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Getting Started

» Login information is case sensitive
» User ID, iExchange ID and Password are required
» Users will be prompted to change passwords every 30 days

» System time out
» If there is no activity for a period of 60 minutes, users will be “timed
out” of iExchange and you will received the below message:
» "Your session has expired. Please, login again."

» Do not use the “Back” button to navigate in iExchange

» At the bottom of most pages you will see buttons (such as “Cancel”,
“Back”, or “New Search”) that allow you to return to previous pages

» You can click the “Starting point” block in the upper left hand corner at
anytime to return to the main page
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Request Submission

» Each request has three stages
1. Request Entry (pages 5 and 6)

» All fields should be completed unless marked as (optional)

» System administrators can add frequently used providers, diagnoses
and procedures to facilitate data entry

» Additional Notes (Reviewer Notes) text box at the bottom of the page
should be used to provide additional clinical information and
comments

» Users will click at the bottom of the screen to proceed to the
Preview page

2. Request Preview

» Allows user to review request information a final time before
submitting

» Displays Outcome Status of the request if it is submitted as is

» Allows user to return to entry page and edit if necessary — click
at the bottom of the screen

» Users can click if no edits are needed

3. Request Confirmation
» Displays the Outcome Status and request ID
» Displays same information as Preview page
» User able to open print friendly version of this page — click s ieoo e

» User can click a=xae to the right of the Request ID if a document
needs to be attached to the request
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Starting
point

FPayer selacted:
Independence
Administrators Train
Select a different payer
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Maintains associated provider groups
user, super log out

HELF | PREFERENCES
Inpatient

New inpatient
request

Extend inpatient
request

Inpatient instructions

Click the New inpatient regyest link, above. & blank Inpatient request entry page appears.
You can add a member ID aNd all request information for this member.

Click the Extend inpatient request link\gbowve. You will first search for the inpatient
treatment you wish to extend.

A Note before you begin: if you selected the wrond\ pays
a different payer) click the Select a different payer Nok
page and select the correct payer.

Select New
inpatient

request
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Inpatient request entry

Payer Notice:
Any notification of certification/approval is not a determination of eligibility or a guarantee of
payment.

1 General information Notification date 03/15/2016 (mm/dd/yyyy)
Member ID You must search for 8 member. [ e ]
AN

Enter or Search for ID

Use the General information _—_ -
section to record the member Submitting provider A

1D (click Member search to
werify eligibility), providers

(submitting and servicing) as Facility -
well as diagnostic information.  Sezlect facility from the list or Click on Member search
sesrch for b HOTDEECETR 1. Enter Member ID or
Treatment setting ] Name ar_]d Date of
Birth
Treatment type - . Select Submit
search
Revi - . . o
eview type Click View existing
Admit date , . ) requests to view
’ ! o previously submitted
Is this an emergency? - requests
................................................................... . If no potential
Primary diagnnsdis | ICD10 - - duplicate requests
Enter Diagnosis code or Selact are found SeleCt
from Short list J
m Return to member
When entering ICD10 ~ - el
: : L _ Click on Select to
your diagnosis Secondary diagnosis ICD10 ~ - return to the request
information, Secondary diagnosis ICD10 ~ - Sl
Loptional)
OCEECRSEICIW M Requested length of stay
the approp”ate Attending physician -
. Select attending physician
COdIng SCheme from the list or search for ID Provider search
LOS bed type -
[optional)
IEXCHANGE Submitter's
Name
(required)

IEXCHANGE Submitter's
Phone Number
(required)
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2 Services information
Principal service ([optional)
Procedurs

If necessary, racard the principal ETeT Frocsduts codsor S e
procedure and amy additlonal procadural | = s ST [ Procedure search \l
irformatian. Emter the swact cods ar

Selact the procadure fram the list and

schedubad date for the service. Scheduled date

1

Servicing provider
Salact a servicing pravider fram the

‘

Sarvice 2 (optional)
Procedurs

1

Ermter Proosduns oode ar Sekact fram
Sthort Bist

Add up to 5 procedure
codes by using the
drop down list OR
search by description
= by clicking Procedure
Bl Scarch.

