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1 Introduction to the ePEAP Internet User Manual

Would you like to request changes to your provider files with PA PROMISe™ through the
Internet? If you are currently an enrolled provider with a valid provider ID and service location,
and have Internet access, you can request changes to your provider information by accessing
ePEAP through PA PROMISe™. PA PROMISe™ interfaces with the electronic Provider
Enrollment Automation Project (ePEAP) for “one-stop-shopping.” To use this service, you must
be a registered user of PA PROMISe™and have a password.

1.1 Who Is Eligible To Use ePEAP?
All provider types are currently eligible to use ePEAP.

1.2 How to Register for ePEAP

With a valid provider ID and service location, you can register to use ePEAP. The ePEAP
application is accessed from the Provider Main Page in PA PROMISe™. Please go to
http://promise.dpw.state.pa.us/ to access the PA PROMISe™ main page, and click on the
PROMISe Online link. The Logon window for the PA PROMISe™ Internet application is
displayed below.

Need Help? Use the Internet Help Manuals here.

Already registered?

If you have already set up your account or a provider has set one up for you, log on here.

Logon ID: (13 digit Provider ID or 9 digit Alternate 10)

Password: Forgot Password?

Not yet registered?  Create your user account now.

This site requires Internet Explorer version 6 with 128-bit encryption. Please visit the DPW Website Toolbox if you need to download Internet
Explorer or upgrade to a higher version of Internet Eplorer.

1.3 Former MAMIS ePEAP Users

If you had an account already established on the former MAMIS ePEAP system, enter your four-
digit PIN from that account in the Logon ID field when you first access the PA PROMISe™
Internet site, and click the Log On button. PROMISe™ prompts you to change your password.

Subsequent logons must be made with your new password. To access the Provider Main page, you
must log on with your new PROMISe™ provider 1D, which consists of your nine-digit provider
number, plus a four-digit service location.

Provider Internet ePEAP User Manual April 18, 2011
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1.4 Establishing a New Provider User Account

If an account has not yet been established for you, click on the link “Create your user account
setup now.” The User Registration window below displays.

User Registration

Type of Access Required: | Provider }, <

Provider ID: | (13 digits reguired)

E-mail Address: | (Example: doctor@hospital.com)

Retype E-mail Address:

Contact Person:

Phone Humber: (10 digits)

Enter a password:

Retype password:

Providers and Billing Agents must enter the SSN or IRS EIN that is registered with your DPW Provider Number. This required to
validate your identity:

SSI: (or) RS EM:

Select a security gquestion and provide an answer:

Security Question: |What is your mother's maiden name? |

Answer:

Submit Registration

You will need the following information available to complete your registration:
. Valid provider ID and service location.
« Social Security number or Federal Tax ID (IRS EIN).
« Valid e-mail address.

The User Registration window allows you to request access to the PA PROMISe™ Web site by
submitting the necessary information requested in this online form. Read the appropriate
disclaimers and fill in the web form with identifying information and e-mail address. If you need
more information to complete the required fields, please refer to section 2.1.4 of the Provider
Internet User Manual.

After completing the User Registration form, click the Submit Registration button to submit the
form. If all required information is present, proceed to the Statement of Entitlement page (also
referred to as the Web Agreement Page) to confirm that you have read and understood the

Provider Internet ePEAP User Manual April 18, 2011
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disclaimer. This page must be signed and submitted before gaining access to the PA PROMISe™
Web application. If you do not sign and submit the agreement, you are logged out of the system
and returned to the logon window.

PENNSYLVANIA DEPARTMENT OF PUBLIC WELFARE

Statement of Entitlernent

By entering my full name in the space prowvided below and transmitting thiz form
electronically, T state, T am the person whom I represent myself to be herein, and
I affirm the information within this web application is complete and accurate and
made subject to the penaltes of 18 PaC3E §4904 relating to unsworn
falzification to authorities. In addition, I acknowledge that misstating ty identity
ot assurning the identity of another person may subject me to misdemeancr or
felony criminal penalties for identity theft pursuant to 18 Pa .3, §4120 or other
sections of the Pennsylvana Cnmes Code.

Sign by typing vour filll name below.

