  [Ei35e5z1z | attention. Re-enter and click SUBMIT.
MNurnber
Contact Method™: € E-mal
@ Fax
(e [ewosssoe e T e 1
Usernarme™: characters bong.
P RS
Confirm Yaur Im—
Password™;
(«Back  )( susmiT» )
o — Log In
Registration Successful S AR 1. Enter the Username and Password you just
Username: 1 H 1
Congratulations! You he_we b_een successfully registered with the Practice Administrator Modu\e. besont Created durlng the ReQIStratlon process'
thiu[ﬁ[f;ia?lrgtighge?r:nhﬁl?ugnt‘he systamn, enter your Usermame and Password to the right, e 2. Press the Log In button' - . -
ﬁﬁﬁﬁﬁﬁ 3. If you are unable to authenticate yourself within
ree tries, you wi u wi
three tries, yo Il be locked out and will need to
i e call the helpdesk for more help.
E-mail m passwore d
UPD Quick Reference Guide vl -3- June 27, 2008
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Start Page, Bubbles and Tabs

Function
Start W Prepare § Answer §  Audic  § Authorize W  Attest ' Attachments
Start Page
0 v Y4

Tutorial

Complete /
Your Activity Log

-~ Select this button to

. LI|:I|_dattt_a e view a tutorial that

nELaton Select this button to desiﬂ?,jxgg, use
view accaunt activity, o rntoin

’I‘. N
v DataSource.
\ (Requires Flash.}
(" AY4 ™

Select this button Print Application
tostart the Re-Attest

applcation - o Select this button to

o Select this button to view and print a
re-attest that current farmatted application

provider information is and supporting
up-to-date, documents For your

recards.

p AN /. J

process
update your
spplication data.

Terms of Service

In ordr to daploy systar enhancaments and upgrads, CAQH reservas the right (o axercice a maintananca period sver
Saturday from 12 aan-ta 6 aim. CT. I mainlenance i equred, a message vl be diplayed n e o the spplication
during this peried.

&1 Done

¥

G

How do I use the Tahs?

Description

Start Page
From the Start Page you may click on one of the Bubbles

to:
« Complete/Update Application — Click on this bubble to
start the application process and begin entering

your provider information.
« Your Activity Log — Click on this bubble to any activity,
any updates you have made to your data, any system
messages sent to you, etc.
« Tutorial — Click on this bubble to learn more about the
Universal Provider Datasource.
« Re-Attest — After you have completed the application
the first time, click on this bubble to re-attest that your
information is current and up-to-date.
« Print Application — After you have completed the
application the first time, click on this bubble to print
a formatted application and supporting documents
for your records.

From the Start Page you may click on one of the Tabs
to:

« Click on the Tabs to the Left — To move through the
system to get to a specific section of the application.

« Log Out — use to log out of the system

(information not saved using a NEXT or

SUBMIT button will be lost — see Completing the Application
for more information).

« Edit Account Information — To edit

your account information (change your primary method
of contact that the system uses to notify you) and/or
change your password.

« Contact Us — The phone number, email address and
hours of operation of our Help Desk if you have any
questions or problems when completing or updating
your application.
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Completing the Application

Function

Description

Start W Prepare § Answer §  Audic  § Authorize W  Attest ' Attachments

EDIT ACCOUNT  CONTACT

Start Page woider Mame
Firstname M Lastname
P o ™ /7 N Prowider D
Tutorial 1231
Complete / - Select this button to
. Uy I_dattt_a W) Your Activity Log wiew a tutorial that (hEP)
pplication Select this button t describes how to use —
S view account activicy. the Untversal
o > ' Credentialing How do I use the Tabs?
. DataSource,
{ (Requires Flash.)
e N
Select this buttan Print Application
to start the Re-Attest
applcation - o Select this button to
e Select this button to view and print a
e re-attest that current farmatted application
e provider information is and supporting
up-to-date, documents For your
p AN /. J

Terms of Service

In ordr to daploy systar enhancaments and upgrads, CAQH reservas the right (o axercice a maintananca period svar
urday from 12 . o6 am. CT. Ifmainlenance s required, 2 message wil be displayed i e of the spplcatio
during this peried.

LOGOUT  EDITACCOUNT - CONTACT

Answer | Authorize f  Attest T Attachments |

Provider Mame
Firstname M Lastname

Prepare

Before you begin completing your application, we must first determine which application is right for

you. This is determined by your provider type and primary state of practice. i’;gdle' D

wihat type of provider are youp MD v (hee)
How do [ use the Tabs?

In which state does your primary office reside? WA, ¥ what does “practice exchusivel
withir the inpatient setfing
mean?

Do you practice exclusively within an inpatient

O ves @ ha

setting?

" FOR AFFORDABLE QUALITY HEALTHCARE

Prepare Answer ¥ Authorize Attest T Attachments JclE EDIT ACCOUNT co|

Provider Mame
Firstname M Lastname

CAQH Universal Application

v

Personal Information - Go To Specific Sections —

Provider ID

1231

Basic Personal Information
()
Last Mame: Lastname
. Do I use my \egal name or thel

Bl iisiname narme under which T practice?®
Middle Name: M Should 1 list my nickname in

Other Marnes?
Suffix; Il 5
Have you used other names? O ves O Mo %ﬁw

Click Add to enter Other Names Used.
Do I have to EWE you my Soc|
Security Nurnber?

Last Mame:  Singlelastname
. . . Can I enter a P.0O. Box as m
First Marne:  Firstname home maling address?
Middle Mame: M
Icicle Hame What if T don't know my ZIP+
Suffix: code?
Start Date: How can T find out my ZIP+4
code?
End Date: e
(CEDIT ) (_DELETE )

Why is m§ home address
requested?

What does Audit do?

Birth Date {mmddyyyy): 11/30/1951

Start Page
Click on the Complete/Update Application bubble.

NOTE: As you move through the system, be sure to use
the NEXT, BACK or AUDIT buttons before leaving a page
where you have entered or changed data to ensure the
information is saved.

Prepare Tab
" Use the Prepare Tab to begin the application entry process

or to make changes to your provider type, primary practice
office state or hospital-based provider information.

1. Select your provider type from the drop-down list.

2. Select your primary practice office state from the drop-
down list. NOTE: If you move your primary practice
office to another state, you must change the state here
to ensure you are completing the correct application.

3. Select Yes or No to indicate if you practice only in an
inpatient setting.

4. Click NEXT to advance to the ANSWER tab and the
Personal Information page.

.—Answer Tab

Next, Audit, Back Buttons

As you complete each page, use NEXT to move to the
next page or section of information. You may click
AUDIT before leaving the page to identify any errors
or missing information on that page.

The BACK button will return you to the previous page.
REMEMBER: Click NEXT, AUDIT or BACK to save the
information for the page you are currently on.

Add, Delete, Edit, Import, Update Buttons
As you work through the Answer tab, many pages
will include ADD, DELETE, EDIT, IMPORT and UPDATE
buttons.
— Use ADD to add another occurrence for an item or new
sections to Answer tab pages. The Add button will bring up
an additional window. After entering information, use the
UPDATE or CANCEL button on the window to update/save or
cancel information.
Note: Do not use the close window (X) button in the
top right-hand corner of the window. This will update
the ADD button on the Answer tab page and change it

How does the GoTo menu
rh c el T to CANCEL. If this happens, click the CANCEL button
o and it will update back to ADD. Check the information
you entered to assure it was updated/saved.

— Use EDIT to edit information within the additional

occurrences or sections.

— Use DELETE to delete an entire occurrence or section of
UPD Quick Reference Guide vl -5- June 27, 2008
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Completing the Application

Function

Description

information.

