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l. Overview

Medical suppliers need access to the Medical Portal to use OnBoard: Limited Release
to submit a Request for Decision on Unpaid Medical Bills (Form HP-1.0). The
information in this guide details how to request (or register) for access and how to
designate and manage user roles in the system.

Il. Medical Portal access

If you are not an acupuncturist, chiropractor, licensed clinical social worker,
physician, physician assistant, nurse practitioner, podiatrist, psychologist, physical
therapist, occupational therapist, dentist, audiologist, or optometrist, and you need to
submit Form HP-1.0 on behalf of yourorganization, you will register as a medical
supplier. If you are one of these types of health care providers, follow the registration
guide for health care providers.

If submitting Form HP-1.0 on behalf of an individual health care provider, you should
have that provider add you as a Delegated User if they have not done so already. For
details onproviders adding delegates, view the registration guide for health care
providers.

lll. Role types
Medical Supplier Roles Responsibilities
Online Administrator » Uses Medical Portal login credentials
to accessthe medical supplier
Required to create and keep administration application.

designated contact and user » Adds/modifies users and billing
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information current. There must be
at least one Online Administrator;
more than one is recommended.

Billing Delegate (User)

OnBoard users are assignedas a
Billing Delegate by the Online
Administrator within Medical Portal
administration.

delegates.
Adds or removes other Online
Administrators.

Drafts and submits Form HP-1.0 for
themedical supplier.

If medical supplier uses a billing
agent to submit medical bills, the
medical supplier’'s Online
Administrator will need to set up user
accounts for any employee of the
billing agent

who will be allowed to submit Form
HP-1.0 onbehalf of the medical
supplier.

IV. Requesting access to the Medical Portal for medical suppliers

1. Visit web.ny.gov/medicalportal.

2. Select Access and Administration under Medical Suppliers.

Medical Portal

Get overview and access information on the Medical Portal by user type.

MEDICAL PORTAL LOGIN ADMINISTRATOR LOGIN

Health Care Providers

Physicians, PAs, NPs and other types of Board-
autherized providers as well as dentists,
audiologists and optometrists

OVERVIEW »
ACCESS AND ADMINISTRATION »

ADMINISTRATOR LOGIN >

Medical Suppliers

Payers.

Ancillary medical providers such as: ambulance Insurers, self-insured employers, third-party
companies. DMEs, labs, health chinics. hospitals. administrators. pharmacy benefit managers and

and pharmacies.

OVERVIEW

ACCESS AND ADMINISTRATION

ADMINIST]

Gin

medical review organizations.

» OVERVIEW >

> ACCESS AND ADMINISTRATION >

> ADMINISTRATOR LOGIN >

3. Select Requirements in the left column. Then select Sign Up for Access to the

Medical Portal.


http://www.wcb.ny.gov/medicalportal/
http://www.wcb.ny.gov/medicalportal/health-care-providers-access-admin.jsp
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SECTIONS Requirements

+ The madical supplier will ba required to enter thair organizations NP1 and FEIN. If you are a health care provider who needs to sign up as a medical supplier
and you have questions on complating the form, pleasa call the Board's Toll-Free Customer Service Number (877) 632-4996

Request Access

s for Medical

= As pari of the request for access, the medical supplier must identify an administrator who will be responsible for requesting and removing ac
Requirements Portal users within the organization

The Medical Supplier Administrator is an employee of the medical supplier. The administrator will use the Medical Supplier Administration application o keep
designated contact and user information up to date. The administrator will use thair Medical Portal login credentials to access the Medical Supplier Administration
application

My Profile

This will display the information that the Board currentiy has on file for the logged in administrator. If any of the information is incorrect, the administrator may submit
updated information using the modify button

Online Administrators

The first table will display a list of online administrators that have bean designated by the medical supplier. There must be at least one online administrator, however
the Board recommends having more than one.

Online administrators will add/modify/remove users who can submit medical billing disputes, as well as adding or remaving other adminisirators for the medical
supplier. They are required to maintain accurale informalion within the applications

Adding an administrator

« Select the Add User bution from online administrator's screen
s Enter the requested administrator's information and submit.
» Aconfirmation of the submission pop-up message will appear

+ Requests are processed in the order thal they are received Access may b granted as early as the following business day or may take three lo five
businesses for processing

« The administrator's login credentials will be emailed to the email address enlered in the request.