To Accept User Agreement

Step | Action Response

1 Type your name in the space provided

2 Click the Submit button. The logon process continues.

To Reject User Agreement

Step | Action Response
1 Click the Submit button without typing | The user is logged out of the system.
your name.
Provider Internet ePEAP User Manual April 18, 2011
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1.5 Provider Main Page

Department of Public Welfare
F

Oftfice Medical Assistance Programs (OMAP)

Mzin Claimzs Eligibility | Trade Files | Account Reports Tailbo: Help Log Off
Tuesday 17 April 2007 02:50 am

Provider Main Page Link to
Provider: 3001809630001 Other Links ePEAP
Claim Subrmission ePEAP (Pravider Enrollment Automation Project)
Claim Inguiry QAP Provider Information
Eligibility “erification DPWY Home

Cutpatient Fee Schedule

After completing the steps necessary to establish a new provider account, you can access the
Provider Main Page of PA PROMISe™. The Provider Main Page window is your home page for
the PA PROMISe™ Internet application. It provides links to the online provider services,

including ePEAP. To access ePEAP, click on the ePEAP (Provider Enrollment Automation
Project) link, located in the “Other Links” box.

Provider Internet ePEAP User Manual April 18, 2011



Provider Handbook

PA PROMISe
Provider Internet ePEAP User Manual

The ePEAP (Provider Enrollment Automation Project) link takes you to the ePEAP Menu,

shown below.
Department of Public Welfare @ EA P
fice of Medical Assistance Programs (OMAP
Your Provider ID 300276278 DOGOOD MEDICAL ASSOCIATES Status Active
NPI 1384654368 (View Taxonomy) ePEAP Access Full Access
Service Location 0001 123 E MAIN ST, CAMP HILL, PA 17011-6312
Provider Type 31 PHYSICIAN (View Specialties)
ePEAP Menu
Provider Options For Groups Only
Enroliment Information Verify Provider Membership

Recent Requests

Terminate MA Enrollment
Manage Remittance Advice

Active Service Locations

View Provider Group Members

View Helpful Hints

|

["crear wens—] e [ o] |

Note: You are encouraged to use the Help function within ePEAP, when necessary. Click the
Help button, located between the ePEAP Menu and EXit buttons, to access this online assistance.
Please direct any unresolved questions regarding ePEAP to the Provider Enrollment Unit at

717-772-6140.

1.6 Windows

The PA PROMISe™ Internet ePEAP windows provide you with the ability to electronically
maintain your provider information. Documentation for each window in this manual includes:

Window Narrative

Brief description of the window, its purpose, and use.

Layout

Sample image of the window that shows all data fields and controls
(buttons, drop-down boxes, etc.).

Field Description
Table

Detailed description of each data field and object within the window,
including field lengths and data types.

Accessibility and Use
Narrative, Step/Action
Tables

Description of how the window is accessed, followed by step-by-step
instructions to navigate within and between windows and perform
basic functions and operations within the window.
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Error Messages, Error Codes, and Corrective Actions to fix
incorrect/invalid entries or actions.

Note: Field Edits have been combined and are located in Section 9
of this document.

Field Edits

1.7 Common Window Display

Common to the PROMISe™ ePEAP Internet windows is the label found on the top (header)
portion of each ePEAP window. This label displays identifying information for the provider ID
used to log into ePEAP:

« Provider Identification Number
« NPI (National Provider Identifier)

If an NPl number has been entered, but has not yet been validated by DPW, a red
“Pending” label will display next to the NPI field on all window headers.

« If an NPI number has been entered, a link to view Taxonomy Codes associated with the
NP1 number is displayed.

« Service Location number and address

« Provider Type

. ePEAP Status (Active or Inactive)

« ePEAP Access (Full or XXXX)

. Link to view all active Specialties associated with the displayed Service Location

Your Provider 1D 300276275 DOGOOD MEDICAL ASSOCIATES Status Active

NPI 1384654368 (view Taxonomy) ePEAP Access Full Access
Service Location 0001 123 E MAIN ST, CAMP HILL, PA 17011-6312

Provider Type 31 PHYSICIAN (*iew Specialties)

This information displays on every ePEAP window. Descriptions for the fields found in the label
are listed below. These descriptions are not included with subsequent window information in this
manual, and are presented below for reference. If, while logged into the ePEAP application, you
notice that this information has changed, please contact DPW for help.

Field Descriptions

Field Description Data Type Length
NPI National Provider Identifier Number 10
Provider Type Provider Type for current service location. Character 2

Provider Type Unlabelled field following “Provider Type.” Describes Character 50
Description provider type.

Service Location Unlabelled field following “Service Location.” Character 78
Address Abbreviated address of current provider service

location.
Service Location Identifies current provider service location Character 4
Status Status of provider service location. Will display Character 8

“Active” or “Inactive.”
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Field

Your Provider ID

Provider Name

ePEAP Access

(View

Taxonomy)

(View

Specialties)

Description Data Type

Identifies the current provider for this ePEAP session. Number
Uses the number assigned to the provider at the time of
enrollment in the MA program.