- Use UPDATE after you have entered information in a new
window to save the information.

— Use IMPORT to bring information entered in the

Practice Administrator Module into your application, reducing
data entry necessary for some sections. IMPORT is only
available on the Practice Locations, Hospital Affiliations and
Professional Liability Insurance pages. You will only see this
button if you are associated with the practice manager. The
association is done by the practice manager in the Practice
Administrator Module.

¢ IMPORT Practice Location — adds a new practice
¢ IMPORT Health Care Facility Affiliations — adds
a new affiliation(s)
¢ IMPORT Professional Liability Insurance — adds a
Professional Liability carrier(s)

CAQH Universal Application

Practice Details

Physician GroupyPractice name to
appear in the directory: Kansas Practice Location

601 Pennsylvania Ave

EDIT ) ( DELETE ) ((COPY PRACTICE

Practice Locations —GoTo Specific Sections— v 0

If you have not aready done so, please dick the “Edit” button under
each practice location to complete the required information. Click Add to
enter a practice location that is not already listed below. Click Import to

irmport data that your office staff may have already entered for you, (IMPORT ) How do [ use the Edit, Coy
Practice and Delete Button]

Kansas City, KS 99234-3452

EDIT AGGOUNT

P larne:
Joanne L Kansas
403

(HELR)

What does Capy Practice df

Do I need to enter forsign
Primary Practice practice focation iformatioy

How does the GoTo menu
Worl?

Vhat does Back do?

1s my information saved wi
I0g out?

PRACTICE LOCATIONS DONE
How da [ use the Tabs?

Practice Locations

Use the ADD button to enter a new location or use the
IMPORT button to import practice locations information
entered by your practice manager in the Practice
Administrator Module. The Practice Locations section contains
multiple pages for each location.

Providers who indicate that they practice exclusively
within the inpatient setting are not required to complete the
Practice Locations section.

Using the ADD Button

1. Click the ADD button next to Practice Details to enter a
new practice location. Page 1 of X (based on standard
vs. state application) for this location will display.

2. Use the NEXT and BACK buttons to move through the
pages and enter information.

3. Use the VIEW PRACTICE LOCATIONS button to
return to the Practice Locations page.

4. Use the AUDIT button to audit entries and save the
information.

5. Use the NEXT button on the last page to return to the
Practice Locations page.

6. Click PRACTICE LOCATIONS DONE to move to the next
section.

Data Audit

Mow, it is time to audit your application.

W X e X e Yl iivorze W et W atachrents

You are required to audit your data before submitting it to the CAQH database. The audit process
ensures that your application is free of errors by flagging questions where problems are found and
enahling you to make the necessary corrections. Click Run Audit to begin the process,

EDIT ACGOUNT | GONTAGT

LoG ouT

Provider Name
Joanne L Kansas

Prowider ID

()

How do T use the Tahs?

RUN AEIDITD)

Audit Tab

When all sections of the Answer tab have been completed,

choosing NEXT on the last page takes you to the Audit tab.

The audit process checks your data and flags areas where

problems are found.

1. Click RUN AUDIT.

2. If your application is error free, you will receive the Data
Audit information is valid screen. Click NEXT to move to
the Attestation tab.

If errors are encountered, the Data Audit screen will
display with a list of the errors, details and links to

UPD Quick Reference Guide vl
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Completing the Application

Function

COUNCIL FOR AFFORDABLE GUALITY HEALTHCARE

Data Audit

Your information is valid and has passed the audit process.

NEXT »

¥ = ¥ - ¥ - Yo o ¥ = T o)

Data Audit

The audit has detected one or more items in your application that need attention. The items are
categorized as either required fixes, or suggested fives. Required items must be corrected before
you wil be alowed to complete your application. The suggested fixes are items that seem irregular,
or that may not apply to all providers. You may complete your application with suggested fixes
remaining.

Required Fixes

These items must be fixed before you can complete the application. Each item describes the field
where an errar or omission has occurred, a description of the errar and a hyperlink to the page
where the error has occurred. Click "Carrect this error” and make the required change(s). You wil
be brought back to this Audit tab after each required correction. Continue until all required fixes
are addressed.

Education
Field Error Action
Degree Please indicate your professional degree, Carrect this error

Suggested Fixes

These items are those that appear irregular or inconsistent with most credentialing applications. It
is not required that you correct them; however, we ask that you review each item. Make the
carrection and return to the Audit tab. Items left outstanding wil not be forwarded to your health

&1 Done

LoG ouT

EDIT ACGOUNT

Pravider Mame
Joanne L Kansas

Provider ID
403
(e

How do I use the Tahs?)

EDIT ACCOUNT

Provider Mame
Joanne L Kansas

Provider ID
403

(v

How do [ use the Tabs?

Description

the pages containing the errors.

Errors that must be corrected before your application
can be completed will be flagged with a red *
(asterisk). Missing information that is not required to
complete your application, but may result in an inquiry from
your participating organization(s), will be flagged with a blue
* (asterisk).

3. Click the hyperlink of the first Required Fixes
error. The page with the error will display.

4. Correct the Required Fixes error(s) on the page or
enter missing information.

5. Click OK at the bottom of the page to update and

return to the audit tab.

Work through all Required Fixes errors.

Review the Suggested Fixes and make changes

that are appropriate.

8. When the last Required Fixes error has been
corrected, the NEXT button will appear at the end
of the Suggested Fixes.

9. From either the Data Audit information is correct
or after you have corrected all the Required Fixes
and the appropriate Suggested Fixes, click NEXT
to proceed to the Authorize tab.

No

UPD Quick Reference Guide vl
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Completing the Application

Function
start ] Prepars W answer W Audit | Authortza I  Attest J Attachments
Authorization
Healthcare Organization Authorization

Each healthrare crganization Isted beow has indrated that you are a partidpating provider with the:
onganization or ane in the process of baing oadentiakad for particination with that arganization.

Plan Name Location

CAQH Test Lanexs, K5
GACACCASS, N0, Lanesa, Ma,
Ganacrass Halp Desk Lanexa, K5
GEOACCESSCA Lenexa, K5
Gancrass Tianing Larexa, K5

Other heatthcare coganations may in the fubure represent to CAOH that you are 4 partidpating
providar for that orgarization o that you are in the process of being credentisled for partiopation
wiith that erganization, Please indicate, by choasing cne of the options below, your authcrization to
rant arcess o your seff-reported cradentiaing data,

Mate: Autharizing access to your data is requined for cradentiaing purpases, but daes NOT replace
separate oontracting acthities reguired for parbicination v a particular ratwaork, You must contact
the heslth care crganaation drecth for contractng and participation concems. The hesfth care:
organizations wil net be shls ta visw your complated appicatin uriess you aie contractad with
each crganization,

If you have questions o concems, pleasa cal the provider halp dask at B38-599- 1771

Ery my sigristure on the bottom of the Standard Autharization, Attestation and Aekeasa Fom, |
lrerebry autherize the relezse of the salfraperted credertising data:
By vy signiature on the bottom of the Standad Atharization, Athestation and Relsase Fom, 1
hereby authorize the relezse of the seifreported redentiding data:

& Ta AL of the healtheare organizations lsted aaove AND to ary haalthcare organization that in
the future reprasants o CAQH sither that 1 .am a participating provider o that 1 am in the
proress of beng cradentialed 2 4 partopatng provider
Or

€ Toarly the headthcare organizations [ indizata below...

Authorized  Plan Name Location
5 CACH Test Lenexa, K5
= (GeDAcoass, Inc Lenesa, M&
7 GepAccass Help Desk Lenesa, K5
W GanACCassA Lerwea, K5
= CGenfcrass Trainng Leneza, KS
G

Fronider Name
James H. MiNeal

Frovvichr ID
1222

Hirw o [ e the Tahe?