4. Review the information on this page. Then select Continue.

:\B Services News Government Local

Workers'

Workers  Employers  Health Care Providers  Payers  Representatives  Forms  Locations

Compensation Board

Language Assistance: (877) 6324006  Language Access Policy  Espafiol  Pyccend  Polski =3 Malana | Kreydl ayisyen  B20(

Online Registrations

Medical Portal Access
Medical suppliers who are interested in using the Board's Medical Portal must sign up for access.
IMPORTANT! Before proceeding, please note:
« The medical supplier’s arganizational National Provider Identification (NP1) number is required
+ Complete both the Organization Information and the User Information tabs
- Organizations must designate at lsast one adminisirator who will be responsible for managing new users and remaving users who should no langer have access o the Medical Portal

You will receive a confirmation number from the Board upon submission of your request for access. Please keep this number for future reference. Registrations may take up to three to five business days for
processing.

Continue Cancel Registration
You can send an e-mail 1o WCBCustog ryou have any quest i

Workers' Compensation Board
About wes Forms & Services Communication Website
Contact Us Forms Board Announcements Privacy Poliey
Lecations. Online Services Upcoming Events Accessibility
Bulletina & Subject Numbers Online Services Availability Publications Glassary of Terms
Laws & Regulations Technical Support Upcoming Webinars Using this Site

Freadom of information Law (FOIL) Get Adabe Reader o
Register to Vote

Become an Organ Donor — Enroll Today!

CONNECT WITH US

5. In the Medical Supplier Information tab, enter the registering medical
suppliertype, name, National Provider Identifier (NPI) number, Federal Tax
Identification Number (FEIN) and address. Select Next.



v.7/1/21

Services News Government Local

Workers'
Workers  Employers  Health Care Providers  Payers  Representatives Forms  Locations
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Poiicy Espafiol | Pyecosh | Polski S | Maiano  Kreybapsyen | TR0

Online Registration

Medical Portal - Initial Registration

*The Registering Medical Supplier Is:

Please Select...

*Name: *NPI Number, *FEIN

Address:

*Address Line 1 Line 2

*City: *State *Zip Code:
New York ~

6. In the User Information tab, begin by entering the information for the
Administrator role. After entering theAdministrator information, select Add
User to add a user to the registration. Continue selecting Add User until you
have entered user information for all users. Select Submit. If your
organization already has an Administrator registered for the Medical Portal,
the Administrator can add new users within Medical Portal administration.

Online Registration

Medical Portal - Initial Registration
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7. After selecting Submit, the Registration Complete page will show.

5. IO Services Mews Government Local

Workers'

Workers  Employers  Health Care Providers  Payers  Representatives  Forms  Locations

Compensation Board

Language Assistance: (§17) 6324986 Language Access Policy  Espaflol | Pycomd | Polski 3 | alana | Kreydl ayisyen | B30

On-line Registration

Registration Complete

Your registration has been received for.
Online Registration

Your Registration Confirmation Number Is: 640425
Please refer 1o s numost i you nesa ¢ i

+ It any addiional information & requitad  NYS Workers’ Campensation Baard emgloyee wil contact you
+ Registrations will be pracessed in the order they are received...

Questions?
you have any quessons ragarding this regisirabon you can aither

« e-mai WCBCuslomerSupporiBueh my.gor OR
+ Cail e Customer Suppart at (844) 337-6305. Monday - Friday §:308m - £30pm

Fiease refer ko the Confirmation Numbes given bove when y0u contact us

Retum to WCB Home |

Workers' Compensation Board

Abeut wes Forms & Services Communication Website
Contact Us Forms Board Announcements. Privacy Palicy
Locations Online Services Upcoming Events Bccessibility
Bulletins & Subject Numbers Online Services Availability Publications Glossary of Terms
Laws & Reguiations Technical Support Upcoming Webinars Using this Site
Freedom of Infermation Law [FOIL) Get Adobe Reader

Register to Vote

Become an Organ Denor — Enrall Teday!

It may take up to three to five business days for the Board to complete the review
of your registration. Once approved, a message will be sent to the email address
you provided in the registration with your NY.gov ID username and temporary
password.

V. Managing your profile, online administrators, and users for medical suppliers

Medical supplier Online Administrators can manage other delegated Online
Administrators and users for OnBoard: Limited Release. They will log in using their
Medical Portal NY.gov ID username and password. The NY.gov ID used to access the
Medical Portal is separate and apart from the NY.gov ID that may be used for other
NYS agencies, such as the Department of Motor Vehicles and Taxation and Finance.

1. Visit web.ny.gov/medicalportal.
2. Select Administrator Login.



http://www.wcb.ny.gov/medicalportal/
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Medical Portal

Get overview and access information on the Medical Portal by user type.

