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User guide details

& Audience
This user guide applies to Organization Administrators.

Overview

L LI
This user guide provides a comprehensive overview of the Provider

Administrative Tool (PAT) and how you can use it to perform Provider
Engagement, Analytics & Reporting, or PEAR, portal administrative tasks at
your provider organization.

As an Organization Administrator, you will receive requests to access the PEAR
portal from potential end users. This user guide covers the detailed steps you
will use to manage PEAR portal access for your organization. Together,
Organization and Location Administrators are responsible for granting PEAR
access to all end users at the provider organization. End users should not
contact the plan to get access to the PEAR portal.

Objectives

This user guide will help you:

e Launch PAT from the PEAR portal

¢ Perform administrative actions for users, practices, and entities (as
applicable) in PAT

e Assign a Location Administrator in PAT

e Generate and review an audit log in PAT

¢ Initiate PEAR access for a known third-party organization or request
access for a new third-party organization

Notes

The member/provider data shown is used for training purposes only and does
not reflect actual member/provider data.

You may see minor screen variations when logging onto the portal. Process
steps remain the same and applicable to Independence Blue Cross,
Independence Administrators, AmeriHealth Pennsylvania, AmeriHealth New
Jersey, and AmeriHealth Administrators.

Need Help? Visit the PEAR Help Center Page 4 of 86
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Key terms

Provider
Engagement,
Analytics &
Reporting (PEAR)

Provider
Administration
Tool (PAT)

The portal that serves as the central access point to multiple digital tools
for participating health care providers. The portal serves the following
plans: Independence Blue Cross, Independence Administrators,
AmeriHealth Pennsylvania, AmeriHealth New Jersey, and AmeriHealth
Administrators.

The tool that Organization Administrators and Location Administrators use
to manage user access to the PEAR portal and its applications.

A person who has the most access to all licensed materials and license

Organization
Administrator

Location
Administrator

Portal end user

Custom Group

Contract Parent

Contract Entity

Need Help? Visit the PEAR Help Center

data delivered through the PEAR portal for your provider organization.
The person is responsible for provisioning access to the PEAR portal and
its applications to end users within the provider organization. This includes
provisioning access to the Location Administrators. The Organization
Administrator can add, disable, terminate, or edit end-user access for all
locations across the provider organization. Each provider organization, as
defined by a single Tax ID or a group of Tax IDs, has two Organization
Administrators.

A portal user that manages PEAR portal access at one or more provider
locations. The Location Administrator can add, disable, terminate, or edit
end-user access for his/her designated location(s). Only the Organization
Administrators can identify Location Administrators. This is an optional
role, and there can be unlimited Location Administrators.

Someone in the practice or facility that is granted access to specific PEAR
portal applications and roles by either the Organization Administrator or
Location Administrator. There is no limit to the number of end users that
can be created.

An administrative record tying together all owned practices or facilities
associated with a single provider Tax ID number.

An administrative record tying together all owned entities associated with
provider organizations with multiple Tax ID numbers.

An administrative record tied to a Contract Parent associating specific
practices or facilities to an entity. Larger health systems may have one or
more entities tied to a Contract Parent.

Page 5 of 86
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An internal plan identification number representing an individual facility or
Provider ID professional practice that is used by a provider organization for internal
purposes.

A report generated in PAT to view the various administrative actions
Audit log report performed to manage users of different practices and entities during
different time periods.

A third-party organization that has been previously identified by a provider
LG R I[eB T Oorganization and approved to access the PEAR portal and its applications
on behalf of a provider organization, such as a billing company.

Need Help? Visit the PEAR Help Center Page 6 of 86
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PEAR applications

PEAR Analytics &
Reporting

(PEAR AR)

An on-demand reporting application within the PEAR portal designed to
help providers provide even better care. It delivers access to timely data
including clinical care gaps, actionable incentive program reports,
specialist reports, and more. Formerly IndexPro™.

The application that provides a connection point to the plan information

PEAR Practice
Management

(PEAR PM)

PEAR
Comprehensive
Visit (PEAR CV)

and transactions you use every day in caring for patients. From eligibility
checks to referrals and beyond, PEAR PM provides you with a
streamlined and simplified experience through its all-in-one Member
Center and the Transactions tab.

A point-of-care application designed to assist primary care physicians in
capturing accurate documentation of a patient’s well visit, assessment,
and treatment plan. This information will support a patient’s holistic care
coordination including managing chronic conditions and addressing
guality measures.

Need Help? Visit the PEAR Help Center Page 7 of 86
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Section 1: PAT Overview

PAT is the application used to manage access to the PEAR portal and its applications. It is
available only to Organization and Location Administrators within your organization.

Location End User
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For more on the two administrator roles and processes in PAT, see the "Managing Access in
PEAR" video in the Help Center.

Accessing PAT
To access PAT, you need to first log onto the PEAR portal.

Perform the following steps to log onto the PEAR portal and access PAT:

Need Help? Visit the PEAR Help Center Page 8 of 86
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Step # Action
1. Enter https://www.pearprovider.com in any Internet browser window.
l B vesss ® [_+ =&
L ol o o T T SR o % B i

Leg In

Access Your Account

Username
i Provider Engagement,
w PEHR Analyties & Reporting ll |

BEEWON
f your provider onganization is not yet enrclled, select Registar My Ovrganization below |_
i | )

Register My Organization

Ovarviw Halp & Supporn
Termes & Condiions Help Cenler
Contact Us

Note: Google Chrome, Microsoft Edge, and Internet Explorer (IE) 11 or later are
supported. However, IE is not recommended.

Need Help? Visit the PEAR Help Center Page 9 of 86
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Step # Action

2. Enter your username and password and click the Login button.
J @ ‘) =10
€ C O @ NIDe www Dearprovider com -x O

Log In

Access Your Account

ed select Register My Organization be [

& PEAR 2558

Overview Help & Support

Note:
e For more details on how to login to the PEAR portal, view the PEAR Portal
Overview course.
o If this is your first time logging onto the PEAR portal, you will be prompted to
review and attest to the Third Party Organization Administrator User License
Agreement and PEAR terms and conditions.

Need Help? Visit the PEAR Help Center Page 10 of 86
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Step # Action

3. The PEAR portal home page is displayed. Click Provider Administration Tool under
Applications to launch PAT.

& PEAR m}x&;?%ﬂmﬁ Home  HepCener  Accounsetings | 40 m (@)
Notifications
Plan More Fiter Organization, how can we help you today?
el - PEAR welcomes you
CENERAL 123 PMDeE3 Applications
Test Dec Provider Administration Tool Practice Management

Enables an Admin to manage end-user access to PEAR
GENERAL 10:44 AM Dec 3 g iU MRS eTE oIS cxL o Hihvidyel sk Access the plan information specific to your office

location as it relates to providing care to members.
test... =

GENERAL 5:21 AM Dec 3

Time format check

GENERAL 4:32AM Dec 3

Test Quick View Plan News

JENERAL $1340 P Dec 2 AmeriHealth Administrators -
Monsoon blues

GENERAL 12:00 PM Nov 6 AmeriHealth New Jersey & Pennsyivania -

test Draft Notification
Plans: Independence Administrators -

Administrators, Independence

[ comprenensive visT L aNALTICS & REPORTING ] 1200 M oct e
SR Ex Independence Blue Cross -

for

PAT home page

Upon launch, the PAT home page shows five tabs: USERS, PRACTICES, ENTITIES (if
applicable), REPORTING, and THIRD PARTY. The USERS tab is selected by default.

{ P' d wee
w PER Adl:;:ni's’traﬁon Tool p i Q

USERS
Add User
— et ien
First Name v
First Name Last Name User Name Email User Role  Phone Number (Extn)  Job Title Last Login
- - r 0o N14E Portal . "
Democloneuser1014 Democioneuser1014 democloneuser1014 democioneuser1014@ ) 11111 tal use
ser
- - e rtal N
Demodo Derr democloneuse democloneuser31014@testcom 1) 1111111 Portal user
S S = rtal e -
Test user testuser3dScioned testuser3dScioned @ibx.com (232) 3. Portal User
ser
ortal
lon use lone.u n om n 2t
ser
Portal a0
clone user clone.user clone. 1) 1111111 User 117197202
ser
210 Portal 111 . 19 B
editedtestcioneuser21014  editedtes! 014 1) 1111 Portal user
ser
o Portal 29) 323.3373 -
test user nontpportaluser0930114 nontpportaluser0930114@ibx.com 232) 323-2323 Portal User -

Need Help? Visit the PEAR Help Center Page 11 of 86
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USERS tab

As an Organization Administrator, the USERS tab displays a list of all PEAR portal end users
associated with your organization. For the Location Administrators on your team, the USERS
tab will only display the end users at the locations they manage.

As an Organization Administrator, you are encouraged to review the list of active and disabled
users to ensure access remains appropriate and up to date.

You can use this tab to add, view, and search users. You can also use this tab to assign
Location Administrators.

Provid:
w pEHR A::::mesrtranonhnl p L) e

earch Option

rst Name v

(e[ o

Portal

PRACTICES tab
The PRACTICES tab displays a list of all practices. As an Organization Administrator, you will

be able to view all the practices and facilities within your organization on this tab.
Location Administrators can view only the practices or facilities for which they are provisioned.

Need Help? Visit the PEAR Help Center Page 12 of 86
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& PERAR i e = O

PRACTICES

ENTITIES tab

The ENTITIES tab displays a list of all contract entities associated with your organization. This
tab is only available to larger health systems tied to multiple Tax IDs.

You can use the ENTITIES tab to view and search for entities tied to your provider organization.

PEAR o
T Administration Teel =
ENTITIES
Contract Entity / Value Based Entity Contract Parent Practice Count Active User Count Active Location Admin Count Active Org Admin Count

Training Providers (Custom . : 1
Group) a2 201 0 1n

Note: The ENTITIES tab and functionality is only available to large health systems with multiple
Tax IDs. Independent practices, or provider organizations not tied to multiple Tax IDs will not
have access to this tab.

Need Help? Visit the PEAR Help Center Page 13 of 86
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REPORTING tab

The REPORTING tab allows you to generate and view the audit log report. This report provides
insights into the various administrative actions performed to manage PEAR portal users.
A 4 PEHR ::fl:l::ﬁie;haﬁunTunl p i e

REPORTING

Audit Log Report

Contract Parent/Entity/Custom Group (Tax ID, NP1 or Provider 1D

Overview PEAR Applications Plan News Help & Support

Terms & Conditions PEAR Home AmeriHealth Administrators Help Center

THIRD PARTY tab

The THIRD PARTY tab displays a list of all known third-party organizations supporting network
provider organizations. You can access the THIRD PARTY tab to initiate PEAR PM access for a
known third-party organization, manage the access of known third-party organizations, or
request access for a new third-party organization.

Need Help? Visit the PEAR Help Center Page 14 of 86
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pEHR Provider p i Q
w Administration Tool
THIRD PARTY
o s <] e ] -]
Party d

p org 19 H 1

F 19 Hi

p org test 0 1 A1

p org test 09302 1 1

P 000 1 HI 1

p org te 1 H 1

o 00000 191 1
Note:

e The THIRD PARTY tab and functionality is only available to Organization Administrators.

¢ A known third-party organization is a third-party organization that has been previously
identified by a provider organization and approved to access the PEAR portal and its
applications on behalf of a provider organization such as a billing company.

Need Help? Visit the PEAR Help Center Page 15 of 86
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Section 2: Managing users in PAT

The USERS tab within PAT is where you can view and manage your organization's end users. You can
perform the following functions from the USERS tab:

e Add a new user

e View user log

e Search for existing users

e Edit an existing user

e Clone an existing user

e Reset a user’s password

e Disable an existing user

e Enable a disabled user

e Terminate an existing user

Click a function to navigate to its steps.

Adding a new user in PAT

Only employees of your practice or facility should be added through this function. Non
employees should be managed through the third-party organization workflow.

Perform the following steps to add a new user in PAT:

Step # Action

1. Click the Add User button.
w pEH :;vv::r‘:srtmhonhol p i Q

..........

Portal

Need Help? Visit the PEAR Help Center Page 16 of 86
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Step # Action

2. The Add New User page is displayed. Enter the user’s personal details, including:
e first name

e last name

e email

e phone number with extension, if applicable
e jobtitle

Enter a unique username.

Note:
¢ Once an email address is used to provision access to PEAR, it cannot be used
again in association with another PEAR portal account.
e A user's email address and username cannot be edited once a user is created
as these fields support the individual's log on credentials.
e Recommended username format is FirstName.LastName. You can add a
number after the last name in case the username has been taken.