Description

Authorize Tab

The Authorize tab is used to authorize the release of
your self-reported data to participating healthcare
organizations.

There are two ways to give your authorization.

1.

You may do a Global Authorization by clicking the
button ‘To ALL of the healthcare organizations listed
above AND to any healthcare organization that in the
future represents to CAQH either that I am a
participating provider or that I am in the process of being
credentialed as a participating provider.

-OR-

2.

You may do Line Item Authorization by individually
select the participating healthcare organizations to
authorize. Note: If you choose this method, you
must select each of the participating healthcare
organizations you wish to authorize. In the future,
if you choose to participate with a new healthcare
organization that does not currently appear on this
list, you will receive a message asking you to come
to this page and authorize the new organization to
your data. Until you do so, they will not be able to
access your data.

UPD Quick Reference Guide vl
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Completing the Application

Function Description
Start Prepars Answer Audit Authorize Attest Attachments
Attestation
The next step & for vou to make a final review of your information and attest to its accuracy. Follow
these steps:
Step 1. Review

Click Review to display and review a summary of the data you entered, & new window wil open.
You may print your surnmary from the menu bar of this window if desired, If you need to make a
change, dase the summary window and return to the Answer tab to make your changes.

Attest Tab
The Attest tab is used to review your data summary
To download afree copy of Acrobat Readkr, clck har and certify that the information you have provided is
Sl gatoue fyou Adbo Reudeprogra s stledcrapay, 30, you il e confraion, I you do ot e true, correct and complete to the best of your
knowledge.
-';.h-r,.-.-- Feagh geosccess com) DASbin/DAS, diFHandler =Summear yRepo
CA(E B&@-|o -85 JOD|E| 14 b M [ % NOTE: Make sure you do not have pop-ups blocked

H e=x -0 OO@D 2-{[0&-E-& B-¢-2-8& | on your computer or this process will not work! Also,
o B o make sure that you have Acrobat Reader loaded on

correct, close the data summary using the window
X button in the top right-hand corner of the box.
If the information is not correct, see ‘Correcting
the Data Summary in the Review Step’ below.
3. Click REVIEW COMPLETE.
: 4. The attestation statement will appear. Read the
e — statement and click ATTEST.
e 5. You have just completed your first attestation.
Step 3: Attestation Your application is not yet complete. The next
step is to fax in your supporting documents.

e
i

Click ey io se= if your Aidobe Resder
|hn.o"'r'7-:mamr\. DE::dnwnlmd and

Step 2. Review Complete

B
H

Tﬁﬁi‘;’,‘mm | T —— your system, if you do not, use the link to download
s | = . the Reader.
Step 1. Review ;— =
i o sty et : i 1. Click REVIEW. A data summary displays in PDF
chma.y-:l:mt‘:sm?wnf_ format using the Acrobat Reader.
§ . 2. Review your data summary. If the information is
W
i
2
R

Click: Rensarr Cornplate b verlfy
that your review & complets, ar B8

REVIEW COMPLETE

o
i

IR

Click Attest to certify that you have carefully reviewed all information contained within your CAQH
Appiication and that al Infarmation provided by you in the application is true, correct and complete
to the best of your knowledage, You also acknowledge that your CAQH Application wil not be
corsidered complete untl supporting documentation and properly executed Authorization,
Attestation and Release Form is remitted, Once you attest, you will be taken to the Attachments
tab to prepare your supporting documents for submission to CAQH.

I understand and agree that, a3 part of the credentialing g
application process for participation and/or climical privileges
thereinafrer, referred to as "Participation™) at or with each
healtheare organization indicated on the "List of Authorized
Flan=" that accompanies this Provider Application (heresinafter,
each healthcare organization on the “List of Authorized Plans™

iz individuslly referred to as the "Entity"), and any of the
Entity's affiliated entities, I am required to provide

sufficient and accurate information for a proper evaluation of

my current licensure, relevant training and/or experience, j

UPD Quick Reference Guide v1 -9- June 27, 2008
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Completing the Application

Function Description
—"Atstmtta'tr- Prepare W  Answer W rudie [ Authorize §  Attest W Attachments e EDITACCOUNT  CONTAC] COI‘I‘eCtin the Data Summar in the ReVieW Ste
estation w If some element(s) of your information was not
The next step is for you to make a final review of your information and attest to its accuracy. Fallow | .
these steps: prodeu correct on the data summary, click on the Answer tab
Step 1. Review — at the top of the page.
Click Review to display and review a summary of the data you entered. A new window wil open. Howr do [ use the Tahs?
'ou May print your summary from the menu bar of this window if desired. If you need to make a e : H :
Zhange,yc'\JDse[ tvhe summaryvmrmdavfr and return to tftwe Answer tab to makeI yiur chang;s‘ CI ICk O n th e _GO TO S peCIfI C SeCt | O n s- d ro pd OW n bOX
to select the section where the data needs to be
ool e oy ofAcrobil® R cick s corrected. When you scroll down and click on the
L B £y Sl s .y i o,y et section, that page will be displayed.

Make the corrections to the page. Be sure to click

CAQH & e/ dé i . W NEXT or AUDIT to save your changes.

Prepare Attachments

If other sections need to be changed, repeat the
above process. When all changes have been made and
Disclosure B | ¢ you have clicked NEXT or AUDIT the final time, click
Licensure Persanal farmaian on the Audit tab and follow the process from that
point forward to ensure all of your changes have been
applied and have not created new errors.

CAQH Universal Application :

1. Has your license, registration or certification to practice in| Education
profiession ever been woluntarily or imvoluntrarily relinquish{ Protessianal Training
suspended, revoked, restricted, or have you ever been s\ Specialties
fine, reprimand, comsent order, probation or amy conditiof Credentialing
by any state or professional licensing, registration or certi| Practice Locations
Haospital Affiliations
Protessional Liahility Insurance
Work History

Professional References
2. Has there been any challenge to yaour licensure, registrati Disclosure

certification? U TG

TEUr e i e Al b bl

1f ¥es, please provide an explanation below,
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Completing the Application

Function Description
GOOZIE ([ unity radiology whike ok G0 1] =1 Popups oray % - T [, ommanity [ radiotody [ whke
] TATC | Frepare Jj Answar |  AuUGY ] AUThorizE  Atest el EETTAeen
Attachments Provider Nare Attachments Tab

Initial Attestation Supporting Documentation:
After completing the steps on the attestation tah, follow these additional instructions to complete
your application:

. Print the Authorization, Attestation and Release Form.

. Sign and date,

. Print the Fax Cover Sheet and review tips.

. Indicate the supporting documents you will be including.

. Assernble your Fax Cover Sheet, AAR and supporting docurments.

. Fax to B66-293-0414,

. vou will receive confirmation, through your preferred method of contact, once
your docurnents have heen received and processed. Please allow 3 business days
fior completion,

8. If you have any questionsfproblems with your submission please call the help desk

at 888-599-1771,

=T I TR R R

To dawnload a fres copy of Acrabat® Resder, click here

Reattestation Supporting Documentation:
After completing the steps on the attestation tab, follow these additional instructions to complete
your reattestation:

1. Rewiew your supporting docurnents below to make sure wour most current
information is on file. Please print a copy of the Fax Cover Sheet and attach to
your transmission. Fax updated supporting documents to 866-203-0414,

2. Make sure that your supporting documents match the information in your
application, You can review the Data Summary from the Attestation tab to confim
any expiration dates, policy numbers or other information is updated. You can
make updates to the application by dlicking on the Answer tab.