MEDICAL PORTAL LOGIN ADMINISTRATOR LOGIN

Health Care Providers Medical Suppliers

Physicians. PAs, NPs and other types of Board- Ancillary medical providers such as: ambulance
g s, labs, health clinics, hospitals,

OVERVIEW » OVERVIEW > OVERVIEW >
ACCESS AND ADMINISTRATION » ACCESS AND ADMINISTRATION > ACCESS AND ADMINISTRATION >
ADMINISTRATOR LOGIN » ADMINISTRATOR LOGIN > ADMINISTRATOR LOGIN >

3. Enter your Medical Portal NY.gov ID username and password.

©) Services News Government Local

NY.govID  Online Services FAQs  About NY.govID  Help Desk Information  Privacy Policy  Terms of Service

Please login after reading the Acceptable Use Policy below

4_ NY.gov ID

Username:
Password:

Sign In

Forget your Usemame or Password

Agency Assistance & Contact Information

App Directory Countles Events Programs

4. The Medical Supplier Administration page will allow you to manageyour profile,
other Online Administrators, and users in the system. The first optionin the menu
is My Profile. Select My Profile to edit your profile information.
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My Profile

Medical Supplier Administration

Welcome Ambulance Admin1 to Medical Supplier Administration for Ambulance Company. Please select from the menu

Workers' Compensation Board

About WCB. Forms & Services Communication Website

Contact Us Forms Board Announcements Privacy Policy
Locations Oniine Services Upcoming Events. Accessibllity
Bulleting & Subject Numbers Online Services Availability Publications Glossary of Terms
Laws & Regulations Technical Support Upcoming Webinars. Using this Site
Freadom of Information Law (FOIL) Get Adobe Reader 7

Register to Viote

Become an Organ Donor — Enroll Taday!

CONNECT WITH US

K1 racesoox W TwWiTTER & INSTAGRAM D vouTusE X GET WCB NOTIFICATIONS <

5. Confirm the information is accurate. The mailing address in your profile will be
used for communications from the Board. If you need to edit the information,
select Modify My Data on the bottom left.

Workers'

- Workers  Employers  Health Care Providers  Payers  Representatives  Forms  Locations
Compensation Board

Langusde Aswstance: 877} 8324096 Longusts Access Folicy  Emalol | Broced | PO X e Kiewdavmven | B30

My Information

Below is what the Board has on file for you, Ambulance Admini.

Business Name:

Ambulance Company

First Name Last Name:
Ambulance Admint
Address Line 1: Address Line 2:

101 Main Street

City State: Zip
Albany NY 12282

Area Code Phone Number Ext:
(162) §917-2828

E-mail Address:

‘Workers' Compensation Board

wermtestinchny gov & Forms & Services Website

6. Update the information as needed and select Continue.
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z STATH Services News Government Local

Workers'

Workers  Employers  Health Care Providers  Payers  Representatives Forms  Locations
Compensation Board

u Langusge Access Paiicy Ewalol  Pycceed POk WS MM Kwblapaen | B30
Search this site for:

Medical Supplier Administration
Modify My Data

“Person's First Name: [Ambulance |
Persou's M1 1

“Person's Last Name: | Adminl

“Mailing Addeess
Mailing Address L
*Mailing address
“Mailing address Stare v]
"Mailing address Zip Code: 12282 |
*Organization Mailing address Country: J
“AreaCode:|162 |

“Phone Number:[317-2528

“E-mail Address |

Continue | Cancel
Workers’ Compensation Board
About WCB. Forms & Services Communication Website
Contact Us Forms Board Announcements Privacy Policy
Locations Online Services Upcoming Events Accessibiiity

7. Select Online Administrators to remove, modify, or add new
OnlineAdministrators.

MR e | Tecovioas OVID-19 vaccine is here. Itis safe, effective and free. Walk in ta get vaccinated at sites R
€OVID-19 Updates i Cale e i 2 sl
z ! Services News Government Local

Workers’ . Workers  Employers  Health Care Providers  Payers  Representatives  Forms  Locations
Compensation Board

Language Assistance: (377) 6324006 Langusge Access Policy  Espafiol | Pecosd  Polski 3  Meiana  Kieyblaysyen = BRO8

Medical Supplier Administration

Welcome Ambulance Admint to Medical Supplier Administration for Ambulance Company. Please select from the menu.

Workers' Compensation Board

About WCB Farms & Services Communication Website
Contact Us Farms Board Announcements Privacy Policy
Locations Qniine Services Upcoming Events Accessibllity
Bulletins & Subject Numbers Qnline Services Availability Publications

Glossary of Terms
Laws & Regulations.