& PEAR [ f: O
Administration Tool

Step 1. Add New Users: Select "Add New User” 1o enter information for users you wish to create m

First Name User Name Phone Number Extension

Last Name Email Job Title

Assign Location Admin Role

Step 2. Application & Plan A
permissions. Click each a

ent: Below are the available applications for each health plan; users listed above will have access to each application for each plan you wish aliow
plication to enable/disable permission

Plans Comprehensive Analytics & Reporting Practice Management

18C No © No © No ©
AH No © No © No ©
1A No © No © No ©
AHA No © No O No ©

Step 3. Practice & Role Assignment: Review the practices the users should have access 1o below m

Contract i ctice
P Eg::x:cl:h"“:;" Practice Name NPI Tax ID p’°l';"" p':y"::" Plan M::::‘ Specialty c°'“p‘;:: hos :'mr' M::uqommt
Party porting  Defaut Roles
4 4 043 A AHAIA 2 8 J i 4
3. Select the Assign Location Admin Role check box to designate the new user as a

Location Administrator, if required. The Assign Location Admin Role check box is only
visible to Organization Administrators.

Need Help? Visit the PEAR Help Center Page 17 of 86
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Step # Action
Provider - Q
w p E n Administration Tool P
Step 1. Add New Users: Select "Add New User” to enter information for users you wish to create m

First Name User Name Phone Number Extension

Last Name Email Job Title
Assign Location Admin Role

Step 2. Application & Plan Assignment. Below are the available applications for each health plan; users listed above will have access to each application for each pian you wish aliow
permissions. Click each application to enable/disable permission

Plans Comprehensive Visit Analytics & Reporting Practice Management

I8c No © No © No ©
AH No © No © No ©
1A No © No © No ©
AHA No © No © No ©

Step 3. Practice & Role Assignment: Review the practices the users should have access 10 below

Analytics  Practice

Contract

ContractParent  CTUIY/Custom oo Name NPI Taxip) | Provider | Provider, ManDRA | ooty | Comprahenshvel T g ageient
Group/Third D Type Name Visit :
Reporting  Detaust Roles
Party
1427175462 237524796 004335775 PCP AHIBC AHA A

When the Assign Location Admin Role check box is selected, a new column titled
Location Admin is displayed in the table. You can decide which practices/facilities to
designate for the Location Administrator by selecting the appropriate check box next to
the practice/facility. The alignment of practice/application access is independent of
Location Administrator designation.

Provider .
& PERAR S P = O
Stop 1- Enter User Demographics: Completz the user demograghic fieids m ﬂ

First Hame Phone Number Extersion
hew 215 s55-1212
Last Name Jo
Assign Location Admin Rale

user Manager
Step 2 Plan & Application Assignment: Below are te appications for each health plan. users lsted above wil have access Lo each applicaion for sach plan you wish allaw permissions. Click each application 1o enable/disable permission

Plans Comprehansive Visit Ansh por Practics Managamant

IBC No © No O No O

AH Ne © No © No ©

a Ne © No © No ©

A No © No O NoO

Step 3- Practice & Role Assignment: Review the practices the users should have access 1o below

. . . Practice
Contract Entity/Custom Provider Location | Comprehemsive  Analytics &
Contract Parent G'm: ﬂ:‘:’;; Practice Name ol TxiD  Providerid P Bian Main DBA Nama Spaciaity o P N "ni“ Management

4, Click the Save button.

Need Help? Visit the PEAR Help Center Page 18 of 86


https://www.pearprovider.com/web/guest/help-center

\ 4

Provider Administration Tool Training User Guide

Step # Action

PEAR [ f: ©
w Administration Tool
Step 1. Add New Users: Select "Add New User” 1o enter information for users you wish 1o create ﬂ ﬂ

First Name User Name Phone Number Extension
Leela Leela.Underwood| (123) 123-1234
Last Name Email Job Title

Assign Location Admin Role
Underwood leela.uwood @ibx.com

Step 2. Appiication & Plan Assigt

low are the available applications for each health plan; users listed above will have access 10 each application for each plan you wish allow
permissions. Click each applicat nable/disable permission

Plans Comprehensive Visit Analytics & Reporting Practice Management

18C No © No © No ©
AH No © No © No ©
1A No © No © No ©
AHA No © No © No ©

Step 3. Practice & Role Assignment: Review the practices the users should have access 10 below

«fom’::om rovider Provider ain ainpeoioniive) Anaytics.| Prackice
Contract Parent 2'%;’2:""‘ Practice Name NPI Taxip P md 'Typ: Plan MNI::A specialty  © ";i':' R‘:m“g Mu:-qom::
5. Next, set the permissions for the new user based on their access needs. The Plans

column lists the specific plans in which your organization participates. The applications
noted across the top represent the PEAR applications available to your organization.

To provision a new user to a selected plan and application, click the specific application
tile. For example, to provision a new user to Practice Management for Independence
Blue Cross only, click the tile in the IBC row under the Practice Management column.
The value in the tile will change to Yes.

To provision a new user to all applications for all plans, click each tile to change the
value to Yes.

Note: Not all applications are relevant for all provider organizations.

Need Help? Visit the PEAR Help Center Page 19 of 86
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Step # Action
& PERR [l P = Q

Step 1. Add New Users: Select "Add New User” 1o enter information for users you wish to create ﬂ
First Name

User Name Phone Number Extension
Leela Leela. Underwood: (123) 123-1234
Last Name Email Job Title
Assign Location Admin Role
Underwood leela uwood! @ibx.com Office worker

Step 2. Application & Plan Ass

ment: Below are the available apphications fo
permissions. Click each application to enable/disable permission

Plans Comprehensive Visit Analytics & Reporting Practice Management

r each health plan. users listed above will have access 10 each application for each plan you wish aliow

1BC No © No © Yes ©
AH No © No © No ©
1A No © No © No ©
AHA No © No © No ©

Step 3. Practice & Role Assignment. Review the practices the users should have access 1o below

Conliat Analytics  Practice
ContractParent  EMUD/CUStOM o es Name NPI Taxip Provider Provider o MainDBA  goqciany ~ COmPrehemsive Ty T yianagement
Group/Third D Type Name visit .
Party Reporting  Deteut Soles

Application

1427175462 237524796 004335775 PCP AH IBCAHAIA

Not Select « -

ME

Once you select the plan and applications that the user needs to access, the drop-down

list under each assigned application will automatically display the role(s) associated with
the application.

- P E n R ::lmgiesrlralinn Tool ﬁ i 0

Step 1- Enter User Demographics: Complete the user demographic fields.

First Name” User Name* Phone Number * Extension

Lee Lee.uwood! (123) 123-1234

Last Name Email Job Title*
Uwood leeuwood|@ibx.com

Step 2- Plan & Application Assignment: Below are the available applications for each healih plan; users listed above will have access fo each application for each plan you wish allow permissions. Click
each application to enable/disable permission

Plans Comprehensive Visit  Analytics & Reporting  Practice Management

IBC No © No © Yes ©
AH No © No © No ©
1A No © No © No ©

AHA No © No & No &

Step 3- Practice & Role Assignment: Review the practices the users should have access to below.

=

Contract Practice
Contract Parent Entity/ Custom Practice Name NPI Taxip  Provider Provider Main DEA Speciatty | COMPrehensive Analytics & Lt
Group/Third D Type Name Visit Reporting
Party
v Individual
Entity/Practice/Custom
Group/Third Party
v Individual
Practice
1720422454 238425378 004335777 SPEC AHIBCAHA |A FAMILY PRACTICE ‘ Select ~ ‘
Overview PEAR Applications Plan News Heln & Subbort e

6. After selecting the plan and the applications, you need to select the practices or facilities

to be made available to the end user. You can click the practice or facility name
hyperlink for additional demographic details that will help you decide whether the new
user should have access to that practice or facility.

Need Help? Visit the PEAR Help Center
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Step # Action

Provider p Q
w P E n Administration Tool
Step 1. AGd New Users. Select "Add New User® 10 enter information for users you wish 10 create m ﬂ

First Name User Name' Phone Number Extension
Leela Leela.Underwood (123) 123-1234
Last Name Email Job Title
Assign Location Admin Role
Underwood leela.uwood! ibx.com Office worker

Step 2. Application & Plan Assig: Below are the available applications for each health plan; users listed above will have access to each application for each plan you wish aliow

permissions. Click each

e/disable pe:

Plans Comprehensive Visit Analytics & Reporting Practice Management

18C No © No © Yes ©
AH No © No © No ©
1A No © No © No ©
AHA No © No © No ©

Step 3. Practice & Role Assignment. Review the practices the users should have access 10 below

Contract Analytics  Practice
ContractParent  TrU/Custom | o o Name NPI Txip | Provider Provider Maln DRA Specatty | ComPrehemsive o agement
Group/Third ' Type Name Visit
P Reporting  Defauit Roles
arty
v Ind
Practic
., Applicat
1427175462 237524796 004335775 PCP  AMIBCAHAIA ; ot select~ | .
Al ned

¢ As an Organization Administrator, you can provision end users at the Entity level
or by individual practice or facility.

e Location Administrators will only be able to select from the practices or facilities
for which they are provisioned.

7. When you click the practice or facility name hyperlink, you will be able to view
demographic information about that practice or facility. Click the Close button to go back
to the Add New Users page after reviewing the details.

Need Help? Visit the PEAR Help Center Page 21 of 86
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Step # Action

" Doctors Of Philadelphia - Provide

Contract Parent Not Applicable
Contract Entity Not Applicable

Primary DBA Name No DBA Name Assigned
Practice Specialty INTERNAL MEDICINE

Location DBA Name: No DBA Name Assigned
Address(es) Address: 1900 Market St. Philadelphia, PA. 19103

Tandigm Indicator N

8. Once you have identified the practice(s) to which you want to assign the new user, click
the drop-down menu under an application to select the application-specific role for the
new user at the selected practice.

w PEHR jyiisration o L o} E

S‘IP 1. Add New Users. Select "Add New User” to enter information for users you wish to create, m
First Name" User Name™ Phone Number * Extension

Leela | [ Leela underwocd: | [123) 1231234 \

Last Name* Email * Job Title”

Underwood | [leelavwoodi@ibreom | [otfice worker | B AT ]

Step 2. Application & Plan Assignment: Below are the available applications for each health plan; users listed above will have access to each application for each pian you wish aliow
permissions. Click each application 10 enable/disable permission
Plans Comprehensive Visit Analytics & Reporting Practice Management

1BC No © No O Yes @
AH No © No © No ©
1A No © No O No ©
AHA No O No O No ©

Step 3. Praclice & Role Assignment. Review the practices the users should have access 1o below.

\—,

Contract
o Analytics Practice
Contract Parent Entiy/Qustom | o sios Mase NP1 Taxip | Provider | Provider Mein DEA Spociaty | Tomposhenshe | egument
Group/Third 1] Type Name Visit
Party Reporting  Detault Roies
w Individual
Entity/Practice/Custom
Group/Third Party
v Individual __ Practice
Practice U Management
T —
Doctors Of INTERNAL Application Not
ohi ghia 1427175462 237524796 004335775 PCP  AHJIBCAHAIA MEDICINE Assigned A!:;‘I‘d Select -

Note: Keep these guidelines in mind while assigning application-specific roles:
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Step # ‘ Action

¢ If the user needs access to multiple practices, you can assign a different role for
each practice.

e If the user needs access to multiple applications, you must select application-
specific roles from the drop-down menu for each assigned application.

e You must assign at least one role for access to the selected application.

e For a user provisioned access to PEAR PM, the only role available is the
Practice Management role.

e For a user provisioned access to PEAR CV, the only role available is the
Comprehensive Visit role:

o For a user provisioned access to PEAR CV, credentialed providers
attesting forms are required to indicate their practitioner NPI.

o You can also designate the new user as a Location Administrator for any
of the selected practices by checking the Assign Location Admin role
check box on the USERS tab.

o If you associate PEAR CV with at least one practice, you will be
prompted to enter the practitioner’s individual NPI. Although this field is
optional, all credentialed providers responsible for attestation in PEAR
CV are required to note their individual NPI. If no NP1 is entered, the new
user will not be permitted to attest in PEAR CV. Once entered, the NPI
will display in the end user account. Only Organization and Location
Administrators are permitted to enter or modify an NPI. NPI validation
occurs upon end user creation in PAT.

o You cannot link a practitioner’s individual NPI to multiple end users.

e Fora PEAR AR user, you can assign a clinical, financial, or specialist role:

o The clinical role has access to the Population Health dashboard,
Population Health reports, and Attributed Member Snapshot for Primary
Care Physicians (PCPs).

o The financial role has access to the Financial dashboard and any
financial or incentive reports published through PEAR AR.

o The specialist role has access to reports and dashboards designed for
offices and groups with specialties other than Family Practice, Internal
Medicine, and PCPs.

o If an end user needs to access capitation rosters, you should assign the
Clinical or Specialist role.