3. Mo further action is required if your supporting documents are up-to-date.

&1

Joanne L Kansas

Provider ID
403

)

How do [ use the Tabs?

1.

2.
3.

From the Attachments Tab, print, sign and date
the Authorization, Attestation and Release form.
Print the Fax Cover Sheet.

At the bottom of this page, the Documents Missing
section will indicate what supporting documents
are needed to complete your application.
Assemble your documents behind your Fax Cover
Sheet. Make sure you complete the information on
the cover sheet about the documents you are
submitting.

Fax the package to the number indicated on this
page and the Fax Cover Sheet.
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Maintaining the Provider’s Data

Reattestation

Function
I tur X vrepars W snower W s ¥ duthorize W actest ¥ actachments DI ENS
Start Page

EDIT ACCOUNT

CONTACT

Provider Mame
Firstname M Lastname

@ I N (

o Update Your Activity Log view 3 tutorial that
pplication describes how to use
Select this button to
A2 view account acthity. et
~ DataSource.
{ tRequires Flash.)

e ™
documents For your

" Re-Attest
Select this buttan to
re-attest that current
provide information is
up-to-date,
records,

@ /. AN J

Prowider ID
Tutorial 1231
Complete / Select this button to
()

How do T use the Tahs?

Select this button
to start the
application

pracess or to
update your
spplication data

Print Application

o Select this button to
view and print 3

formatted application
and supporting

Terms of Service

In order to deploy systern enhancements and up 3 erves he rghl o sercie 2 maintenance period every
SRurday from 12 aan. o 6 4m. CT.IF tainkanance i recirac, 4 mastage wil s displayed in eu of the spplicaton
uring this perior

&l Done

Description

Re-Attest

Periodically, you will receive reminders that your
information needs to be verified (Reattested). Since the
Universal Provider Datasource is used by numerous
healthcare organizations across the country, the
reattestation cycle was selected to ensure that every
participating organization would have their provider’s most
current authorized data in order to comply with their
accreditation standards. In addition, more and more
organizations are using the information for directory
information as well as assuring their provider data is
accurate. Please make every effort to reattest when
requested.

Log in to the Universal Provider Datasource.

If you have updates to make to your data select the
Answer tab and use the —Go To Specific Sections--
dropdown box to select the section where the data needs
to be corrected. When you scroll down and click on the
section, that page will be displayed.

Make the corrections to the page. Be sure to click NEXT or
AUDIT to save your changes.

If other sections need to be changed, repeat the above
process. When all changes have been made and you have
clicked NEXT or AUDIT the final time, click on the Audit tab
and follow the three steps to review and attest to your
information.

If your data has not changed since your last attestation,
click on the Re-Attest bubble on the Start Page. Follow the
three steps to review and attest to your information.

In either case, please review your supporting documents.
On the Attachments page, scroll down and review the
Supporting Documents Received. Click on the link for each
document that is renewable to ensure the current
document is posted. If it is, you are done.

If not, you will need to update the appropriate section in
the application (i.e. if you have an updated state license, be
sure to update the issue and/or expiration date fields) and
reattest to your changes. And, you will need to print the
Fax Cover Sheet and send in a copy of the updated
supporting document.
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Practice Manager’s Module

Registration and Login

Function

=¥ S & o AuMIEATY
2N A AN
o IR L ﬂ
COUNCIL FOR AFFORDABLE QUALITY HEALTHCARE
conTAcT wa et

Welcome

The Practice Administrator Module is a part of
CAQH's Universal Credentialing DataSource project
that seeks to make the provider credentialing
process more efficient for providers as well as
healthcare organizations. By creating an onling
database that collects all provider information
necessary for credentialing, CAQH hopes to
eliminate the paperwork and hassle that many
providers face during the credentialing process.

The Practice Administrator Module will allow you to
create information for a provider's credentialing
record, and then copy/reuse this information for
other providers in your group. To register yourself

o as a Practice administrator, select the registration
b button to the left. Once you have completed the
registration process, you may use your username
and password to associate providers to practice
records that you create,

higher or Metscape Navigator 4.78 and higher.

i

In order to ensure proper functioning of this site, it is best viewed with Internet Explorer 5.0 and

LogIn

Username:

Password:

Logging in for the first
time?

Problems logging in?
E-mail my passuors d

Description

Registration

Registration

account. Fields marked with an asterisk (*) are required.

Your First Marne™®: IShirIey
Wour Middle Mare: I
Your Last Mame™: |McNeaI

E-mail: IAdmin@emaiI.com

IAdmin@emaiI.com
FAX; {313) 904-0505

Confirrn Your Fax Murnber: |(973) 904-0505
Contact Method®:

Confirmn Your E-rnail:

& E-rnal
© Fax

oosooc

Requested Username*:

long.

r——

Reguested Password™®:

lang.

Confirm Your Password™: I"‘““““““““““‘
4 BACK

Please enter the following information to set up your CAQH Practice Administrator Module

“four username must be at least & characters long and no more than 15 characters

Your password rust be at least & characters long and no rore than 15 characters

SUBMIT »

If this is the first time entering the Practice
Administrator Module, you must first register:

1.

Open your Browser (Internet Explorer,
Netscape, etc.) and enter the following URL
in the Address bar:

https://upd.cagh.org/pmm/

Press Enter.

The Welcome screen will display. NOTE:
Hover over the bubbles on the Welcome
screen to view text related to each section.
Click on the bubbles to open a specific
section.

Click the Logging in for the first time?
hyperlink. The Getting Started screen will
display. This screen provides a high-level
overview of the module.

Choose NEXT to move to the Registration
screen.

Enter your registration information — fields
marked with an asterisk (*) are required.

Click SUBMIT.

The Registration Successful screen will
display.

If registration is unsuccessful, a dialog box
will appear indicating the field(s) requiring
attention. Re-enter and click SUBMIT.

Registration Successful

If you are ready to begin using the systemn, enter your Username and Password to the right,
then click on the Log In button,

Congratulations! You have been successfully registered with the Practice Administrator Module.

Logln

Username:

pteretied

Password:

aaaaaa

Problems logging in?

E-mail my passwsore d

Log In

1.
2.

Enter your Username and Password.
Press the Log In button.

The Practice Administrator Module main page will
display at the Start tab.
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Adding Providers to the Manager’s List

Function

Description

Start Page
e N N 3
Maintain
Provider List Provider Info Tutorial
Select this butkon Select this button Select this buttan

to view a butarial
of the Practice

to associate
providers with
your account.

to enter, manage,
and publish

common provider
information.

Administrator

Module,
(Requires Flash.)

- ¥ . J - J

In orde to dploy aystem anhanzements and upgradss, CAQH recerves the i B
Saturday From 12'am. ta 6 a.m. CT. IFmaintenance is required, 3 message wil be displayed in lieu of the applic
during this period.

Export

jht to exercise a maintenance period every

ation

EDIT ACCOUNT
Plame
Shirley McNeal

Practice Manager 1D
120

CONTACT )

Start Tab

Yiew Provider List

There are no providers currently in your list.

ADD PROVIDERS MAINTAIN PROVIDER INFO

Export

EDIT ACCOUNT

Name
Shirley McNeal

Practice Manager ID
120

From the Start Page you may select:

e Manage Provider List — associate
providers with your account.

e Maintain Provider Info — enter, manage
and publish common information that is
relevant to providers in your pratice.

e  Tutorial — view the Practice Administrator
Module overview.