Technical Support Upcoming Webinars

Using this Site
Freedom of Information Law (FOIL) Get Adobe Reader f
Register ta Vote
Bacome an Organ Donor — Enroll Today!
CONNECT WITH US
K3 Facesook W TWITTER &3 INSTAGRAM D voutuse EX§ GET WCB NOTIFICATIONS

8. The Online Administrators page will show two boxes. The first box lists
administrators who are currently designated as an Online Administrator. To
remove an Online Administrator, select the Remove button in that Online
Administrator’s row. The Online Administrator’s information will move from the
first box to the second box. Use the Modify button to update information for an

Online Administrator. Note: There must be atleast one Online Administrator.
You can’t remove yourself.
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Workers'

Workers  Employers  Health Care Providers  Payers  Representatives  Forms  Locations

Compensation Board

L Poiity  Espabol  Precwd okl Sr Malano  Kieydlapsjen 0

Online Administrators

Medical Supplier Administration

Users

Medical Supplier Online Administrator
Below is a list of users who have 2 Medical Supplier Online for
Medical Supplier Online Administrator,

.ompany. Please note - there must be at least 1 Medical Supplier Online Administrator. You can't remove yourself from

Show |5 | entries ]
First Nama Last Name Phone # eMail Remove
Ambulance Admint (162) 917-2828 m Moty
Shawing 1 ta 1 of 1 entries Nesx
Below is a list of users who DON'T have a Medical Supplier Online Administrator designation who are associated with Ambulance Company far the Medical Portal in some manner.
Show[5 ] entries search: |
First Name Last Name Phone # eMail Add
Ambulance user! (728) 171-1128
Shawing 1 to 1 af 1 entries Previous | 1 Next

Need to add someone new?

9. The second box shows a list of users who do not have an Online Administrator
designation. To designate an Online Administrator, select the Add button in that
user’'s row.

Workers'

Workers  Employers  Hesith Care Providers  Payers  Representatives  Forms  Locations

Compensation Board

Langusge Assistance: (877} 6324996 Langusge Access Policy  Espaiil | Pycoos  Folkl  FX Mabae  Kerblaseren B3RO

ministrators

Medical Supplier Administration

Medical Supplier Online Administrator
Below is a list of users who have a Medical Supplier Online i ignation for
Medical Supplier Qnline Administrator

Company. Please note - there must be at least 1 Medical Supplier Online Administrator. You can't remove yourself from

Show |5 _¥|entries Search: {
First Name Last Name Phone # eMail Remove Modify
Ambulance Admin1 (162)917-2828 m Modify
Showing 110 1 of 1 entries 1| Heat
Below is a list of users who DON'T have a Medical Supplier Online Administrator designation wh are associated with Ambulance Company for the Medical Portal i some manner
— —
Show[5_v]entries Search: |
First Name Last Name Phone # eMail Add
Ambulance Usert (728) 171-1128
Showing 1to 1 of 1 entries P 1 Next
2

10.1f a new user is not listed in the second box, they will need to be registered as
an OnlineAdministrator. Select Add New User.
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Workers'
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Medical Supplier Administration

Medical Supplier Online Administrator

Below is a list of users who have 2 Medical Supplier Online Administrator for ompany. Please note - there must be at least 1 Medical Supplier Online Administrator. You can't remove yourself from
Medical Supplier Online Administrator
Show |5 ¥ |entries Search:
First Name Last Name Phone # eMail Remove Modify
Ambulance Admint (162) 917-2028 m Modify
Shawing 1 to 1 of 1 entries Previous | 1
Below s a list of users who DON'T have a Medical Supplier Online Administrator designation who are associated with Ambulance Company for the Medical Portal in some manner.
Show[5 ] entries search: |
First Name Last Name Phone # eMail Add
Ambulance User! (728)171-1128 Add
Showing 1o 1 of 1 entries Previous | 1

Need to add someone new?

11.Enter the new user information. Once submitted, the add user request ssent to
the Board for processing. Once processed, the user will receive a NY.gov ID
username and temporary password via the email address submitted on the
form. Select Continue.

Workers'

= Workers Employers Health Care Providers  Payers  Representatives Forms Locations
Compensation Board

Language Assistancs: (877)6324008  Language Access Peiicy  Espabol | Pycoosd | Poski T3 Halano  Kiepdlaysyen | B

Medical Supplier Administration

Add New User

*First Name: Ml *Last Name:

=Address Line 1 Address Line 2

*City *State: *Zip Code:
New York ~

=Area Code: *Phone Number: et

*E-mail Address:

wvntstmchiny,gov

12.Select Users to remove, modify, or add new users to submit Form HP-1.0 in
OnBoard: Limited Release.