9. To assign the same role to a user for all practices under an Entity record to which the
user is provisioned, select the role from the application drop-down menus at the top of
the list. The role(s) selected will cascade to all practices within the contract.
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Plans Comprehensive Visit Analytics & Reporting  Practice Management

18C No © No © Yes ©
AH No O No © No ©
1A No O No O No ©

AHA No O No O No

Step 3. Practice & Roke Assignment. Review the practices the users Should have access 10 below

Contract
. . Analytics Practice
ntity, Prov vider Mai prenensi
ContractPorent  © "“"‘:‘ Practice Name NP1 Tax 1D I:" ":m Plan MOBA | gty | o & Management
Party Reporting  Dutet Sotes
v
v ’
pra
” S e
4 ” 247 M A AHA A s t Select «
Contract e Appication! 2 =
parent name ~ o
Entity Apphication ot APPicatic
4227671 Nt Select
name Assigned
Practice 123456 123756 123450 SPEC  AMIBCAMAIA A
name 1 ) Assigned od
Practice s ~ g Apphcatic -
123458 123458 123458 PCP  AMIBCAMAIA Peduatry o od t Select «
name 2 ) od

Note: Cascading roles is only available when provisioning at the Entity level, that is, for
larger health systems. For smaller organizations, Organization and Location
Administrators will need to indicate role assignment for each practice or facility.

10. Click the Save button.

W e e e AU SUD U — =
Step 1| Add New Users: Seiect "Add New User” 10 enter Information for users you wish to create m
First Name User Name Phone Number Extension
Leela leela.underwood 123) 123-1234
Last Name Emad Job Title

N ~ Assign Location Admin Role
Underwood leelauwood 1 @ibx.com Office worker

Step 2 | Application & Plan Assignment: Below are the available applications for each health plan; users listed above will have access 10 each application for each plan you wish
allow p Click sach 10 enable/disable permission

Plans Comprehensive Visit Analytics & Reporting  Practice Management

18C No © No© Yes ©
AH No O No © No O
1A No © No© No©
AHA No © No O No©

Step 3 | Practice & Role Assignment: Review the practices the users should have access 1o below.

Contract
Entity/Custom Provider Provider Main DBA Comprehensive Analytics & Practice Management
Contract Parent Group/Third Practice Name NP1 Tax ID D Type Plan Nome Speclalty Visit Reporting R it
Party
W Indridual
Entity/P toer
o/Th

Practice Managemen
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Step # Action

Note: If you click the Back button without saving, you will return to the USERS tab and
your request to add a new user will be cancelled.

11.

After you click Save, you will be asked to confirm the selections. Click the OK button.

& PEAR i P = @

HIRD 1| AOD P LA BRMCT TAD0 MW LBET MBI NSNS 100 WhErS YDW R 1D TR, nn
Frl Mana Lar hisra Phesna Rparbar It

Lewia berba el (123} 123-1234

Ll e Er Jab Title®

L n Location Ademin Roke
Underwood eeba.urwond | Ssbacom i wirtc -

Siep 3 | Appacatsan & Fun Astagrmenl Beltw B0 I dea0doi 3§ pEoe S0f B0 RICH BRIIN AR, WSS 180 Abdve Wil Riwl SECHES by BOCH DpPRCHTsn 1ol S5EN0 SIIA i mds
ki TP A Sl 3R PRGN T a0 10D NI DEIILEI0N
e {omprahessive Vit Analytics & feporting  Prsctics Mesagemest

174 [ Mo D Tl
Ar Ma O Mo O Mg &
w Mo O Mo O Ho
fer Ma O Ma O Me AN n‘
HieE 1 | FTOEDES & Robe ALEAMERT iy iim T BREEDEES e USSYS Shtsld REVE JEGE34 15 Palim
Comtract
Erevey/ it Provge  Provide: blais DK e et Lashpman & Prammas Musagpesses
Carerum Parsai Fractica luna ] T I Pl Spasciainy
G Thisd L] Tres Famr Wi i tireg [
Party
o Pl
Erbiy Prichon T uion
Group Thard Party
W InOru
Fracsicy
. Applcanion
LATTATAY FETURATOA AGTIATIL BT kB EHARE ITIAL Appication M Bearsia bananemes 7

12.

Once you save the user information, a confirmation message is displayed at the bottom
of the screen indicating that the user has been created. The new user will receive two
automated emails once successfully provisioned — one with username and the other
with their temporary password.

Provides
A pEH M‘:;:ms;muontnal p i @

Step 1| Add New Users: Select "Add New User” to enter information for users you wish to create. m ﬂ
First Namae User Name Phone Number Extension
Last Name* Email Job Title

Assign Location Admin Role

Step 2 | Application & Plan Assignment: Below are the available applications for each health plan; users listed above will have access to each application for each plan you wish
allow Click each to

Plans Comprehensive Visit Analytics & Reporting  Practice Management

1BC No © No O No ©
AH No © No © No ©
A No © No © No ©
AHA No © No © No ©
Step 3 | Practice & Role A Review the p the users should have access to below.
Contract Practice
Entity/Custom . Provider Provider Main DBA " Comprehensive Analytics &
Contract Parent Practice N. NPI Tax ID Pl Special M ent
ontract Paren Grous/Third ice Name ax D Type an Name pecialty Visit Reporting anagem
Party
X
. Application
DasRe i 147717847 237S24704 (MUIETTS  BrD  AHIAC AHA LA HIRRIAL Appiication Mnt -
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Viewing user log

After you have added new users, these users will appear on the master list of all users you manage on
the USERS tab. You can view the following details about your users on this tab:

o first name

e last name

e username

e emalil

e userrole

e phone number

e job title

e last login date

w PERR m::i!s'tranonfool p 4 @
usexs

The Last Login Date field displays the date of the last login attempt and not the date
of the last successful login.
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& PEAR 5w e = ©
mb\ﬁ

Note: You can view the total number of users at the bottom of the page and navigate through the
multiple pages using the arrow buttons on the right-hand side.

Searching for an existing user in PAT

You can search for an existing user on the USERS tab. Perform the following steps to search
for an existing user:

Step # Action

1. From the Search Option drop-down menu on the USERS tab, select the attribute to
use for your search. The available options are:

e First Name
e Last Name
e Username
e Email
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Provider
w P E n Administration Tool
USERS TICES ORTING

Search Option

Search Text

First Name v
Last Name Name User Name Email UserRole  Phone Number Job Title Last Login
User Name
Emai s = Portal
democloneuser31014 democioneuser31014@test.com -
ser
= B Location - £ 7
Brindha brindha.t1 brindha.t1@test.com (123) 456-7890 user
Admin
- ~ Portal
Brindha brindha.t brindha.t@test.com U (123) 456-7890 user
ser
- R Portal R
Test user testuser345cioned testuser345cloned@ibx.com i (232) 323-2323 Portal User
Jser
Portal ”
clone user clone.user clone.user@test.com 2 (1) 111111 User 11/19/202(
Jser
Portal 1) 11-1111x
clone user clone.user2 clone.user2@test.com S User 11/18/202¢
User 12345
= Portal
editedtestcloneuser21014 loneuser21014 tcloneuser21014  editedtestcloneuser21014@testcom (1) 111-11m Portal user
Jser
& PEAR &Gk
Y Administration Tool
USERS | PRACTICES NTITIES ORTING T+
Add U:
Search Option Search Text
First Name Last Name User Name Email User Role Phone Number (Extn Job Title Last Login
Portal
democloneuser31014 democloneuser31014@test.com b
Jser
Location
Brindha T brindha.t1 brindha.t1@test.com ‘ (123) 456-7890 user
Admin
Portal
Brindha T brindhat brindha.t@test.com U (123) 456-7890 user
Jser
Te c Portal
Test user testuser345cioned testuser345clone4@ibx.com . (232) 323-2323 Portal User
User
Portal ’
clone user clone.user clone.user@test.com U mn 1 User 11/19/202(
Jser
Portal 1) 11-1111 x
clone user clone.user2 clone.user2@test.com ( User 11/18/202(
User 12345
- Portal
editedtestcloneuser21014 loneuser21014 loneuser21014 loneuser21014@test.com (111 11-111 Portal user
User

Click Search.
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Step # Action

ﬁ p E n R Td:l‘!':r;‘fsfuauan Tool

USERS

rch Te
ame v el
F Nam 1 ) L
dem
dh
dha dha.t
estuser
ser
se 8.US
ditedtest 0r21014 edtestclo 1014 t

brindha.t@test.com

Note: You can click the Clear button to remove the search criteria.

e = O

t t v Job T gi
. Porta
euser31014@test.com
ser
.com P
Adm
A 456 us
ser
13
4 4G t
Port
3 -
om romal 1t 9/202¢
o 1413 191.1114
45
= Portal
€r21014@test.com 19) 111-111 rtal

& p E n Provider

Administration Toal
useRs
Add User
First Name v & Leela
Last Na
3 Undes eela.under 1 lesls it
eela Undes eela.underwood. leela. er
Overview PEAR Applications Plan News

Terms & Conditions PEAR Home

Browider Adminictration Tanl

AmeriHealth Administrators

4, After clicking the Search button, the search results are displayed on the USERS tab.

e ]
Portal User (123) 1231235 Office worker
Portal User (123) 123-1234 office worker
Help & Support
Help Center
Contact Ll -

f: 0O

-]

Editing an existing user

As a PEAR portal administrator, you will often need to edit the access of an existing user.
Perform the following steps to edit the access of an existing user:

Need Help? Visit the PEAR Help Center
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Step # Action
1. Search for the user you want to edit. Then, click the Actions button for the selected
user.
w PEHR :?n:::ie;lmonl'oul p i @
- - - (o] o ]
Overview PEAR Applications Plan News Help & Support
Terms & Conditions PEAR Home AmeriHealth Adminisiraiors Help Canter
2. Select the Edit User option from the drop-down list that is displayed.
& PEAR i L
=
amn Cpton | e Name M - ==
Evarvers PLAR Applcamons Flan Kews Hadp & Sesppecy
3. The Edit User page is displayed. Edit the user details by following the same rules as
the rules to add new users covered in Adding a New User. Recall that you will not be
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Step # Action

able to edit the username and email address as these support the user’s logon
credentials.

& PEAR Zi PP
Edit User u

Furst Nome User Name Exterson

prisiilo——
Leea l«ou&-cod)

Last Nome mad 2 Practioner NP1 (Required Fee PEAR OV Attestation

——— Assugn Location Ademen Role

Underwood |leearderncodiGles fce morker
Application & Plan Assignment

Plans Comprehersive Vit Anadytics & Reporting Practice Management

B No O No O Yes ©

M No O No O No O

" No O No O No O

A No O No QO No O

Practice & Role Assignment

Cootract Anadytics
Provider  Provider Comgreherare Practice Mansgement
Contract Pavent Entity/Cuntom Practice Name I~ Bt Pan  MunOBANMme  Speciaky e & o
Growo/Thied Party »e Reoorting —
v
Seokemsion e APPICIS0N
TITSIAD 23TSIONA QOGNISTTS P  AMMCAMAR ekt by Practice Management «
MEDIONE ssgred

4, Click the Save button.

w pEHR mmTul p i @
Edit User mg

First Name™ User Name™ Phone Number Extension

Lees leela undenwoodd 123) 123-1235
Last Name" Emaid* Job Title Practitioner NP1 (Required For PEAR OV Attestation)

Undenwood leela underwodd Gutms olfee worker Aagign Location Admin Role

Application & Plan Assignment

Plams  Comprehensive Visit Analytics & Reporting Practice Management

IBC No O No© Yes &

AH No O Mo O No O

n No O No© No ©
AHA No O No O No ©
Practice & Role Assignment

Contract . . . Analytics .
Provider  Provider chermive Marugement
Contract Parent Entity/Custom Practice Name NP1 Tax 1D 0 1 Plan  MainDBAMName  Specialty (w’:w‘ & Practce
Groun/Third Party yPe Revarting e

5. A pop-up window is displayed asking you to confirm the updates you just made.
Click the OK button.
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é PEAR Sl = 0
Edit User n

Fot Name™ User Ko Phore Number [
Lees eesirdencodd | 120 1231038
Last Nowme' Tl * Job Tite' Prcttones N4 Rexuared For PEAR OV Attestatuon)
~wp] s Loaton Aderan Rede
Vrserwcod ed o ta s e wonar ston
Applcation & Plan Assigament
Pl Comgeehenve Vet Analytics & Reporting Practice Management
w No O No O Yos O
M No O N O N O
" No O No O No O
A No O No O No O
Practice & Role Assignement
Contract anciL ﬂ Anadytar
ompr ebemive Practice Mamagrenent
Conteact Pavest Eity/Cuntom Practice Name ~ e PAMame  Specaty e & =5
Growmp/ Third Party e Aeporting et S
ATEINA opkcation Not APplcaton
Docko OfPhiadeichy IQTIISHR JTNA96 QOKASTYS  KCP AMMCAMAR k,(.:.,\_‘( k“y'.‘-,:: * her | Practioe Management +
stz Asigres
Ovecvera PEAR Apphcations Fan News Help & Support
Toems & Condiiors PEAR Home Amereath Admirintrary Heip Conter
Provider Adminiatraticn Tool i Contact Us

Note: Click the CANCEL button if you need to continue editing and do not want to
confirm the updates you just made.