Manage Provider List

CAQH J

COUNCIL FOR AFFORDABLE QUALITY HEALTHCARE

T Manage Provider List Maintain Provider info

Add Providers

Prepare

Enter criteria for provider search:

Prowider ID; l—
Last Narme: lDum—
First MName: lN—
Birth Date: l—
Social Security Mumber: l—

4 BACK SUBMIT »

Export

LoG BuT EDIT ACCOUNT

Mame
Shirley McNeal

Practice Manager 1D
120

To associate the providers in your practice, click
on the Manage Provider List bubble or tab. By
associating the providers with your account, you
will be able to EXPORT common information they
will be able to IMPORT when they are completing
there application in the Universal Provider
Datasource® (UPD).

1. Click ADD PROVIDERS.

2. Enter the Provider's CAQH Provider ID or
provider’s information.

3. Click SUBMIT.

UPD Quick Reference Guide vl
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Adding Providers to the Manager’s List

Description

Function

COUNCIL FOR AFFORDABLE QUALITY HWEALT

Provider Search Results

The following providers meet your criteria:
Last Name: Durn
First Name: N

D Name Birth Date
[T 10369414 Dunn, Mancy 03/13/1948
¥ 1145 Dunn, Mettie Maymarie 05/18/1904
-

Select All

(_aob ) ((MANAGE PROVIDER LIST )

W
; P,

HCARE

Export

Address
Richrnond, Ya
Boulder, CO

LOG ouT EDIT AGGOUNT

Mame
Shirley McNeal

Practice Manager 1D
120

View Provider List

The following providers are in your list:

Provider ID Provider Name
O 1145 Dunn, Nettie Maymarie
O 1222 McNeal, James H,
[m} Select all

(Cpecete ) (DD PROVIDERS )

MAINTAIN PROVIDER INFO

LoG ouT

EDIT AGGOUNT

Marne.
Shirley McNeal

Practice Manager ID
120

The Provider Search Results screen will display.

4. Place a checkmark next to the provider(s)
you wish to add to your list.

5. Click ADD.

The provider(s) are added to your provider list and
the View Provider List is displayed.

Once a provider(s) have been added to the list, use
the Manage Provider List bubble or tab to view the
providers associated with this account and to add or
delete providers from your list.

When your list is complete, click MAINTAIN
PROVIDER INFO.
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Maintaining Information Relevant to Providers in your Practice

Function

Description

Manage Provider List

Prepare

Maintain Provider info

Prepare

Export

Before you begin completing your application, we must first determine which application is
applicable to you. This is determined by your associated providers' primary state of practice.

In which state does your associated providers' primary practice m
reside?
NEXT »

EDIT ACCOUNT

Mame
Shirley McNeal

Practice Manager 1D
120

Prepare Tab

If this is the first time you‘ve used the system, you
will start by specifying the state where your
providers’ primary practice is located.

e Select the primary practice state from
the drop-down list and click NEXT.
The Practice Locations screen will display.

Export

LoG BuT EDIT ACCOUNT

Maintain Provider Info Tab

If your providers are hospital based, the Practice
Locations section is not required:

e Click PRACTICE LOCATIONS DONE to

Practice Locations —GoTo Speciic Secions— =] ges e move to the Hospitals screen.
Practice Details* Practice Manager 1D
NG pouriproviters are fosgitilbasca e prattite seotitriis not regufedi i However, if your providers are NOT hospital based,
i || i e e
. ple pages for
Rttt | | each location.
1. Click the ADD button next to Practice Details
Practice Locations = Go ToBpecteBecions— =] | e\ to enter a new practice location.
S e Page 1 of X (based on standard vs. state
ST T T - application) for this location will display.
it Cre O “ﬂ" 2. Select Yes or No to include this practice in
ey tane rwrresre—— Export — if No is selected, this practice
information will not be available for IMPORT
fectichae | by providers using the Universal Provider
Please indicate if this is your primary office location; © Primary Practice © Other Practice Da tasource.
Office Street Address: |
Suite, Departmert, et | 3. Enter a practice display name to be displayed
;‘Vt '{Smemmq _ during the Import process. NOTE: Choose a
B o ] name that the provider(s) will recognize.
Office Phone Number 4. Use the NEXT and BACK buttons to move
Z: ~ “‘:; . | through pages and enter information.
e ) GG Use the VIEW PRACTICE OVERVIEW button
Type of service provided: ' Primary Care Specilst to return to the Practice Locations page.
e S Use the SAVE & AUDIT button to audit
0 srgespedty e entries for errors and to save the data.
s o 5. Use the NEXT button on the last page to
Cick el o enter your Tax s for th tion. return to the Practice Locations page.
Currenty practidng at primary lacation?  ves € o 6. Enter additional practice locations if
i, whets o wpertt [ ] applicable using the ADD button.
oSS 1 cee sl 355 vty usiess s ves €10 Notes: Use the COPY PRACTICE button to copy
(Ceack ) (aview pracTice overview)  (save s auoir)  (C_wexT» ) all information for a practice location previously
entered to a new location. Then use the EDIT
UPD Quick Reference Guide vl -16 - June 27, 2008
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Maintaining Information Relevant to Providers in your Practice

Function

Description

button on the Practice Locations page to enter
the copied location and make changes.

Hospital Affiliations

Display Mame:

State:
Haspital Marne:

Address:

City:

ZIP Code:

Phone:

Fax

Affiiation Start Date (mmiyyyy )
Affiiation End Date (mmyyyy):
Department Name

&] Done

Start § Manage Provider Lis

COUNCIL FOR AFFORDABLE GUALITY HEALTHCARE

t Prepare § Maintain Provider Info Audit Y Export

CAQH Universal Application

—Go To Specific Sections — %

Export Hospital Information

Include this hospital in expart? @ yes O nNo

Displayed during Import - Make specific to each location

Naone '+

MNone b

7. When finished with practice locations, click
PRACTICE LOCATIONS DONE to move to the
Hospital Affiliations screen.

8. Enter Hospital Affiliation information.
Select Yes or No to include hospitals in
Export — if No is selected, hospital
information will not be available for import
into the Universal Provider Datasource.
Enter a hospital display name to be displayed
during the Import process. NOTE: Choose a
name that the provider(s) will recognize.

9. Use the ADD button to enter additional
affiliations, if necessary.

10. Click NEXT on the Hospital Affiliations screen
to move to the Professional Liability
Insurance screen.

Start § Manage Provider Lis

COUNCIL FOR AFFORDABLE QUALITY HEALTHCARE

t Prepars | Maintain Provider Info Audit Export

CAQH Universal Application

Professional Liability Insurance —Go To Sperific Secfions —

Export Insurance Information

Include this carier in export? & Yes O Mo

Display Mame:

Displayed during Import - Make specific ta each lacation
Self Tnsured? O ves O Mo
Carrier/Self Insured Mame:
Mone 3
Address: ‘
\

City: ‘
State: Mone v
Province:
Postal Code: ’—
Country: Maone v
Phone Murber: ’7

&1 Done:

11. Enter Professional Liability Insurance
information.
Select Yes or No to include professional
liability insurance in Export — if No is
selected, this information will not be
available for import into the Universal
Provider Datasource. Enter a professional
liability insurance display name to be
displayed during the Import process. NOTE:
Choose a name that the provider(s) will
recognize.

12. Click NEXT to move to the Audit screen.

r Maintain Provider Info I Audit ’ Export

|— Go To Specific Zections —
— 130 T|_| i 1
Fractice Locations

Health Care Facility Affiliations
Frofessional Lighility Insurance

Note: Within the Maintain Provider Info tab, use
the —Go To Specific Sections— drop-down list to
move quickly to different sections.
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Function

Description

Maintain Provider info ] EDIT ACCOUNT

¥ Manage Provider List §

Prepare Export

Data Audit Name
Shirley McNeal

Mo, it is time to audit your application,
Practice Manager 1D

The audit process ensures that your application is free of errors by flagging gquestions where 3
problems are found and enabling you to make the necessary corrections. Click Run Audit to begin
the process.