Unlabelled field following ““Your Provider ID.” Name Character
of the current provider as used on official
Commonwealth records.

Display the level of authority the user has on the Character
ePEAP system.

Opens a window displaying the taxonomy code(s) Hyperlink
associated with the NPI.

Opens a window displaying the specialty code(s) Hyperlink

associated with the provider service location.

1.7.1 View Specialties

To View Specialties for the Logged-on Provider ID and Service Location

Length
9

50

16

Step

Action

Result

1

Click on the View Specialties link in the
ePEAP Header.

The following pop-up window opens:

<2} Specialty - Microsoft Internet Explorer, provided by EDS COE Q@]g|

Specialties for: DOGOOD JAMES L
Provider 1D: 300180963
Service Location: 0002

Provider Type: 31

318 - GEMERAL PRACTITIONER

Provider Internet ePEAP User Manual
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1.7.2 View Taxonomy
To View Taxonomy Codes Associated With the NPl Number

Step

Action Result

1

Click on the View Taxonomy link in the

ePEAP Header. The following pop-up window opens:

2} NPI I Taxonomy - Microsoft Internet Explorer provided by EDS COE |Z||E|fz|

Taxonomy for: DOGOOD JAMES L
NPIID: 1234567893
Provider 1D: 300130963
Service Location: 0002

ALLOPATHIC & OSTEQ. PHYSCNS ¢
205000000 - GEMERAL PRACTICE : DEFAULT
SPCLTY CD

Provider Internet ePEAP User Manual April 18, 2011
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2 ePEAP Menu Window

2.1 ePEAP Menu

When you have successfully logged into the Provider Internet Application and accessed the
ePEAP Menu, you can access each sub-application, as explained in this section. The following
documentation describes how to navigate to the various parts of the ePEAP system.

By clicking on the following links in the Provider Options box, the windows described below
are accessed:

« Enrollment Information — ePEAP Enrollment Information window

« Recent Requests — ePEAP Recent Requests window

« Terminate MA Enrollment — ePEAP Terminate Medical Assistance Participation window
. Manage Remittance Advice — ePEAP Manage Remittance window.

« Active Service Locations — Active Service Locations window.

By clicking on the following links in the For Groups Only box, the windows described below
are accessed.

« Verify Provider Membership — ePEAP Verify Provider Membership In My Group
window

« View Provider Group Members — Pop-up window listing the provider's group members.

Please note: The For Groups Only box is only displayed if you are logged on with a Group
Provider ID.

Click the View Helpful Hints link to view a printable list of helpful tips.

Provider Internet ePEAP User Manual April 18, 2011
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Layout

Department of Public Wedlare EPEA P .
ifice of Medical Assistance Progrs ms [ CHAP] "

Your Provider 1D 300180863  DOGOODD JAMES L Status  Active

NP1 SPEAP Access  Full Access
Service Location 0001 122 HOPE RD. HARRISBURG, PA 17011

Provider Type 3 PHYSICIAN View Itie5)

ePEAP Menu
FProvider Options
Enroliment Information
Beceni Requesis
Termi neclirment
Manage Remiftance Advice
Active Senvice Locations
Vigw Helphl Hints
Layout (Groups Only)
Departmient of Publlic Welfare @EAP re
Office of Medical Assistance Programs (OMAP) A
Your Provider ID 300276278 DOGOOD MEDICAL ASSOCIATES Status  Active
NPI 1384654368 (View Taxonomy) ePEAP Access Full Access
Service Location 0001 123 E MAIN ST, CAMP HILL, PA 170116312
Provider Type 31 PHYSICIAN (View Specialties)
ePEAP Menu
Provider Options For Groups Only
Enroliment Information Verify Provider Membership
Recent Requests View Provider Group Members
Terminate MA Enrollment

Manage Remittance Advice

Active Service Locations

View Helpful Hints

[ercne wens ] e ] o
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Accessibility and Use

To access the ePEAP Menu, complete the steps in the step/action table(s).
To Access the ePEAP Menu

Step

Action

Result

1

Access the PA PROMISe™ Provider Internet
using the instructions provided in Section 1.5.
This application is accessed from the DPW
Web site by clicking the PROMISe™ Online
link.

The Provider Internet application opens.
Step-by-step instructions are found in the
Provider Internet User Manual.