Once you confirm the updates, a confirmation message is displayed at the bottom-
left corner of the screen indicating that the user has been updated successfully.

& pEn Provider p - @

Administration Tool

orta
emod r1014 emoch 4 den neuser10 lones 4 o 1mne-nm t
ser
orta
er3101 k r3101 euser3101 N € 1 1 crts
ser
orta
u 45cloned user34Scioned @ orta
ser
orta
- use e.user ' 1M1= ” 1
cer
m "x
ne ne.user er = ser 18/2020
345
orts
edite 4 tclones 4 estdoneuser21014 t ” o m ot 11 3 t
ser
= ortal
” pport: 3930114 nontpportaluser09301 14 tal User
ser
n taluser093015 com ol sz tal |
@ su P P er
,,,,, ocatic
test use nontplocadm clonel F m om S0 tal | -
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Cloning an existing user

Using the Clone User feature, you can create a batch of up to 20 new users at one time with the
exact same roles and permissions of a current user. Perform the following steps to clone an
existing user:

Step
# Action
1. Search for the user you want to clone. Then, click the Actions button.
& PERAR (Sl P = O
Crvarvies I'|ﬂHﬂpp|-’i’--M‘i Plan News ||f‘|p5\-l..;‘\-|‘-'il
2. Select the Clone User option from the drop-down list that is displayed.
é PEAR [l = Q@
o e rela bx.com al Use 1 it Uoer
PEAR Applications Plan News Help & Support
‘tfd.'_nh,—?w ».A..X enter
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3. Upon selecting the Clone User option, the details and permissions of the user to be
cloned are displayed. Click the Add User button.
& PEAR Zi e = Q

Stop 1. Add New Usars: Selact "Add New Usar” 1 anter inkormation Sor users you wish 5 create

Stop 2- Plan & Application Assignment: Below are B valible applications for each health plan. users isted above will have Sccess 19 6ach appk » .
enable/Ssabia permission
Pam  Comprebensive Vist Anadytics & Reporting Practice Mansgement
e No © No O Yes O
M No O No O No O
“ No © No© No©
A No O No O No
Step 3. Practice & Role Assignment: Review B pracices Bie users shouk have acoess 10 bek
o Provider  Provider Main DBA Location Comprehensive Analytics &  Practice Management
o o o<aton o it
onts, P, e . Ll " T 0
Contract Parewt Uyt ctice Name N e 10 o Ry Pan Spociany o o RS
Growp/Thied Pacty

Practice Management «

4, The Create new user pop-up window is displayed. Enter new user details, including:

o first name

¢ last name

e emall

e phone number (with extension)
e job title

[ ]

Practitioner NPI (optional field, to be updated if you want to allow the
credentialed provider to attest PEAR CV forms)

Enter a unique username.
Note: Recommended username format is FirstName.LastName. You can add a
number after the last name in case the username has been taken.
& PERR s o = O

=

ot information for L1sers you wish 10 Create

Name Uses Name (2] Phone Number Extension Title Npi Location Admin idit Delete
Step 2- Plan & Application Assignment: Selow are the available applications for each health plan. users Ested sbove wil have access 10 each application for each plan yo p 1
ensble/dsable pamission
PMans  Comprehensive Visit Anaslvtics & Reoorting Practice Mansaement
i8¢ No O
AR No O
A No O First Name" User Name™ Phone Number * Extension
AHA No O

Last Name™ Emait * Job Tie" 5

Step 3. Practice & Role Assigam Assign Location Admin

Con.
Ortautt 8
Group/1 ortaat Saes

Practice Management «

Need Help? Visit the PEAR Help Center Page 34 of 86



https://www.pearprovider.com/web/guest/help-center

\ 4

Provider Administration Tool Training

User Guide

Click the Add another user button to add another user using this same pop-up
window. When you click the Add Another User button, the first user details will be
saved. If you click CANCEL, the user details just added will be deleted.

Stop 1. Add New Users: Salect "Add New Usar™ 10 anter information for users you wish 10 crast

&3
Name Phone Numbes (xtemion Title s ‘

User Name Location Admin
Step 2. Plan & Appiication Assignmeot: £

Comprehemive Vit

pose
Plam Anaivtics & Reporting Practice Manaoemment

¢

e No O

w Fiest Name® User Name" Phone Number Exsension
AMA No

Last Name™ Emat* J0b Tige"
Stop 3. Practice & Role Assignm - A9 Location Admin
Coe
Contract Pacent ey,
Growp/

Practice Management

Practice Management «

Once you have entered all the users you wish to add or reached the maximum of 20
users, click the Add and Close button.

& PERAR &

e300 Tool

Stop 1. Add New Users: Sadect "Add Ne o 10 entee Information oc users you wish 10 Creat
B s
Mame Emad Phone Numbes Ixtenion Tivte Pgs

[ Oeirte

User Narme

Step 2. Plan & Application Assignmeot: £ do appica

Plam  Comprehemsive Vish

Anaivtics & Reporting Practice Manacement
8¢
a~ No @
n First Name* User Name* Phooe Number * Exsension
AMA
Last Nome™ Emat *

Job Tike"

Stop 3. Practics & Role Assignm -~ AS940n Location Admin

Coe
ity

Contract Pacent

Growp/1

CIT T
iy Orms

Practice Management «

Upon clicking the Add and Close button, the table at the top of the user details page
lists all the users to be created as clones of the existing user. Review the list
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carefully before saving.

- PEHR :dmi.;umml ﬂ H @

Stop 1. Add New Users: Select "Add New User™ to enter information for users you wish 10 create

=@

Coamt:2

Name Extension Mpi  Location Admin Edit Delete
Lee G x
el =] x
Stop 2- Plan & Application Assignment: Balow are the availably apchcations for sach hoalth plan users listed above will have accoss 1o each application for each plan you wish allow permissions. Click each appbication 1o
onableldisable permission
Plans  Comprehenshe Visit Anabytics & Reporting Practice Management
B Ne O No QD Yes &
A No © No© No©
AHA No O NoO NoO
Step 3- Practice & Role Assignment: Raview the pracsces the users should have access to below
Comtract . . § § . . "
Frovider Provider n mpe ehensire ? Fr, Managemen
Contract Pasent Entity/Custom Practice Name NP1 Tax 1D o T Flan Main DEA Specialty l;‘x ¢ Viek """""‘“ N ““:\!rmw '
Growa/Third Party ¥pe Mame Reporting

Practice Maragement =

Note: To clone more than 20 users, you will need to repeat this process.

7. From this page, you can edit the details of the user you created via cloning and
customize access for each individual (additional applications, roles, or plans).
a) Before saving the list of newly cloned users, you have the option to edit
permissions for any individual cloned user by selecting the Edit button.
b) You can delete a user from the list by selecting the Delete button.

& PERAR S o = O

Step 1. Add New Users: Select "Add New User™ 1o enter information for users you wish 1 create
Count:2
P Uer Harme Emad Fhene Bumbses Eatermion Titke Mpi  Location Ademin [ Delete
= . " ae x(p
= =3 x

Stop 2- Plan & Application Assignment: Below are the avallable appbcations for each health plan_ users ksted above

will have c008 10 sach application for sach plan you wish aliow permissions C
enable/dsable permission

Plans  Comprehenive Vist Anaiytics & Reporting Practice Mansgement
L No © No© Ves ©
-~ - S
AH No U No QO No Q
" No O NoO NoO
AHA No O NoO NoO
Stop 3- Practice & Role Assigament: Rieview the pracsces the users should have 80cess 10 balow
R—— Provider  Provider Main DEA Locat Analytics &
Comtract Farent Entity/Castom Practice Name NP Tax 10 Plan Speciaity iy - - o
0 ¥ Hame n Wi Ry .
P -srwpll [ ype i portiong Txtn bates
wh
- Appheater
o % 004 A Practice Management »

Assgred

8. When editing, indicate your changes for the applications and plans for the selected
new user as needed.

To revoke permission, click the specific tile to update the value to No. To grant
permission, click a tile to update the value to Yes.
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Action

& PERAR Sl o =

Step 1. Add New Users: Select "Add New User™ 1o enter information for users you wish 1o create
=m
Count:2
Hame Uneey Marme Emad Phesne Mumbses Extermion Ttk Mpi Lox atson Admmin T Dwiete
- o - o x
g (e 1 x

Step 2- Plan & Application Assignment: Below are the available applcations for sach health plan. users isted above will have access 1o sach applcation for sach plan you wish allow permissions. Click each application 1
onable duabie permasion
Plans  Comprehenaive Viit Ansbytics & Reporting Practice Mansgement

1B No © No© Yes &
- -
A No O No D No O
A No © No D No O
AHA No O NoO No O
Stop 3- Practice & Role Assigament: Rieview the pracsces the users should have 80cess 10 balow
R—— Provider  Provider Main DEA Locwtion Comprehensire Ansiytics & Practice Mansgement
Contract Parent [ty Custom Practice Name i Tax 10 . Troe Plan Specialty - - - —

Growp/Thied Party

Practce Management »

9. Click the drop-down menu for the selected application to edit roles for the new user.
& PERAR S o = :

Step 1 Add New Users: Select “Add New User” 1o enter Information for users you wish 10 create

A User

; B e

Count:2

Mame Phone Number Extenskon Title Npi Location Admin Edit

Underwood Lee 24 3 L <]
Lela oolT e (=]

Step 2- Plan & Application Assignment: Below are the svailable applications for sach health plan, wssers isted sbove will have sccess 1o sach application for sach plan you wish alow permissions. Click sach spplication 1o
enable/dsbi pormission
Plam  Comprehensbe Vinit Analytics & Reporting Pratice Management

ne No O No O Yes &
AH No © No QO NoQ ﬂ
" Ho O No O No O
AHA No © No QO No QD

Step J- Practice & Role Assignment: Review the practices the users should have sccess 10 below

Contract
Provider  Provider n DBA chemsive Analyt Managemen
Comtract Parent Entity/Custom Practice Name el Tax 10 o Plan e Spodatty  Loction Comprehe Ansiytics & Practice *
- i te i ot 1
Select =

10. Click the Save button to update user details. Once complete, you will return to the
original master list of cloned users on the USERS tab. Remember to save the list of
all newly cloned users.
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Step 1- Add New Users: Select "Add New User” to enter information for users you wish to create

Count:2

Name User Name Email Phone Number Extension Title Npi  Location Admin
Underwood, Lee Lee.Underwood Lee.uwoed@ibu.com (123)123-1234 Office worker No

Underwood, Leila Leila.Underwood1 Leila.uwood23@ibx.com (098) 098-0987 Office Worker No

Step 2- Plan & Application Assignment: Below are the available applications for each health plan; users listed above will have access to each application for each plan you wish allow permissions. Click each application to
enableldisable permission.

Plans  Comprehensive Visit Analytics & Reporting Practice Management
1BC No © No © Yes @ -
Save
AH No © No © No©
1A No © No © No©
AHA No © No & No©

T =

Step 3- Practice & Role Assignment: Review the practices the users should have accass to belov.

Contract

Contract Parent Entftomom | Pracica Name NPl e | Provider Provider ManDBA . loafion Comprehensive Anaytis& Practce Management
N D Type Name Admin Visit Reporting Default Roles
Group/Third Party
i _ Application
v Fowen University School 004227669 Application 2y 4 [ practice Management +
of Osteopathic Medicine Not Assigned
Assigned
_ Application
> Rowan - Entity 004227671 Application Not Practice Management ~
Not Assigned
Assigned
v Individual
Entity/Practice/Custom
Grous/Third Party o

Resetting a user’s password

You can easily help end users with a lost or forgotten password. Locate the user in need of a
password reset either by user search or by selecting from the user table and perform the
following steps to reset the password:

Action

1. Click the Actions button.
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Step # Action

Terms & Conditions

p EFI Provider

w Administration Tool
usirs

Add User

Search Option * | First Name v earch Text *| Leela
First Name Last Name User Name Er
Leela Underwood leela.underwood1
Leela Underwood leela.underwood3

Overview PEAR Applications

PEAR Home

Provider Administration Tral

Plan News

AmerHealth Administrators

Help & Support

Help Center

Contact |ls

e

Last Login Date

& PEAR

v

Overview

Provider
Admpestraton Teel

PEAR Applic stions Plan News
Horra oer
£ Dt 3 AL p D v it WAR pdmen =

Melp & Suppont

A p mode e

&

5 _admrgoriet WAR sdmaportiet hdefnttesate)

Select the Reset Password option from the drop-down list that is displayed.
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Step # Action

password.