4 BACK RUN AUDIT »

Audit Tab

1. Click RUN AUDIT.

l Start ' Manage Provider List if Prepare ] Maintain pmvmumfn" Audit f Export
Data Audit

LoG ouT EDIT AGGOUNT

Marne

Shirley McNeal
The audit has detected one ar more items in your application that need attention. The items are
categorized as either required fixes, or suggested fixes, Required items must be corected before
wiou wil be alowed to complete your application. The suggested fixes are itemns that seem irregular,
or that may not apply to all providers. *You may complete your application with suggested fives
remnaining.

Practice Manager 1D
36

Suggested Fixes

These items are those that appear irregular or inconsistent with most credentialing applications. Tt
is not required that you correct them; howeser, we ask that you review each itemn, Make the
correction and return to the Audit tab. Ttems left outstanding will not be forwarded to your health
plan,

Practice Information

Field Error
Address

Action

Please enter practice addrass. Correct this error

City Flease enter practice city, Correct this error
State Please enter practice state. Correct this error
Zip Code Please enter practice zip code. Correct this errar

Incomplete, required fields will be marked in the
Required Fixes section. Incomplete, not
required fields will be marked in the Suggested
Fixes section.

2. Click on the links to the right of the errors to
jump to the appropriate page.

3. Make corrections — errors will be flagged with
an * (asterisk).

4. Click OK to update and return to the audit
tab.

5. Work through all Required Fixes errors and
Suggested Fixes (optional).

6. Choose NEXT to proceed to the Export tab.

e e U e TP 0T ET] JJ\E
@ v | &) htp:fiz16.115.171. 194jpmm/Finish.srf 4| x £
@corvert + [ select
TE € | @ caoH Practice Administrator Module - B - & - [rpage - GTods -

Export Successful Name
Jacqueline Hicole Bardy

Thank you for using the CAQH Practice Administrater Module. The information you created and
exported is now avalable to the providers in your It

Reference Numbers and Web Addresses HELP)
The following web addresses and phone numbers may be helpful in the future. You may want to
print this page for reference.

CAQH Provider Helpdesl:
888-599-1771
caoh.updhelp@acsas.com

For questions about CAQH:
202-861-1492

Email: info@CAQH.org

Visic online &t www.cagh.or

Universal Provider DataSource:
upd.cagh.org/oas

LOG OUT

Dane @ Internet H00% v

Export Tab

7. Click EXPORT to make the information
entered available to the providers associated
with this account in the Universal Provider
Datasource. The Export Successful screen
will display.

8. Click LOG OUT to exit the system.

9. Click on the Start tab to return to the Start
Page.

Associated providers may now log into their record in
the Universal Provider Datasource and Import
information to reduce data entry — provided the data
is marked Yes to be included in the export process
and the Export button has been clicked on this tab.

Using the Import function in a provider’s record
in the UPD will result in the following actions:

e Import, Practice Locations — adds a new
practice location

e Import, Health Care Facility Affiliations —
adds a new affiliation(s)

Import, Professional Liability Insurance — adds a
new insurance carrier(s)
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System Messages
Pop-up Messages at Login

Expired Documents
When you log mtc;the Umversal Prowder Datasource, you may see a box similar to this:

nnnnn u utharize es achments 06 ouT EDIT ACCOUNT CONTACT

Start Page rrrrrrrrr
Flrstname M Lastname
Voo Y Prowider D
Tutorial 1231
Complete /
Update
Application
220 'j Your file does not show a current:
~ L
/[ DEA.
~ Please update the expiration dats(s), attest to ths changes and Fax current supporting document(s) according ta the Attachment pags instructions.
Select this buttan
to start the 3
ngfa";gt;?f;ﬂ Select this button to iew and print &
e re-attest that current formatted application
e provider information is and supporting
up-to-date, documents For your
records.

Terms of Service

In order 1o deploy system enhancements and uprades CAQH aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaa ¥
at redan pfr m 12d W to B A, CT IF a messag; Ewl"g displaye d liews Fth ppF atior
ing this

A message similar to this will appear if the expiration date of your state license, DEA certificate, CDS
certificate or professional liability insurance has passed. This message is to remind you to update
those fields in application:

e Utilize the Answer tab and the — Go To Specific Sections — dropdown menu to go to the appropriate
section(s) of the application to update. Be sure to use the AUDIT or NEXT button to save the
updates before you leave the page.

e Make any other updates to your data as appropriate. Again, use the AUDIT or NEXT button to save
updates before you leave the page.

Audit and Attest to your changes.

e Fax in the updated supporting document, follow the Reattestation Supporting Documents

instructions on the Attachments tab.

When an application changes (CAQH or state)

From time to time, CAQH or a state may make changes to their application. CAQH will notify ~ you by
displaying a message the first time you log into the Universal Provider Datasource after the changes
have been implemented. The message will give you brief instructions to follow to assist you with
updating your application.

Automessages

A feature of the Universal Provider Datasource is periodic reminders related to the status of your
account and your data. In addition, CAQH may send you announcements about new features and
functionality as they become available.

When you registered, you entered your primary method of contact (email or fax). This is the method
CAQH uses to send these messages.
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start W Prepare W Answer §  Audit  § Authorize | Attest T Attachments TR )
Start Page Provider Name
Firstname M Lastnal
P N N N Provider ID
Tutorial 1231
Complete/ Select this button o
| Your Activity Log *iew & tukorial that (WELR )
A"" ':at"’" Select this button to desi;';eal:"\?gstgl e e
2 = .‘ wigw account activity, s b How do I use the Tabs?
~ DataSource.
{Requires Flash.)
. AN S
Select this buttar Print Application

lanusptﬁ;tutg: b Re-Attest o Select this button to
process of to. Select this button to wiew and print &
I o0 re-attest that current formatted application
application data. provider information is and supporting
Ut doctmeiits For your
vacords,

@ /. AN J

Terms of Service

In order to dep\uy system enhancements and upgrades, CAQH reserwes the mghl ta exercise a maintenance Fermd ewery
Saturday from 12 3. 9 6 am. CT. I matenance  rsqursd, 2 message il bs cliplayed i e o he appicaion
during this period.

&1 Dore
To update or change your primary method of contact, log into the UPD and click on the Edit Account
tab.

Important Things to Know

Change Your User Name or Password

Start W Prepare W Answer | Audic W Authorize W Attest [ Attachments [l MRl il

Start Page Prowider Name
Firstname M Lastnal
P o ™ /7 N Prowider D
Tutorial 1231
Enmplete / Select this button to
A Upd pdate Your Activity Log view a tutorial that (RER)
e Select this button to AT
R N wiew account activiey,
A Credentialing How do I use the Tabs?
- DataSource,
(Requires Flash.)
e N
Select this button Print Application

t;psptﬁ;tntg: 4 Re-Attest 4, Select this button ta

process or to Select this button to view and print a

update your re-attest that current formatted application
i e provider information is and supporting

up-to-date, documents For your

p AN /. J

Terms of Service

In ordar to daploy systam enhancaments and upgras, CAQH reseryes the right o axarciss amaintanince pariod avary
Saturday from 1 06 a.m. CT. IF maintenance is required, 3 message will be displayed in lieu of the application
during this Der\od

&1 Done

To update or change your password or user name, log into the Universal Provider Datasource and click
on the Edit Account tab.
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Add to Favorites {AlE+2)
\J