10
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Medical Supplier Administration
‘Welcome Ambulance Admin1 to Medical Supplier Administration for Ambulance Company. Please select from the menu.

Workers' Compensation Board
About wes Forms & Services communication Website
Contact Us Forms Board Announcements Privacy Policy
Locations. Online Services Upcoming Events. Accessi ibility
Bulletins & Subject Numbers Online Services Availability Publications Glossary of Terms
Laws & Regulations Technical Suppart Upcoming Webinars. Using this Site
Freedom of Information Law (FOIL) Get Adobe Reader

Register to Vote

Become an Organ Doner — Enroll Taday!

CONNECT WITH US
1 racesoox W TwiTTER T3 INSTAGRAM D vouTtuse i GET WCB NOTIFICATIONS

13.The Users page will show two boxes. The first box lists users who are designated
to submit Form HP-1.0. To remove a user, select the Remove button in that
user’s row. The user’s information will move from the first box to the second box.
Use the Modify button to update information for a user.

Workers'
Compensation Board

Workers  Employers  Health Care Providers  Payers  Representatives  Forms  Locations

Language Assistance: (877) 6324006 Lengusge Access Policy  Espabol  Precesd  Polhi  #  Malana  Kiepdlaysyen = BR0F

Medical Supplier Administration

Medical Supplier User

Show |5 +|entries Search ‘
First Name Last Name Phone # eMail Remove Modify
Ambulance User1 (728 171-1128 Medify
Showing 110 1 of 1 entries 2 1
Below is a list of users who DON'T have a Medical Supplier User designation who are associated with Ambulance Company for the Medical Portal in some manner
Show |5 *|entries search: |
First Name Last Name Phone # eMail Add
Ambulance Admin?t (162) 917-2828 Add
Showing 110 1 of 1 entries Previous | 1 | Next

Need to add someone new?

Workers' Compensation Board

14.The second box shows a list of users who are not designated. To designate a
user, select the Add button in that user’s row.

11
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Medical Supplier Administration

Medical Supplier User

Below s a list of users who have a Medical Supplier User designation for Ambulance Company.

Show |5 |entries Skl |

First Name Last Name Phone # eMail Remove Madify

Ambulance Usert (728) 171-1128 Modify

Showing 110 1 of 1 entries Previous | 1 | Next

First Name Last Name Phone # eMail Add

Ambulance Admin? (162) 917-2828

Showing 110 10f 1 entries 3 [ Next

Mloodioadd 2

Workers' Compensation Board =

15.1f a new user is not listed in the second box, they will need to be registered.
Select AddNew User.

Workers'

_ Workers  Employers  Health Care Providers  Payers  Representatives  Forms  Locations
Compensation Board

Langusge Awsitances: (877) 6324006 Langusqe Accass Policy  Espall  Procost PO ®X  Maam  Kiepdaeyen | B30

Medical Supplier Administration

Medical Supplier User

Below is a list of users who have a Medical Supplier User designation for Ambulance Company.

Show |5 ~|er Search ‘
First Name Last Name Phone # eMail Remove Modify
Ambulance User! (728) 171-1128 Modity
Showing 110 1 of 1 entries Previous | 1 | Newt
Below is a list of users who DON'T have a Medical Supplier User designation who are associated with Ambulance Company for the Medical Portal in some manner,
show (5 ¥ |entries search: |
First Name Last Name Phene # eMail Add
Ambulance Admint (162) 917-2828 A
Showing 110 1 of 1 entries 1| Next

Workers' Compensation Board =

16.Enter the new user information. Once submitted, the add user requestis sent to
the Board for processing. Once processed, the user will receive a NY.gov ID
username and temporary password via the email address submitted on the
registration. Select Continue.

12
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Workers'
Compensation Board

Workers  Employers  Health Care Providers  Payers

Medical Supplier Administration

Add New User

*Address Line 1 Address Line 2:

«City: *State: *Zip Code:

*area Code; *Phone Number: ext

*E-mail Address:

wvtzstonch ny. oo

VI. Need help?

Medical Portal access: wcb.ny.gov/medicalportal

General registration questions: Customer Service (877) 632-4996
Technical assistance: WCBCustomerSupport@wcb.ny.gov
OnBoard webpage: wcb.ny.gov/onboard

Email OnBoard: OnBoard@wcb.ny.gov

13
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