USERS

Add User
Search Option * | First Name

First Name Last Name
Leela Underwood

Leela Underwood

Overview

Terms & Conditions
javascript

Provider
‘ pERR Adml::nisuﬁonbul

i Search Text * | Leela

User Name

leelaunderwood1

leela.underwood3

PEAR Applications
PEAR Home

leela.uwood @ibx.com

leela.un

Plan News

AmeriHealth Administrators

3. When you click Reset Password, a pop-up window is displayed asking you to
confirm accuracy of the email address of the user for whom you are resetting the

Click OK to confirm the email address is accurate and to proceed with the password
reset. Once the password is reset, the end user will receive an automated email with
the new, temporary password.

Click CANCEL if you want to cancel resetting the password.

Help & Support

Help Center

Contact lie

A confirmation message is displayed at the bottom of the screen indicating that the
password has been reset.
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Step # Action

w pEHR :?n\::::es'mnanlool P 8 @

Disabling an existing user

If a user is going on an extended leave, you may need to temporarily disable the user's PEAR
portal access. The Disable User function will remove PEAR portal access until you or another
PEAR administrator re-enables the user in PAT. Locate the user that needs to be disabled
either by user search or by selecting from the user table and perform the following steps to
disable PEAR access.

Note: If a user does not log in for 90 days, PEAR portal access is automatically disabled. The
end user receives an automated email 15 days before the access is disabled.

1. Click the Actions button for the user you wish to disable.
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Step
# Action
¢ PEAR 2. L )
- - - (]

2. Select the Disable User option from the drop-down list that is displayed.
¢ PEAR [Zi.. L

3. Once you select Disable User, you will be asked to confirm your decision to disable

the user.
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& PERR [
Administration Tool
USERS | PRACTICES | ENTITIES | REPORTING

Search Option * | First Name v

First Name Last Name User Name Email User Role Phone Number (Extn) Job Title
Leela Underwood leela.underwood1 leela.uwood@ibx.com Portal User (123) 123-1235 Office worker
Leela Underwood leela.underwood3 leela.un o - —— office worker
t to disable the user
Overview PEAR Applications Plan News Help & Support
Terms & Conditions PEAR Home AmeriHoalth Adminisirators Help Canter
lcon L Providar Adminicteation Taal PR, Contact 1l

THIRD PARTY

Search Text * | leela

Last Login Date

Actions

A confirmation message is displayed at the bottom of the screen indicating that the
user has been disabled.

PEAR [
w Administration Tool
users
Add User
First Name b4
irst Name Last Name
Democloneuser1014 Demodioneuse

Demodoneuser31014 Democioneuser31014

Test user

oneuser21014 user210

edited!

test user

@ success

test user

Search Text

testuser345cioned

clone.user

clone.user2

14 editedtestcloneuser21014

testuser345cione3

Email

democioneuser10

democloneuser31014

testuser345cioned @ibx.com

clone.user@test.com

clone.user2@test.com

editedtestcloneuser21014@test.com

nontplocadm4938113.

Scione2 @ibx.com

testuser345cione3 @ibx.com

Portal

User

Portal
User

Portal

User

Portal

User

Portal

Portal

User

Portal

ami-mm

ami-m

-

(1) 1111111 %

12345

-

Job Title

Portal user

Portal user

Portal User

User

User

Portal use:

Portal User

Portal User

P

11/19/2020
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Enabling a disabled user

Locate the user that needs to be enabled either by user search or by selecting from the user
table. Note that disabled users’ records will appear in blue font on the USERS tab. Perform the

following steps to enable a disabled user:

Step # Action

1. Click the Actions button.
& PERAR 2. f = Q@
2. Select the Enable User option from the drop-down list that is displayed.
w pEH :dmr:::fsliraﬁoﬂool p i @
cel i leela. 1 leel Dibx.c t 1 L —
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Step # Action

3. A pop-up window is displayed asking you to confirm whether you want to enable the
user. Click OK to enable the user or click CANCEL to leave the user disabled.

Provider
‘ PEH Amnistnﬁoﬂul p i @

USERS | PRACTICES eNTITIES REPORTING THIRD PARTY

Search Option * | First Name v Search Text * | Leela Search

First Name Last Name User Name Email User Role Phone Number (Extn) Job Title Last Login Date Actions
Leela Underwood leela.underwood1 leela.uwood@ibx.com Portal User (123) 123-1235 Office worker
Leela Underwood leela.underwood3 L office worker

A confirmation message is displayed indicating that the user has been enabled
successfully. The end user will receive an automated email with their logon
credentials.

w PEHR :m::ies’lralinnhol P H @

USERS

h o * | First Name v Search Text ﬂm

First Name Last Name User Name Emai UserRole  Phone Number (Extn)  Job Title Last Login Date  Actions
& - Portal B
Democioneuser1014 Demodioneuser1014 democloneuser1014 democloneuser1014@test.com kb a1 1-m Portal user
se
" o Porta
Demodloneuser31014 Democioneuser31014 yle r3101. democion: I 1 t m mm 1 it er
User
3 3 @ Portal
Test use testuser3aScioned estuser3aScloned@ibx.com s Portal Use
Porta
I er2@test.con or 1/18/2020
User
o Portal 111 110
clone user clone.user clone.user@test.com ’ ami-m User 11/19/2020
er
> - Portal
editedtestdoneuser21014  editedtestcloneuser21014  editedtestcloneuser21014  editedtestcloneuser21014testcom a1 - Portal user
ser
S e Porta i S
test user nontpportaluser0930114  nontpportaluser0930114@ibx.com e (232) 323-2323 Portal User
5
o t 93015 nontpport 093015 m para 32) 323-232 Portal L
Success: User leela.underwood % nontpportaluser09301 ontpportaluser093015@ibx.co (232) 323-2323 Portal User
@ Success: User lela wood1 is enabled X PP 5 P o R or
= o = Location o 35350 P :
test user nontplocadm09301cionel  nontplocadm09301cionel@ibxcom ;- (232) 323-2323 Portal User H v

Terminating an existing user

Terminating a user will permanently remove the user’s access to the PEAR portal. Terminated
users cannot be reinstated through PAT. Locate the user to be terminated either by user search
or by selecting from the User Log and perform the following steps to terminate access.
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Step # Action

1. Click the Actions button.
& PEAR ... e Q©
=3
- - - (] ]
2. Select the Terminate User option from the drop-down list that is displayed.
é PEAR 25 P = @
=3
3. A pop-up window is displayed asking you to confirm the termination of the selected
user. Click OK to terminate the user or click CANCEL to cancel terminating the user.
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Step # Action
& PEAR i f = @

USERs | PRACTICES ENTITIES REPORTING THIRD PARTY

Search Option *| First Name v|  searchText*| Lecia |

First Name Last Name User Name Email User Role Phone Number (Extn) Job Title Last Login Date Actions
Leela Undenwood leela.underwood! leela.uwood@ibx.com Portal User (123) 123-1235 Office worker
Leela Undenwood leela.underwood3 leela.un — - Nn— office worker

& you want to terminate the user

Overview PEAR Applications Plan News Help & Support
Tarms & Conditions PEAR Home AmeriHealth Administrators Help Center
S T Coantart lle -

A confirmation message is displayed indicating that the user has been terminated
successfully.

Provid
w pEHR Amnies{lralionfool p 4 @

USERS

1
m se Demodion n 14 mocion 40 m NI v
De r n 1310 1
Portal
¥ u r oned r z Potal - 232)323-2323
4 oG 1111 1131311
n-m
ne use . o 1 20
i
4 ecte: e editedtestclone itecte: om 1

ser

test user testuser345cione3 testuser345cione3 @ibx.com

Note:

o The terminated user’s record will be removed from the USERS tab.
e If you or anyone else accidentally terminates a user, submit a request using

the PEAR Inquiry form available through the Provider News Center to
reinstate the user.
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Section 3: Managing practices in PAT

You can perform various practice-level administrative tasks using the PRACTICES tab. These
tasks include viewing practice details, viewing active user count, viewing active Location
Administrator account, viewing active Organization Administrator account, and searching for a
practice.

Viewing practice details

The PRACTICES tab allows you to view a list of all the practices you can access. Review the
information provided through the tab to ensure practice and facility details remain accurate and
active users are associated to each location.

Each row on the PRACTICES tab represents a single practice or provider. Each column
represents a practice attribute. The following practice attributes are displayed:

o Provider Name

e Provider Type

e Contract Parent

e Contract Entity/Custom Group
e Value Based Entity

e Plan
e NPI
e TAXID

e Active User Count
e Active Location Admin Count
e Active Org Admin Count
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Perform the following steps to view additional details about a practice:

Step # Action

1. Click the practice name hyperlink for that practice in the Practice Name column.
& PEAR i e = 0O
S [==] =]
2. Additional details about the practice are displayed in a pop-up window. The pop-up

window provides information such as:
e Contract Parent
e Contract Entity
e Primary DBA Name
e Practice Specialty
e Address associated with the practice and

e Tandigm Indicator (an indication of whether the practice is associated with
Tandigm).

Click the Close button after reviewing the details.
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Step # Action

Contract Parent Not Applicable
Custom Group Training Providers - Tax ID: 123456789
Primary DBA Name No DBA Name Assigned

Practice Specialty General Hospital with Distinct Unit

| Address(es) Location DBA Name: No DBA Name Assigned

Address: 123 Main Street, Chester, PA 19013

Tandigm Indicator N

Viewing active user count

You can view the number of active PEAR users associated with each practice from the Active
User Count column on the PRACTICES tab.

To view a list of the active PEAR users for a practice, click the active user count hyperlink in the
Active User Count column for that practice. This will redirect you to the USERS tab where the
user list for that practice will be displayed.

‘ PERR :dml:nH;rlhnnTonl P H @

USERS | PRACTICES | ENTITES | REPORTING | THIRDPARTY

Practice Name Provider Type Contract Parent Contract Entity/ Custom Group Value Based Entity Plan NP1 TAX ID Active User Count Active Location Admin Count Active Org Admin Count
Ambylance
= ining P (
Irnsoent ANC Training Providers (Cusiom AHIBCAHAIA 1427488419 123456789 | 2 0 z
Company - Group)
004335868)
Ambulatory
Infusion Training Providers (Custom S . ,
AHIBCAHAIA 1522576352 123436789 2 [ H
Associates - Group)
(004335564)
Angiliary .
Training Providers (Cust

Surgical Canter  FAC G;'")" EREE AHIBCAHAIA 1679775746 123456789 2 2 2
- 004335860 =
B Training Providers (Custom

Cu . .
Hospita - fac e AHIBCAMAIA 1306114970 123456789 2 0 2
e oup)

Leemonfason Training Providers (Custom
Practice - SPEC o e AHIBCAHAIA 1568960167 123456789 2

[R04335875) Group) 2
DQunie Magicyl Training Providers (Custom
Company - ANC Gmm" v ¢ AHIECAHAIA 1669707584 123436789 2 ) 2
(004335863
Elite Skilled - A

ing Pr {
Nursing Faciity ~ FAC ;’:u::f oo le AHIBCAHAIA 1801264320 123456789 2 0 2
~moa3isees
tiome.Hasih Training Providers (Custom
Agency - FAC Gvcun\g voniciens (Cus AHJIBCAHAIA 1902316854 123456789 2 0 2
(004333866) )

Need Help? Visit the PEAR Help Center Page 50 of 86

A4



https://www.pearprovider.com/web/guest/help-center

Provider Administration Tool Training User Guide

Viewing active Location Administrator count

You can view the number of active Location Administrators associated with each practice from
the Active Location Admin Count column on the PRACTICES tab.

To view a list of the active Location Administrators, click the active location admin count
hyperlink in the Active Location Admin Count column. Clicking the hyperlink will redirect you to
the USERS tab where the list of Location Administrators at the practice will be displayed.

& PERAR i L = O

PRACTICES

Viewing active Organization Administrator count

You can view the number of active Organization Administrators associated with each practice
from the Active Org Administrator Count column on the PRACTICES tab.