Prepars 1§ ] ¥ Authorize 7 Attest ] Attachments [lEs<L=ll EDIT ACCOUNT CONTACT

Account Information
Provider Name

Contact Information Your Name

Provider ID
Your Provider ID

E-mail Address:

CC E-mail Address: How do [use the Tabs?

|
Confirm Your E-maik: |
|
|

CC E-mail Address 2:

FAX Nurmber: I

Confirm Your Fax Mumber: I

Contact Method:  E-mail
* FAX

*Note - E-mail addresses and FAX numbers wil receive reminder notifications

Username Information

Username: ICAQHAdmin Already in use

Confirm Username: |

Password Information

Password: I

Confirm Password: |

You will need to enter your confirmation Email Address and Fax Number, then enter either your new
password or user name in the Password or User Name boxes and in the Confirm Password or User
Name boxes. Then click SAVE. If the password or user name was successfully changed, you will
receive a message in red at the top of the screen that says ‘Your information has been saved to the
database. If the username isn’t already in use, you can easily change this to reflect your preferences
and make it easy to remember. Providers and Practice Administrators must change password within
30 days from the date of first signing in and will have no reset interval. Participating organizations and
CAQH will be required to reset password every 90 days.
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Forgot Your Password

If you forget your password in the OAS, click on the “Email my password” hyperlink. It will direct you to
the retrieve password page.

€ ChnR Unilygrsal Mioylider Uaigsutres - $iiidugs nisrei Eeuluray
oy - &l
© @comvert [ Select

w 'PR? [ @ CACH Universal Provider Datasource

COUNCIL FOR AFFORDABLE QUALITY HEALTHCARE
ABOUT ACT FAG HELP

& Welcome dloolyg >

Farticipating
Organizations

sef the standard for provider
credentialing in the U.S.,
sireamline a burdensome
administrative process und,\
once and for all, put paper v

applications in their place.

R W i

The Universal Provider Datasource is a part of
CAQH's credentizling application database project

that seeks to make the provider credentizling M )
process more effident for providers as well as Al trator
Module

healthcare organizations. By creating an online
database that collects all provider information
necessary for credentizling, CAQH hopes to
elminate the paperwork and hassle that many
providers face during the credentialing process.

If you have received 2 CAQH Provider ID, you may
complete the registration process by selecting the
Registration button to the left. Once you have
completed the registration process, you may use
your user name and password to log in at any
time. If you have not received 2 CAQH Provider
ID, please contact your health plan or hospital to
confirm that they are participating.

Username:
T
Qverview uverss Croterraling Password:
‘ Datasource.
% Milestone: ]
500,000 Registered Providers
Logging in for the first
Riettaich Thank you for helping CAGH time?

Quick Reference Guide

Click here to access the

E100% v

& Intermet
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Retrieve Your Password Page

rire o 3 : . 5 e T
& L}".[J,frl Uniiyzrsul Brosidzy Vaipu e - Windniss luizinze Eeuluyay dd@
e —
G- e [~IERIES ol
i @convert - [ Select

i f ™ 5 == »
w & ‘ @CAQH Universal Provider Datasource | ‘ f_”’\ - B - - ._}’ Page - () Taoks +

......

COUNCIL FOR AFFORDABLE QUALITY HEALTHCARE
CONTACT FAQ HELP

Retrieve Password

To reguest your password, please enter your username in the box below and dick Request
Password. Your password will be sent to the e-mail address associated with your username. If
you have forgotten your username, please call the CAQH Provider Help Desk or send an e-mail
for assistance.

CAQH Provider Help Desk:
888-599-1771

Username:

Request Password

& miernet #100% -

The CAQH standard password configuration will be as followed:
e Have between 6-15 characters
e Have upper and lower case characters
e Have at least 1 digit
¢ May not be the username

Type in your user name and hit the Request Password button. Your password will be sent to your

email address on file. If you do not have an email address on file or you forget your user name, please
contact the help desk at 888-599-1771.
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Reset Your Password

To reset your password in the OAS, click on the “Reset my Password” hyperlink. It will direct you to the

password reset page.

o CAOL 3 . ; e 2 e
€ CAnE) Uniiye sl Brggdder Unissuuree - Winduggs Liierist Enlurzy

aEs|

wy €l
¢ @corvert + [P0 Select

wode [ @ CAGH Universal Provider Datasource l l

2|

Lé; - IZ“"Eage - f} Tools

ABOUT

Registration

Farticipating
Organizations

1L FOR AFFORDABLE QUALITY HEALTHCARE
TACT FAGH HELP

Datasource.

Milestone:
500,000 Registered Providers

Thank you fer helping CAGH
set the standard for provider ;
credentialing in the US,, %
sireamline a burdensome % i

administrative process and,
once and for all, put paper
applications in their place.

The Universal Provider Datasource is a part of
CAQH's credentialing application database project
that seeks to meke the provider credentizling
process more efficient for providers as wel as
healthcare organizations. By creating an online
database that collects al provider information
necessary for credentialing, CAQH hopes fo
eliminate the paperwork and hassle that many
providers face during the credentizling process.

If you have received a CAQH Provider ID, you may
complete the registration process by selecting the
Reqgistration butfon to the left. Once you have
completed the registration process, you may use
wour user name and password to log in at any
time. If you have not received a CAQH Provider
1D, please contact your health plan or hospital to
confirm that they are participating.

Log In

Username:

Password:

Loqging in for the first
time?

Problems logging in?
E-mail mny

Quick Reference Guide

Click here to access the
Practice
Administrator
Module

(<]

@ Internet

00 v
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When getting to this password reset page, you will have to enter the CAQH Provider ID and Username.

@ Convert - [ select

- — . . . -
w & [@CAQHUnwersalpmmarDatasnurce 1 | PR - B - &b - [reege - £ Toos -

A o 7 = i
P Upiiuaysal Brogiday Usiasuiyes - iy [nirnan Belray d a

v ] http:[/172.29.67 185 0as ResstAuthenticate. stf [FIENES

COUNCIL FOR AFFORDABLE QUALITY HEALTHCARE
HOME ABOUT CONTAGT Faa HELP

Password Reset

As the system is leunched in each state CAQH Provider IDs will be sent to each provider in
participating health plans. If you have received a3 CAQH Provider ID, please enter the following
authentication information. You have also already requested a username. After successful
authentication, you wil be able to generate your new password and gain access to the system
again.

CAQH ProviderD (Required):

Username (Reguired):

You will be authenticated if one of the following items
matches our records. Please provide as much of the data
below as possible.

Social Security Number:
Date of Birth (mmddyyyy):
DEA Number:

UPIN:

License Number:

Coaex

Done & Local intranet 100% -
€ CAUEH Ui yzrsal Mroyider U fnsulires - S dusss Jizy ozt Eeplurar dda
¥ - € http:172.29.67.165/resetmypassword/Success, aspx D 4| % Foliis
: %Convert - @Sa\ect

n (==t ——————————————+—— =

w e |88 - | (& CAGH Universal P, l@CAQH Uriversal P, |@CAQH Univers,,. | | : fi?i = B b - |k Page = () Took -

Dione

COUNCIL FOR AFFORDABLE QUALITY HEALTHCARE
o cT FAQ HELP

Success

You may now go back to the home page and log in with your new password.

‘-J Local intranet F100% -
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Change where you receive system messages
When you registered, you entered your primary method of contact (email or fax). This is the method
CAQH uses to send these messages.