Scheduled dabe

Servicing provider
Salact a sarvicing pravidar fram the

1

Service 3 (optional)
Procedurs ]

‘

Enter Procedure code ar Sekact fram
Sthort Bist

Scheduled dabe

Servicing provider
Salact a sarvicing pravidar fram the

1

Service 4 (optional)
Procedure
Ermter Proosduns oode ar Sekact fram
Sthort Bist

o NOTE: when
™ requesting multiple
units for a procedure.
the procedure code,
scheduled date. and
™= Servicing provider must
be entered separately
for each unit.

1

Scheduled dabe

completing all
required fields,
Click Next Step
at the bottom of
the page
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Unwr, Taat oo out
HEur | FEEmEsENOET EHl ket log in: 053172011 0545 AM EOT

Starting
paint

Informational

Panding to RN for review of dinkcal information against Critaria fMadical Policy . If
clinical infomaation has not bean provided with this lkength of stay plkease contact
Patient Care Managmant to p clinkcal uzing the toll free numibar on
tha members dantification card.

IT tha kength of stay ks postad, 1 day will b2 pendad.

Inpatient request preview

Submitting provider ARIA HEALTH
Frouidcr MOD 10 oiss
Epeialey
Addrcaa PO Sox ZICT AITE
hila Sl
e
191 TE-CO0
Fachity CROZER TAFLDE STTING=LD
Frouidcr MOD 10 cosT
Spcoialty
Az 1 Mcdfical Conker Ehad
Recalicr
.
150133502
Attending physiclan Demai, Raabeikant 5
Fro MOT 10 FrIsCEE
LOS reqguest Informaation
Troalmcnk aci g palicnk
Selfimalem 2al oS anne
O B type
At daka o5/ 182008 - OS2 7200
T O 1A 008 - DS 1T 2008 - 1| Daye ~ FEND
Frimary diagncaia 120,29 - Hcart faihare, ueapcolicd
/
Ganaral Informa thon
TEWCH ANGE Sulbeilior's Mo Tom
il_iocr-uw = Suleillcr's Fhons MY ) weeey 2z
izxcfangc Molca
Rcwicw Bypc Fouline- Scrice mok aaricd
1a Bia an cocrgoRcy T e

aEﬁal-‘iEuchangé‘mgm

Preview page —
iIncludes
projected status
of the request
and allows the

user to verify
the accuracy of
the information

prior to final

submission

Request can be
edited,
submitted or
cancelled —

click Submit to
proceed to the
confirmation

page
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Inpatient request confirmation

Payer Notioa!

Ay notiication of certification approval ks not & determination of =lgibliity or & guarantss of nanyment.

Request ID: 1607500001 Attach file

03715720158 - 03717,2018

Member
H=mibar ID
Diata of birth
Age

Group ID
Group names
Subgcriber ID

Subsoriber name

Submitting provider
Prorvkder BO0 ID

Facility
Provider HO0 ID

Attending physician
Provider MO0 10

LOS request information
Trestmeent satting

Motification dats

LOE bad typ=

Bdmiscian dates

L=ngth of stary

Primary disgnasis

Inpatient request information

ARLA HEALTH
o133

CROZER TAYLOR SPRINGFIELD

[De=cal, Aschmiicant S

Inpati=nt
Q3152015

0371572015 - 371772015
0371572015 - 0371772015 - 1 Days - PEND
150.9 - Haart Sallure, unspacliad

Request Attachments

Attach naw flle

Allowabie fikz typals): POF, PG

Tithe:

Attachment:

i

General information

IECHAKNGE Submitters Mams

Exchangs lates
Aeview typ=

I5 this an amangency?

Tam

IEXCHANGE Submittars Phans Mumbsr 2155551212

Routine- S=rvice not startad
Mo

New af =

Confirmation
page includes
the Request ID
and allows the
user to attach

additional
required
information to
support the
request
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Request Attachments

» Users can attach documents to any existing
authorization request in iExchange

» Follow the below steps to add attachments

1. User can click a=xu=_ to the right of the Request ID if a document
needs to be attached to the request

Enter a title for the document to be attached
Click _swse.. O Select locate the file to be attached
Click [_Ateh_]Jto add the document

Click OK in the popup window to continue or cancel if the attachment
was selected in error

o ~ N

& Windows Internet Explorer |X|

\ ? ) The Ffile wou have attached will be sent ko the health plan, Continue?

L Ok J[ Cancel ]

6. Information message will appear at the top of the page to indicate that
the file has been successfully attached
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