To view a list of the active Organization Administrators, click the active Organization Admin
count hyperlink in the Active Org Admin Count column. Clicking the hyperlink will redirect you to
the USERS tab where the list of Organization Administrators will be displayed.
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PRACTICES

1801264320 123456789

Searching for a practice

You can search for a practice using the Search Option drop-down menu and the Search Text
field on the PRACTICES tab. Perform the following steps to search for a practice:

Step
# Action

1. From the Search Option drop-down menu, select the attribute to use for your search.
The available options are:

e Practice Name

e Contract Parent

e Provider ID

e NPI

e TaxID

e Entity/Customer Group
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Action

A > p E n R :aon‘:::ies:raﬁnn Tool p

PRACTICES NTITIES EPORTING

Search Option * [P

Practice Nan Contract Parent rent Contract Entity/ Custom Group Value Based Entity Plan NP1 TAX ID Active User Count Active Location Admin
Provider ID
NPI
TAX ID Training Providers (Custom
ining : “ AHIBC AHA A 1427434419 123456789 2 0

- |Entity/Custom Group Name Group) - -

Training Providers (Custom

- AHBCAHAIA 1922576552 123456789 2
Group)

Training Providers (Custom

FAC AHIBCAHAIA 1670775746 123456789 2 0
Group)
Training Providers (Custom

FAC aining Providers (Custo AHIBCAHAIA 1306114970 123456789 2 0
Group)
Training Providers (Custom i T ; i

SPEC 9 AHIBCAHAIA 1568980167 123456789 2 [}
Group)

ANC Training Providers (Custom AHIBCAHAIA 1669707584 123456789 2 0
Group) = =
Training Providers (Custom 6 574

FAC AHIBCAHAIA 1801264320 123456789 2 0

Group) - -

2. Enter the value for the selected search option in the Search Text field.

& PEAR st ool e

FRACTICES
Search Option Search Text
Practice Name h
Practice Mame  Provider Type  Contract Parent  Contract Entity/ Custom G Value Based Entity  Plan NP1 TAX ID Active User
Training Providers (Custom
ANC - 3 -~ - AHIBCAHAIA 1427484419 2
Group)
2 3
: s {Lustom AHIBCAHAIA
A\ ate
:
Angilla » B ¢
i raining Providers (Custom - ——— —
g FAL 9 AHIBCAHAIA 1679775746 123456783 2
Group)
- Training Providers (Custom e .
E FAC AHLIBCAHA LA 1 2
, Group
< (Custom
SPEC ' AHIBCAHAIA

3. Click the Search button.
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Step
# Action

& PERAR Sl o

PRACTICES

Practice Name .

Note: You can use only one search criteria type from the Search Option drop-down
menu for a single search. You can click the Clear button to clear the search criteria.
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Section 4: Managing entities in PAT (Only for large health
systems with multiple Tax IDs)

You can use the ENTITIES tab to view and search for entities associated with your organization.
This tab is only available to larger health systems tied to multiple Tax IDs. Independent
practices, or provider organizations not tied to multiple Tax IDs will not have access to this tab.

The ENTITIES tab allows you to view a list of all the entities associated with your organization
that you have been provisioned for. Each row on the ENTITIES tab represents a single entity.
Each column represents the following specific attributes about the entity:

e Contract Entity
e Contract Parent

e Practice Count

Active User Count
Active Location Admin Count

Active Org Admin Count

w PEHR :;nl;::iasrlral.innhnl p b @

ENTITIES

You can perform the entities-level administrative tasks using the ENTITIES tab such as viewing
practice count, viewing active user count, viewing active Location Administrator count, viewing
active Organization Administrator count, and searching for an entity.

Viewing practice count

You can view the number of practices associated with each entity from the Practice Count
column on the ENTITIES tab. To view a list of the practices, click the practice count hyperlink in
the Practice Count column for an entity. Clicking the hyperlink will redirect you to the
PRACTICES tab where the list of practices will be displayed.
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ENTITIES
Search Option * | Contract Parent v Search Text
Contract Entity / Value Based Entity Contract Parent Practice Count Active User Count Active Location Admin Count Active Org Admin Count

Training Providers (Custom
Group)

Viewing active user count

You can view the number of active users associated with an entity by clicking the active user
count hyperlink in the Active User Count column for that entity. Clicking the hyperlink will
redirect you to the USERS tab where the list will be displayed.

PERAR & o =
s Administration Tool m
ENTITIES
Search Option | Contract Pavent v Search Text
Contract Entity / Value Based Entity Contract Parent Practice Count Active User Count Active Location Admin Count Active Org Admin Count

Training Providers (Custom
Group)

Viewing active Location Administrator count

You can view the number of active Location Administrators associated with an entity by clicking
the active Location Administrator count hyperlink in the Active Location Admin Count column for
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that entity. Clicking the hyperlink will redirect you to the USERS tab where the list will be
displayed.

Provider
s pEHR Administration Tool p m @
A ENTITIES 3
Contract Entit

Contract Parent Practice Count Active User Count Active Location Admin Count Active Org Admin Coun

Training Providers (Custom
Group)

Viewing active Organization Administrator count

You can view the number of active Organization Administrators associated with an entity by
clicking the active Organization Administrator count hyperlink in the Active Org Admin Count

column for that entity. Clicking the hyperlink will redirect you to the USERS tab where the list will
be displayed.

PERAR & o =
s Administration Tool m
A ENTITIES " T
Contract Entity / Value Based Entity Contract Parent Practice Count Active User Count Active Location Admin Count ve Org Ad t

Training Providers (Custom
Group)
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Searching for an entity

You can search for an entity using the Search Option drop-down menu and the Search Text
field on the ENTITIES tab. Perform the following steps to search for an entity:

Step # Action

1. From the Search Option drop-down menu, select the attribute to use for your search.
The available options are:

e Contract Parent
¢ Entity Name
e Provider ID

~r PEHR :?-;::iesrtrauanmol p i @
Training Prov Z:s (Custom
Group)
2. Enter the value for the selected search option in the Search Text field.
& PERAR (it e : 0
Search Option * | Contract Parent A Search Tex
Training Providers {Custom
Group)
3. Click the Search button. You can click the Clear button to clear the search criteria.

Page 58 of 86
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Step # Action
& PEAR Niminsiraion oot o = @
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Section 5: Reporting in PAT

The REPORTING tab allows you to generate a comprehensive report known as the Audit Log
Report. This report is generated to view the various administrative actions performed when
managing users of different practices and entities during a selected period of time. The report
displays:

¢ the date a user(s) was created

e when and who created user access;

¢ when and who altered or removed user access; and

o what roles the user was assigned.

Provid -
w PEH krdun::nies'trahoﬂnul p = @

REPORTING

Audit Log Report

Overview PEAR Applications Plan News Help & Support

Terms & Conditions PEAR Home AmeriHealth Administrators Help Center

Providar Adminictratinn Tanl A Cantact lle

Perform the following steps to generate the Audit Log Report:

Action

1. Click the REPORTING tab. The Audit Log Report input fields are displayed by
default on the REPORTING tab.

Need Help? Visit the PEAR Help Center Page 60 of 86



https://www.pearprovider.com/web/guest/help-center

\ 4

Provider Administration Tool Training User Guide
Step
# Action
w PER menﬁonlool p H @

Audit Log Report

Overview PEAR Applications Plan News Help & Support

PEAR Home AmaeriHealth Administrators Help Center

2. To begin defining report criteria, enter the Tax ID, NPI or Provider ID in the Contract
Parent/Entity/Custom Group field. This is a mandatory step.

a. You have the option to further refine report criteria by noting a portal end
user's username, email, or first or last name in the End User Name, User
Name, or Email field if you want to generate the log for a specific user.

b. You also have the option to limit your report to audit activity for an
Organization or Location Administrator by entering their username, email or
first/last name in the Admin name field.

c. If you wish to limit the report results to a specific application role, select the
role from the Application Role drop-down list.
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Step
# Action
& PEAR [Nl P = @
Audit Log Report
a
N 5
Cc
Overview PEAR Applications Plan News Help & Support
Terms & Conditions PEAR Home AmeriHealth Administrators Help Center
Note: All fields denoted with a red asterisk are required.
3. Enter the date range you would like to see in the report in the Date Range field. This
is a mandatory step.
& PEAR Sl e = 0
Audit Log Report
== @&
Ovecview PEAR Applications Plan Nows Help & Suppornt
4. Click the Generate Report button.
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Step
# Action
& PEAR Sl L

PoRTING

Audit Log Report

Ovecview PEAR Applications Plan News Help & Support
Terms & CondiSons PEAR Home

Droniciar Ademiriute stion Tov

Once you click the Generate button, the Audit Log Report is displayed. The report
shows details about the created users, including:

e first name
e last name
e username

e usertype
e user status
e jobtitle

e user telephone

e contract parent (contract parent id)
e contract entity (contract entity id)/custom group (custom group id)
e practice name (practice id)

e practice tax id

e practice NPI

e application

e role

e action

e admin user (performed by)

e action date
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4 < ofzr > Pl O 100% v = : Find | Next
AUDIT Log Repert
First Name Last Name User Name User Type User Status Job Title User Contract Parent(Contract Parent ID)  Contract Entity(Contract Entity Practice Name(Practice ID
Telephone ID)/Custom Group(Custom Group ID)
Demo Business demo.ba Business Active demo.ba (215) 241-2400
Admin Admin
william Admin uattraining31 Org Admin Active Manager (215) 222-2222
William Admin uattraining31  Org Admin Active Manager (215) 222-2222 Training Providers {123456789)
William Admin uxl.lrainingiW Org admin Active Manager (215) 222-2222 Training Providers (122456739)
William Admin uattraining31  Org Admin Active Manager (215) 222-2222 Training Providers {123456789)
William Admin uattraining31  Org Admin Active Manager (215) 222-2222 Training Providers (123456749)
William Admin uattraining31  Org Admin Active Manager (215) 222-2222 Training Providers {123456789) Ambulance Transport Comg
Willizm Admin uattraining31  Org Admin Active Manager (215) 222-2222 Training Providers (123456759) Ambulance Transport Comp
William Admin QOrg Admin Active Manager (215) 222-2222 Training Providers (123456789) ‘Ambulance Transport Comg
William Admin uattraining31  Org Admin Active Manager (215) 222-2222 Training Providers (123456759) mbulance Transport Comg
‘Wwilliam Admin ual.lrainin931 Org Admin Active Manager (215) 222-2222 Training Providers (123456739) Ambu\s(ary Infusion Associ
William Admin ining31  Org Admin Active Manager (215) 222-2222 Training Providers {123456789) ‘Ambulatory Infusion Associ
William Admin uattraining31 Org Admin Active Manager (215) 222-2222 Tm\'mng Providers (123456739) Ambu\a(ory Infusion Associ
William Admin 0Org Admin Active Manager (215) 222-2222 Training Providers {123456789) Ambulatory Infusion Associ
William Aadmin Org Admin Active Manager (215) 222-2222 Tm\'mng Providers (123456789) Anc\'llary Surgiczl Center (0(
William Admin uattraining31  Org Admin Active Manager (215) 222-2222 Training Providers {123456789) Ancillary Surgical Center (0(
5
q4 < of22 > Bl O 00% v & [ rind | Next
AUDIT Log Report
entID) Contract Entity(Contract Entity Practice Name(Practice ID) Practice Tax Id Practice NPl Application Role Action Admin User Action Date
ID)/Custom Group(Custom Group ID) (Performed
By)
User Enabled  Vasta, Alfred 11/25/2020 &:13 PM
User Created PEAR Admin 12/8/2020 6:07 PM
Training Providers (123456789) Compi iv C pplic PEAR Admin 12/8/2020 6:07 PM
e Visit e Visit Role Added
Training Providers (123456789) Analytics & clinical Application PEAR Admin 12/8/2020 6:07 PM
Reporting Role Added
Training Providers (123456789) Analym:s & financial App\ica(\un PEAR Admin 12/8/2020 6:07 PM
Reporting Role Added
Training Providers (123456789) Analytics & specialist Application PEAR Admin 12/8/2020 6:07 PM
Reporting Role Added
Training Providers (123456789) ‘Ambulance Transport Company (004335868) 123456789 1427484419 Analytics & clinical Application PEAR Admin 12/8/2020 6:07 PM
Reporting Role Added
Training Providers (123456729) Ambulance Transport Company (004335868) 123456789 1427484419 Anslyl\(s & financial App\i(aﬂun PEAR Admin 12/8/2020 6:07 PM
Reporting Role Added
Training Providers (123456789) ‘Ambulance Transport Company (004335868) 123456789 1427484419 Analytics & specialist Application PEAR Admin 12/8/2020 6:07 PM
Reporting Role Added
Training Providers (123456789) ‘Ambulance Transport Company (004335868) 123456789 1427484419 Comprehensiv.  Comprehensiv  Application PEAR Admin 12/8/2020 6:07 PM
e Visit e Visit Role Added
Training Providers (123456789) ‘Ambulatory Infusion Associates (004335864) 123456789 1922576552 Analytics & financial Application PEAR Admin 12/8/2020 6:07 PM
Reporting Role Added
Training Providers (123456789) Ambulatory Infusion Associates (004335864) 123456789 1922576552 Analytics & clinical Application PEAR Admin 12/8/2020 6:07 PM
Reporting Role Added
Tm\'lwlg Providers (123456729) Ambu\alory Infusion Associates (004335864) 123456789 Co p C p pp i PEAR Admin 12/8/2020 6:07 PM
e Visit e Visit Role Added
Training Providers (123456789) ‘Ambulatory Infusion Associates (0043358564) 123456789 1922576552 Analytics & specialist Application PEAR Admin 12/8/2020 6:07 PM
Reporting Role Added
Training Providers (123456789) Ancillary Surgical Center (004335869) 123456789 1679775746 Analytics & clinical Application PEAR Admin 12/8/2020 6:07 PM
Reporting Role Added
Training Providers (123456789) Ancillary Surgical Center (004335868) 123456789 1679775746 Analytics & financial Application PEAR Admin 12/8/2020 6:07 PM
Reporting Role Added -
:
Word, Microsoft Excel, Microsoft PowerPoint, PDF, TIFF, MHTML, CSV, and EML.
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Section 6: Managing third-party organizations in PAT

Third-party organizations such as billing companies or health care clearinghouses supporting
your organization can be provisioned access to select PEAR portal applications. Much like your
organization, third-party organizations will have designated PEAR Organization Administrators
to manage access across their organization.