Attest

Prepare Answer Autharize Attachments (et T e

Start Page Provider Name
Firstname M Lastnal
P N N ™ Provider ID
Tutorial 1231
Complete / - Select this button to
. uplu_dattt_a W) Your Activity Log wiew a tutorial that (hEP)
Dpileaon Select this button to desiﬂ?,jxgg, use sEn
R N wiew account activiey,
X ¢ Credentiaing How do I use the Tabs?
o DataSource,
(Requires Flash.)
e N N
Sellct this buttan Print Application
to start the Re-Attest

spplication 4 4, Select this button ta
sl Select this bukton to view and print 3

update your re-attest that current formatted application
application data. provider information is and supporting

up-to-date, documents For your
records,

p AN /. J

Terms of Service

In ordar to daploy systam enhancaments and upgras, CAQH reseryes the right o axarciss amaintanince pariod avary
Saturday from 12 aan-ta 6 aim. CT. I mainlenance i equred, a message vl be diplayed n e o the spplication
during this peried.

&1 Done

To update or change your primary method of contact, log into the UPD and click on the Edit Account
tab.

Print your application
To print a paper copy of your application and supporting documents for your record, click on the Print
Application Bubble on the Start Page.

Attest

Prepare Antwer Authorize LOGOUT  EDITACCOUNT = CONTACT

Start Page Prowider Name
Firstname M Lastname
i N N ™ Provider ID
Tutorial 1231
Complete / - Select this butin to
. uplu_dattt_a W) Your Activity Log wiew 3 tutorigf that (hEP)
"p":" on Select this button to STy D
Aedh Rl TR, Credentiding How do I use the Tabs?
- DataSoufe,
(Requires Hlash.)
[~
e N [ v
Select this button Print Application
to start the Re-Attest
applcation - o Select this button to
i Select this button to view and print 8
update your re-attest that current formatted application
e provider information is and supporting
up-to-date, documents For your
records,
p AN /. J

Terms of Service

In ordar to daploy systam enhancaments and upgras, CAQH reseryes the right o axarciss amaintanince pariod avary
aurday from 12 . o 6 am. CT. If mainlenance s reqtired, 2 message wil be displayed in e of he sppication
during this peried.

&1 Done
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Verify that your supporting documents are current
To review your supporting documents, click on the Attachments tab.

Start W Prepare B Answer B Audic W Authorize W Attest T Attachmen LS OUT | EDITACGOUNT  CONTAGT
Start Page Prowider Name
Firstname M Lastname
P o ™ /7 Prowider D
Tutorial 1231
Complete / Select this button to
A '—'I:I'_dﬂtt? Your Activity Log wiew a tutorial that (HELP )
ication =
ppl Select this button to describes how to use
A= view account activity. e rversal
o > ' Credentialing How do I use the Tabs?
. DataSource,
{Requires Flash.)
Select this buttan Print Application
to start the Re-Attest
applcation - o Select this button to
e Select this button to wiew and print 2
e re-attest that current farmatted application
ety s provider information is and supporting
up-to-date, documents For your
recards,
Terms of Service
In ardar o dapley syam enhancaments and wpgrades, CAQH resarves the ight 1o suercce 3 mainananca period every
gaturday from 12 aum.to & am. CT. IF mafenance s requrd, 3 message wilbe cliplayed i e o he appicaton
huring this period.

&1Done

On the Attachments page, scroll down and review the Supporting Documents Received

Reattestation Supporting Documentation:
After completing the steps on the attestation tab, folow these addtional instructions to complete
Yyour reattestation:

1. Review your supporting documents below to make sure your most current
information is on file. Please print a copy of the Fax Cover Sheet and attach to
your transmission. Fax updated supporting documents to 866-263-0414,

. Make sure that your supporting documents match the information in your
application. You can review the Data Summary from the Attestation tab to confirm
any expiration dates, policy numbers or other information is updated. You ca
make updates to the application by clicking on the Answer tab.

. No further action is required if your supporting docu e up-to-date.

~

w

Supporting documents received:

Name Received Date
Application Release 02/13/2002
DEA Registration 02/12/2002
State Controlled Dangerous Substance (CDS) Certificate 02/12/2002
Current Liability Insurance Policy Face Sheet 02/12/2002
W9 02/12/2002
Workers Compensation Certificate of Coverage 02/12/2002

Datasource

Click on the link for each document that is renewable to ensure the current document is posted. If it is

not, follow the instructions for Reattestation Supporting Documents in the section preced
Supporting Documents Received to submit updated document(s).
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Review your activity in the Universal Provider Datasource
To review your activity in the UPD, click on the Your Activity Log bubble.

LOGOUT = EDITACCOUNT = COMTAS

Prepars Answer Autharize Attest

Start Page
0 Y4 <),

Complete / Select this button to
Update Your Activity Log view 3 tutorial that Py
o ':at“’" Select this button to desiagej:;\?g e e
a .‘ wiew account ackivity, s = How do I use the Tahs?
A

BrowieerTTarne
Firstname M Lastname

™ Provider 1D
Tutorial 1231

Y DataSource.
tRequires Flash.)
. J S
Select this button Print Application

lanusptﬁ;tutg: b Re-Attest o Select this button to
process of to. Select this button to wiew and print &
I o0 re-attest that current formatted application
application data. provider information is and supporting
Ut doctmeiits For your

records,

@ /. AN J

Terms of Service

In rdler 10 deploy system enhancements and wporades, CAQH reserves the ightlo sxercce 2 mainenance period every
Saturdsy from 12 am, to & 2.m, CT, IF mairktenance iz requived, a ressage wil be displayed in llew of the spplcation
during this period,

&l Done

The activity log contains information about changes you have made to your data as well as any system
messages or automessages that may have been sent to your primary method of contact.

Your Activity Log

Listed below is the account activity for Firstname M Lastname:

06/24/2008Emailed Provider Reattestation Notification

06/23/2008Practice Other Questions Section Changed
Practice Associates Section Changed
Provider Practice Section Changed
Speciafties Section Changed
Other Questions Section Changed
Medicare Numbers Section Changed
Malpractice Case Claim Status Section Changed
Malpractice Section Changed
License Numbers Section Changed
Professional Liability Insurance Section Changed
Hospital Affilation Section Changed
Education Section Changed
Disclosure Section Changed
DEA Numbers Section Changed
Certification Section Changed
Personal Information Section Changed
Reattestation

06/20/2008Emaied Provider Reattestation Notification

06/19/2008Practice Other Address Section Changed
Practice Other Questions Section Changed
Practice Patients Section Changed
Practice Hours Section Changed
Practice Associztes Section Changed
Practice Accessibilities Section Changed
Provider Practice Section Changed
Speciafties Section Chanaged
References Section Changed
Other Questions Section Changed
Other Names Section Changed
Malpractice Case Claim Status Section Changed
Malpractice Section Changed
License Numbers Section Changed
Professional Liability Insurance Section Changed
Education Section Changed
Disclosure Section Changed
DEA Numbers Section Changed o

% € Intemnet | Protected Mode: On H100%
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Your primary practice office state changes
If you move your practice to another state:
e First update the primary practice state on the Prepare tab. The state you select here
determines the questions you are required to answer.

Prepare Provider Hame

Firstname M Lastname

Before you begin completing your application, we must first determine which application i right for

you. This is determined by your provider type and primary state of practice. Provder; 1)

1231
VWhat type of provider are you? MD . )
How do [ use the Tabs?

In which state does your primary office reside? MA - What does “practice exclusivel
Within_the npatient setting
mean?

Do you practice exclusively within an inpatient

setting? Yes@ No

NEXT »

Update the Professional IDs section, if appropriate.

Update the Praction Locations section.

Update the Hospital Affiliations section, if appropriate.

Update the Professional Liability Insurance section, if appropriate.

Update the Work History section.

Audit and Attest to your changes.

Fax any updated supporting documents, including your Authorization Attestation and Release if
appropriate in your state.
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