As an Organization Administrator, you have the exclusive responsibility of granting a known
third-party organization access to your organization’s information via the PEAR portal. Known
third-party organizations appear on a master list within PAT, and you may select and provide
access to your organization as required. If there is a third-party organization you work with that
is not already registered in PEAR and therefore does not appear on the master list, you may
submit a request to register the third-party organization. Once registered, the third-party
organization will appear on the master list and you may proceed with provisioning the third-party
with the necessary access to your provider organization.

The THIRD PARTY tab in PAT is where you can manage all third-party organizations supporting
your provider organization. From this tab, you can view the master list of all known third-party
organizations, search for and view a specific known third-party organization, initiate PEAR
access for a known third-party organization, or request a new third-party organization be added
to the master list and provisioned access for PEAR.

The third-party access management process includes the following steps:

Step 3Ja Step 4
Edit PEAR
View third-party access for the
Step 1 Step 2 Yes organization related known third-
information party
View the master list of Spe:t;ﬁ;ft%rtgj)a rty Zr!;;dr;igzgn organization
2:_'9';%?;‘;;:‘_:?'“"5’ organization in the found in the step 3D
master list master list? Request a new third-
party organization be
No added to the master list
and provisioned access
to PEAR

Viewing all known third-party organizations

On the THIRD PARTY tab, you can view a master list of all known third-party organizations.

Each row on the THIRD PARTY tab represents a single third-party organization. Each column
represents an attribute of the third-party organization. The attributes displayed on the tab are:

e Third Party Organization Name
e Third Party ID
e Address
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w PEHR :;Ur:::i!srilaﬁnnhal ‘3 it @
h Option * | Third Party Organization Name % Search Text m m

tpo TPOO0O101 1901 Mkt PH 191
09 P0O000100 1 Mkt 1
tp org test 09301 TPOO0OO 1901 MKt PHL PA 19104
9 TPOOO0O: 1901 Mkt PHI 19104
tpo TPOOD009S 1910 Mkt PHI 1

Note: You can scroll down this page to view the total number of third-party organizations.

Searching for a specific third-party organization

Perform the following steps to search for a specific, known third-party organization:

Action

1. From the Search Option drop-down menu on the THIRD PARTY tab, select the attribute to
use for your search. The available options are:

e Third Party Organization Name
e Third Party ID
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Step # Action
w pEnR :;;::::’:lrahnnl’nnl

SERS PRACTICES ENTITIES EPORTING THIRD PARTY

Add New Third Party Org

Third Party Organization Name:

Third Party ID
Third Party Organization Name Third Party ID Address. Actions
wave test tp org 3 TP0000231 1901 Mkt ST PHL PA 19103
wave test tp org 2 TP0000230 1901 Mkt St PHL PA 19103 H
wave test tp org 1 TPO000229 1901 Mkt PHL PA 19103 $
tp org user count check TP0000228 1910 MKt PHL PA 19103 H
tp org test 1124 TP0O000224 1901 Mkt PHL PA 19013 H
tp org test 1006 TP0O000103 1901 Mkt PHL PA 19036 H
tp org test 1002 TP0000101 1901 Mkt PHL PA 19103 H
tn. e toct 00200 ToNNON10n 1001 AL+ DUL DA 10102 -

2. Enter the value for the selected search option in the Search Text field.

L 4 P E H R :::::::rsrlraﬁnn Toal P

SERS PRACTICES | ENTITIES EPORTING | THIRD PARTY

Add New Third

org

Search Option *| Third Party Organization Name ¥ Search Text *||ABC Billing Company

Third Party Organization Name Third Party ID Address Actions
wave test tp org 3 TP0000231 1901 Mkt ST PHL PA 19103

wave test tp org 2 TP0000230 1901 Mkt St PHL PA 19103 H

wave test tp org 1 TP0000229 1901 Mkt PHL PA 19103 :

tp org user count check TP0000228 1910 MKt PHL PA 19103 H

tp org test 1124 TP0000224 1901 Mkt PHL PA 19013

tp org test 1006 TP0000103 1901 Mkt PHL PA 19036

tp org test 1002 TP0000101 1901 Mkt PHL PA 19103 :

tn e tnct 00202 Tonnnn1nn 1601 ALt DHI_DA 10102 M
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Step # Action

3. Click the Search button.
w pEHR :;wr:::rs'moniwl

Provider

& PER

Third Party Organization Name

ABC Billing Company

Overview PEAR Applications

Terms & Conditions PEAR Home

Administration Tool
THIRD PARTY
Search Option * | Third Party Organization Name V} Search Text * | ABC Billing Company m

Third Party ID Address

123 Market Street Philadelphia
Pennsylvania 19102

TP0000132

Plan News Help & Support

AmeriHealth Administrators Help Center

o

The search results are displayed. Review this list of known third-party organizations before
submitting a request for a new third-party organization to avoid possible duplication.

f = @

Actions

©

If you are able to find the third-party organization, you can take steps to provision the third-party
to your provider organization. Let’s look at the steps to view and edit a specific, known third-

party organization.

Need Help? Visit the PEAR Help Center
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Viewing a specific third-party organization

Once you have located the third-party organization of your choice from the master list, perform
the following steps to view the third-party’s information:

Step # Action

1. Click the Actions button.

w p E n R i:ﬂ%::iesrlraﬁnn Tool P HH @

THIRD PARTY

Add New Third Party Org
Search Option * | Third Party Organization Name v |  Search Text * |ABC Billing Company |

Third Party Organization Name Third Party ID Address Actions

23 rket Street Ph Iph
ABC Billing Compan TPO000132 123 Market Street Philadelphia
- 13 Pennsylvania 19102

Overview PEAR Applications Plan News Help & Support

Terms & Conditions PEAR Home AmeriHealth Administrators Help Center v

2. Select View/Edit from the drop-down list that is displayed.

Provid s
w pEH ﬂ.rdvr;;nitsruaﬁnnTml P EH @

THIRD PARTY

Add New Third Party Org
Search Option * | Third Party Organization Name Search Text * | ABC Billing Company

Third Party Organization Name Third Party 1D Address
ABC Billing Company TPOO0O132 S _
Penns; | View/Edit
Overview PEAR Applications Plan News Help & Support
Terms & Conditions PEAR Home AmeriHealth Asministrators Help Center =
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Step # Action

3. The Edit Third Party Organization page is displayed. On this page, you can view the
practices or facilities previously associated with the designated third-party
organizations and add or delete a new practice or facility.

a) You can view demographic information such as:
e oOrganization name
e address details
b) You can view the following details about the practices that the third-party
organizations can access on this page:
e practice name
e contract parent
e entity/custom group
e provider type
e specialty
o effective date
e termination date

w PEH :;:::i!szratinnlnnl P ] @

Edit Third Party Organization

fo})

City State

I 123 Market Street |Phil&dﬂphﬂ Pennsyhvania
Address Line2 Zip

[ [19102

Practice Name: Contract Parent Entity/Custom Group Provider Type Speciality Effective Date Termination Date b

(==

Overview PEAR Applications. Plan News Help & Support

Terms & Conditions PEAR Home AmeriHealth Administrators Help Center

Provider Administration Tonl PR Contact |ls

Editing PEAR access for a known third-party organization

From the Edit Third Party Organization page, you can easily add or delete third-party
organization’s practice access for your provider organization.

Adding PEAR access for a known third-party organization

Locate the third party organization you want to edit and perform steps 1-2 under Viewing a
specific third-party organization to navigate to the Edit Third Party Organization page and then,
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perform the following steps to provision a known third-party organization with access to your
provider organization:

Step # Action

1. Click the Add Practice link.

Provid
A pEHR A?nﬂns!srtmunnlml @ = @

Edit Third Party Organization

Organization Name

ABC Billing Company

[123 Market sreet ‘ [P:\mwpm P;nnmvmuu

[ - {:;oz

Add Practice 1

Overview PEAR Applications Plan News Help & Suppornt

Terms & Conditions PEAR Home AmeriHaalth Administrators Help Center

2. Next, the Add Practice pop-up window is displayed. Click the Search Options drop-

down menu and select the practice attribute by which you want to search. The
options are:

e Practice Name

e Contract Parent Name

¢ Entity/Custom Group Name
e Provider ID

e TaxID

e NPI
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Step # Action

Add Practice

Search Option* Search Text"

Practice Name
Contract Parent Name
| Entity/Custom Group Name Contract Entity/Custom Group Practice Name Provider Type  Tax ID
Provider ID
' TaxID
NPI

he bottom of the hierarchy based on the level of selection

3. Based on the selected search option, enter the search criteria for the practice in the
Search Text field.

Add Practice

Search Option* Search Text*

] [orcasomaemd ] (D

Any selection would be cascaded to the bottom of the hierarchy based on the level of selection

Contract Parent Contract Entity/Custom Group Practice Name Provider Type  Tax ID
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Step # Action

4, Click the Search button.

Add Practice

Search Option® Search Text*

Practice Mame w | |Doctors of °hlbdelphd | ‘m m m

Any selection would be cascaded to the battom of the hierarchy based on the level of selection
Contract Parent Centract Entity/Custom Group Practice Name

e You can only search for practices and facilities associated with your provider
organization.

e You can click the Clear button to clear the search criteria.

e You can click the Back button to close the pop-up window.

Search Text*

S e - [ -

Any sehection would be cascaded to the bottom of the hisrarchy based on the level of selection

ontract Parent Contract Entity/Custom Group Practice Name
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Step # Action

5. The list of practices and facilities associated with your organization is displayed.

Select the check boxes next to the practices for which you want to add the third-
party organization access.

Add Practice

Search Option* Search Text*

Practice Name V‘ Doctors of Philadelphia ‘

Any selection would be cascaded to the bottom of the hierarchy based on the level of selection

Filter Search Results: :

Contract Parent % Contract Entity/Custom Group Practice Name

Individual Entity/Practice/Custom
Groupy/Third Party

Custom Group - (Custom Group) 237524796

Doctors Of Philadelphia - (004335775)  PCP 23752479 1427175462

6. Click the Save button.

Add Practice

Search Option* Search Text*

Any selection would be cascaded to the bottom of the hierarchy based on the level of selection

Contract Parent *  Contract Entity/Custom Group Practice Name

Individual Entity/Practice/Custom
Group/Third Party

Custom Group - (Custom Group) 237524796

Doctors Of Philadelphia - (004335775) 237524796 1427175462

Need Help? Visit the PEAR Help Center
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Step # Action

7. The selected practices are now displayed in the table on the Edit Third Party
Organization page. Click Save to add the practices to the third-party organization’s
access.

é PEH Provider p = @

Administration Tool

Edit Third Party Organization

Organization Name *

ABC Billing Company
Address Details
Address Linel City State
‘ 123 Market Street |Ph\\=lk\phn ‘ |Pmn;y\vanm
Address Line2 Zip*
‘ |19102 ‘
Practice Name Contract Parent Entity/Custom Group Provider Type Speciality Effective Date Termination Date
Doctors Of Philadelphial004335775) SPEC INTERNAL MEDICINE 0
|
2
Overview PEAR Applications Plan News Help & Support
Terms & Conditions PEAR Home AmeriHealth Administrators Help Center
Pravidar Administratinn Taal Amncitio s Contart | s M
8. Upon clicking the Save button, a pop-up window is displayed asking you to attest

that you are authorized to add the practice. As an Organization Administrator, you
will be required to attest that you are authorized to initiate, edit or terminate access
for your supporting third-party organizations whenever you add, edit, or delete
access for a third-party organization.

Click the OK button to attest.
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Step # Action

Provide
‘ P E n A:;:nis'lnlion Tool

Edit Third Party Organization

Organization Name *

Address Details

Address Linel * City * State *

[123 Market Street | [pritsdeipnia \ [Pennsyania
Address Line2 zip*

\ | [15102 \

Add Practice

Practice Name
Doctors Of Philadelphia(004335775)

|

Contract Parent

Overview PEAR Applications

PEAR Home

Pravidar Administratinn Taal

Terms & Conditions

change.

w PEH :;on:::rs;minn Tool
THIRD PARTY
Search Option * | Third Party Organization Name | Search Text

Third Party Organization Name
tp org test 1124
tp org test 1006
p org test 1002
tp org test 09302
tp org test 09301
tp org test 09291

tp Org test 09241

@ Success: Third Party Organization updated X

Attestation
Effective Date

2020-11-30

Entit | ¢ an Organization Admin attest that | am ity

JAL MEDICINE

Authorised to remove practices to/from

Third party organization.

Plan Nows Help & Support
AmeriHealth Administrators Help Center
S, Contart e

Note: You can click the CANCEL button to cancel the attestation.

Upon clicking the OK button, a confirmation message is displayed confirming that
the third-party organization details have been updated. The Organization
Administrators of third-party organizations will receive an email notification of the

]

Third Party ID Address

TP0000224 1901 Mkt PHL PA 19013

TP0OO00103 1901 Mkt PHL PA 19036
TP0000101 1901 Mkt PHL PA 19103
TPOO00100 1901 Mkt PHL PA 19103
TPOOO009S 1901 MKt PHL PA 19104
TPOD000D9S 1901 Mkt PHL PA 19104
TPO0000%6 1910 Mkt PHL PA 19103
TPO000094 1901 mkt phl pa 19103
TPOD00093 1901 Mkt St PHL PA 19103

P = @

Termination Date

0

P = @

Need Help? Visit the PEAR Help Center
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Removing third-party access

Locate the third party organization you want to edit and perform steps 1-2 under Viewing a
specific third-party organization to navigate to the Edit Third Party Organization page and then,
perform the following steps to remove third-party access to a practice in your provider
organization :

Step # Action

1. Click the O button next to remove the practice or facility from the third-party’s PEAR
profile.

Provid
w PER Ardun::nies{TraﬂnnTM! P i1 @

Edit Third Party Organization

Organization Name

ABC Billing Company ]

Addr it

Address Linel * City State

[123 Morket street [pritageionia Pennsyhvania

Address Line2 Zip*
[ |19m!

Practice Name Contract Parent Entity/Custom Group Provider Type Speciality Effective Date Termination Date

=

Overview PEAR Applications Plan News Help & Support

Terms & Conditions PEAR Home AmeriHealth Administrators Help Center

Prondder Administration Tool T Contact Lk -

2. The confirmation pop-up box is displayed. Click the OK button to confirm the
deletion.

‘ PEH :?;::ie;uaﬁon Tool p H @
Edit Third Party Organization

Organization Name *

ABC Billing Company

Address Details

Address Linel * city* State *

[123 Market street | [pritsceionia | [Penraytiania

Address Line2 Zip*

[ | [19102 |

Add Practica

Practice Name Contract Parent Enti] Portal Users with access only to the remove lity Effective Date Termination Date

Doctors Of Philadelphial004335775) practice(s) will be terminated IALMEDICINE | 2020-11-30 0

m

Overview PEAR Applications Plan News. Help & Support
Terms & Conditions PEAR Home AmeriHealth Administrators Help Center
Prowidar Administration Tanl a—mew Cantart |l -

Need Help? Visit the PEAR Help Center Page 77 of 86



https://www.pearprovider.com/web/guest/help-center

Provider Administration Tool Training User Guide

Step # Action

3. The deleted practice is removed from the third-party organization’s access and
appears in red text, along with a termination date listed in the table on the Edit Third-
party organization page. Click the Save button.

Note: The deleted practice will not disappear from the table. You can track the
history of the access granted to the third-party organization from this page.

Provider HH @
w pEHR Administration Tool P
Edit Third Party Organization

Organization Name *

ABC Billing Company

Address Details

Address Linel * flly State *

[123 Morket Street [Prilsceiphia | Pannayhania
Address Line2 Zp*

\ ] 19102

Practice Name Contract Parent Entity/Custom Group Provider Type Speciality Effective Date Termination Date
——c = T EGE T o

BE

Overview PEAR Applications Plan News Help & Suppont
Terms & Conditions. PEAR Home AmeriHealth Administrators Help Center
4. On clicking the Save button, a pop-up window is displayed asking you to attest that

you are authorized to delete the practice.
Click the OK button to complete the attestation.

& PEHR :m::srtmlianhnl p i @

Edit Third Party Organization

Organization Name *

Address Details

Address Linel * City” State *

[125 Market Sreet | [pritsceipnis | [pennsyivania

Address Line2 Zp”

| | [19102 |
e e Attestation

Practice Name Contract Parent Entit | L., lity Effective Date Termination Date
Doctors Of Philadelphis(004335775 Autho JALMEDCINE | 2020-11-30 2020-11-30
Third
Overview PEAR Applications Plan News Help & Support
Terms & Condtions PEAR Home AmeriHealth Administrators Help Center
Pravidar Administration Tanl P Cantart |le -
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Action

Note: Click the CANCEL button to cancel the attestation. If you click the CANCEL
button at this stage and/or does not successfully save, the third-party organization’s
access to this practice will remain intact.

Adding a new third-party organization

Now that we've looked at the steps to view and edit a specific, known third-party organization’s
details, let’s review what to do in the event you are not able to find the third-party you want to
add to your provider organization on the master third-party list.

Perform the following steps to request a new third-party organization be added to the master list
on the THIRD PARTY tab and provisioned access to PEAR:

Step # Action |

1. Click the Add New Third Party Org button.
Provid
w PER ﬁ;on::n;rlmﬁnn Tool P @
Search Option * | Third Party Organization Name v Search Text E
Third Party Organization Name Third Party ID Address Actions
tp org test 1124 TPO000224 1901 Mkt PHL PA 19013
tp org test 1006 TPOO00103 1501 Mkt PHL PA 19036
tp org test 1002 TPOO0O101 1901 Mkt PHL PA 19103
tp org test 09302 TPOODO100 1901 Mkt PHL PA 19103

tpo TPOD000S6 1910 Mkt PHL PA 19103
tp org test 09232 TPODDD0S4 1901 mkt phl pa 19103
tp org test 09231 TPODD00S3 1901 Mkt St PHL PA 19103
2. The Create New Third-party organization page is displayed. Enter third party

details including:

e organization name
e address details
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Step # Action
A4 PEHR :;nm"mi!srimﬁnnl'nnl

Create New Third Party Organization

Organization Name

A2Z Company

Address Details
Address Linel City * State "
321 Market Street Philadeiphia Philadeiphia
Address Line2 Zip
19013
nization are associated to this Third Party organizations
Overview PEAR Applications Plan News Help & Support
Terms & Conditions PEAR Home AmeriHealth Administrators Help Center

Providar Administration Tanl Contact lls

Note: You can click the Back button to return to the THIRD PARTY tab.

3. Click the Add Practice link.

Provider
w PE H R Administration Tool
Create New Third Party Organization

Organization Name *

criteria.

practice. The options in the drop-down list are:

e Practice Name

321 Market Street Fl:erl:*'w S;::I:(;e iphia
Address Line2 Zip
19013
Overview PEAR Applications Plan News Help & Support
Terms & Conditions PEAR Home AmeriHealth Administrators Help Center
4. The Add Practice pop-up window is displayed. From this window, identify the

practices or facilities to be supported by the new third-party organization. You can
search for your organization’s practices or facilities using any of the offered

Click the Search Options drop-down menu and select the attribute to search for a

Need Help? Visit the PEAR Help Center

Page 80 of 86

\ 4



https://www.pearprovider.com/web/guest/help-center

A4

Provider Administration Tool Training User Guide

Step # Action |

e Contract Parent Name

o Entity/Custom Group Name
e Provider ID

e TaxID

e NPI

Add Practice

Search Option* Search Text*

Prictica ae 3¢ ‘

[ Contract Parent Name he bottom of the hierarchy based on the level of selection
| Entity/Custom Group Name
| Provider ID

TaxID

NP1

Contract Entity/Custom Group Practice Name Provider Type Tax ID

Note: The Search Option drop-down list on this page allows you to identify which
practices or facilities are to be supported by the new third-party organization. You
may search for practices or facilities using any of the offered criteria.

5. Based on the selected search option, enter the search criteria in the Search Text
field.
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Step #

Add Practice

Search Option* Search Text*

Any selection would be cascaded to the bottom of the hierarchy based on the level of selection

(Contract Parent Contract Entity/Custom Group Practice Name Provider Type  Tax ID

6. Click the Search button.

Add Practice

Search Option® Search Text”

Practice Name ¥| |poctors of Phiadelphia | |w| m E

Any selection would be cascaded to the bottom of the hierarchy based on the level of selection

Contract Parent Contract Entity/Custom Group Practice Name

Note: You can click the Clear button to clear the search criteria or click the Back
button to close the pop-up window.
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Step #

Arry sehection would be cascaded 10 the bottom of the hierarchy based on the level of selbction

Contract Entity/Custom Group Practice Name

7. The practices and facilities associated with your organization that meet the
selected search criteria are displayed. Select the check boxes next to the practices
or facilities that you want the third-party organization to support.

Add Practice

Search Option* Search Text*

Practice Name A | ‘Dactcrs of Philadelphiz

Any selection would be cascaded to the bottom of the hierarchy based on the level of selection
Fiher Search Resuts [ ]

Contract Parent “  Contract Entity/Custom Group Practice Name

Individual Entity/Practice/Custom
Group/Third Party

Custom Group - (Custom Group) 237524796

Doctors Of Philadelphia - (004335775)  PCP 237524796 1427175462

8. Click the Save button.
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Step #

Add Practice

Search Option Search Text’

Any selection would be cascaded te the bottom of the hierarchy based on the level of selection
Fiter searchpesus [ ]

Contract Parent 4 Contract Entity/Custom Group Practice Name gy’::i*r

Individual Entity/Practice/Custom
Group/Third Party

Custom Group - (Custom Group) 237524796

Doctors Of Philadelphia - (004335775)  PCP 237524796 1427175462

9. The selected practices are displayed in green on the Create New Third Party
Organization page. Click the Save button to provide access to the selected
practices to the third-party organization.

& PEAR [Ni e = O

Create New Third Party Organization

Organization Name *

422 Compary

Address Line] Cay State

321 Market Straat Prissepna Prisse pha

Address Line2 zp*

19013

Practice Name Contract Parent Entity/Custom Group Provider Type Speciality Effective Date Termination Date
Doctors Of Philsdelphia(004335775) SPEC NTERNAL MEDICINE | 2020 G
o

Overview PEAR Applications Plan News Help & Support

Terms & Conditions PEAR Home AmerHealth Administrators Help Center

Prowidar Administratinn Tanl B Cnntact Lis

10. Once you click the Save button, a pop-up window is displayed asking you to attest

that you are authorized to add or remove practices to or from the created third-
party organization.
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Click the OK button to complete the attestation process.
Provide
& PEAR Gl P = @

Create New Third Party Organization

Organization Name *

A2Z Company

Address Linel City * State *

321 Market Street Philadelphis Philscelphis

Address Line2 Zip*

19013
il Attestation
Practice Name Contract Parent Entit | , tlam lity Effective Date Termination Date
Doctors Of Philadelphia{004335775) A AL MEDICINE 2020-11-30 @
Thi

=

Overview PEAR Applications Plan News Help & Support

Terms & Conditions PEAR Home AmeriHealth Administrators Help Center

Prowidar Adminiatration Taal Contactlle

Note: Click the CANCEL button to cancel the attestation process.

Once you have clicked the OK button, you will return to a blank Create New Third

Party Organization page and a success message will be displayed at the bottom-
left side of your screen.

Provider e @
w P E n R Administration Tool p
Create New Third Party Organization

Organization Name

Address Details

Address Linel City State
Address Line2 Zip
No practices from your organization are associat this Third Pa an
@ Success: Third Party Organizat eated X
essfully Plan News Help & Support
5 s VeAR e AmeriHealth Administrators Help Center

When adding a new third-party organization, the provider's request is forwarded to the plan so
the new third-party organization can be reviewed, added, and provisioned.
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Summary

The key points to remember from this user guide are:

+ PAT is an access management application that allows Organization and Location
Administrators within a practice or group to manage end users’ access to the PEAR
portal.

* The tabs within PAT allow you to perform many functions:

+ The USERS tab allows you to view all users of the PEAR portal and their details,
search for a user, create a single new user, assign a Location Administrator, and
assign access rights to a group of users.

* The PRACTICES tab allows you to view all practices that you have access to
within the PEAR portal.

* The ENTITIES tab allows administrators of larger health systems associated to
multiple Tax IDs to view all the entities that you have access to within the PEAR
portal.

+ The REPORTING tab allows you to generate and view a comprehensive audit
log of all users who have access to the PEAR portal within your provider
organization.

+ The THIRD PARTY tab allows you to create and manage third-party
organizations.

» As an Organization Administrator, you will receive requests to access the PEAR portal
from potential end users. Together, Organization and Location Administrators are
responsible for granting PEAR access to all end users at the provider organization. End
users do not need to contact the plan to get access to the PEAR portal.
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