2 Log into the application by entering your The Provider Main Page opens.
Logon ID and Password, and click the Log
On button.
3 Click the ePEAP (Provider Enroliment The ePEAP Menu opens.
Automation Project) link.
To Access Options
Step | Action Result
1 Click the Enrollment Information link. The Enrollment Information window
opens.
2 Click the Recent Requests link. The Recent Requests window opens.
3 Click the Terminate MA Enrollment link. The Terminate Medical Assistance
Participation window opens.
4 Click the Manage Remittance Advice link. The Manage Remittance Advice window
opens.
5 Click the Active Service Locations link. The Active Service Location window

opens.

For Groups Only

Step

Action

Result

1

Select the Verify Provider Membership link.

The Verify Provider Membership In My
Group window opens.

Select the View Provider Group Members
link.

The Provider Group Members pop-up
window opens.

Provider Internet ePEAP User Manual
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To Access Help

Step | Action

Result

1 Select the View Helpful Hints link. The Helpful Hints for the ePEAP User

window opens and displays a list of tips
for using the page.

To Exit ePEAP

Step | Action Result

1 Click the Exit button. Opens the Provider Main Page.

ePEAP Menu Field Descriptions

Field Description Data Type Length
Enrollment Opens the ePEAP enrollment window. Hyperlink 0
Information

Exit Exits ePEAP. Button 0

Help Describes the fields on the ePEAP window. Button 0

Manage Remittance
Advice

Active Service
Locations

Recent Request

Terminate MA
Enrollment

Verify Provider
Membership

View Helpful Hints

Opens the Manage Remittance Advice window.  Hyperlink 0

Opens the Active Service Locations window. Hyperlink 0

Opens the Recent Request window. Hyperlink 0
Opens the Terminate MA Enrollment window. Hyperlink 0

Opens the Provider Membership window. Hyperlink 0

Displays helpful hints for the ePEAP user. Hyperlink 0

View Provider Group Displays pop-up window with list of Provider's Hyperlink 0

Members

group members.

Provider Internet ePEAP User Manual April 18, 2011
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3 Using the ePEAP Enrollment Information Options

The ePEAP Enrollment Information link will access the enrollment options of the ePEAP
system. The links in the Request Changes box of the ePEAP Enrollment Information window
are used to access the windows listed below:

« Base Information — Opens the Basic Enrollment Information window.

« Address Information — Opens the Provider Address Information window.

« Fee Assignment Information — Opens the Fee Assignment Information window.

. Manage NPI/Taxonomy — Opens the Manage NP1 and Taxonomy Codes window.
These windows are described in this chapter.

Layout
Your Provider 1D 3001280963 DOGOOD JAMES L Status Active
NPI 1234567893 (Wiew Taxonomy) ePEAP Access Full Access
Service Location 0001 123 HOPE RD, HARRISBURG, PA 17011-
Provider Type H PHYSICIAN [iew Specialties)
Enroliment Information
Instructions Request Changes
Base Information
) Address Information
1. Select anitem to update
2. Make changes Fee Assignment Information
3. Review Request Summary
4. Submit Requests

Manage NFI/ Taxonomy

Review/Submit

[epear wens ] v [ o]

Accessibility and Use

To access the ePEAP Enrollment functions, complete the steps in the following step/action
tables.

To Access the ePEAP Enrollment Information Window

Step | Action Result
1 Select the ePEAP Menu link. The ePEAP Menu window opens.
Provider Internet ePEAP User Manual April 18, 2011
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Step | Action

Result

2 Select the Enrollment Information option

from the ePEAP Menu.

The Enrollment Information window
opens.

To Request Changes to Basic Enrollment Information

Step | Action

Result

1 Select Base Information.

The Basic Enrollment Information window
opens.

To Request Changes to Provider Address Information

Step | Action

Result

1 Select Address Information.

The Provider Address Information window
opens.

To Request Changes to Fee Assignment Information

Step | Action

Result

1 Select Fee Assignment Information.

The Fee Assignment Information window
opens.

To Manage NP1 Codes and Associated Taxonomy Codes

Step | Action

Result

1 Select the Manage NPI/Taxonomy button.

The Manage NPI and Taxonomy Codes
window opens.

To Review and Submit Completed Changes

Step | Action Result

1 Select the Review/Submit button. The Review Your Changes window opens.
Other Options

Step | Action Result

1 Click the ePEAP Menu button.

Opens the ePEAP Menu window.

2 Click the Help button.

Displays the ePEAP Help window

3 Click the Exit button.

Opens the PA PROMISe™ Provider Main
Page.

Provider Internet ePEAP User Manual
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Field Descriptions

Field Description Data Type Length
Address Accesses the Provider Address Information window, Hyperlink 0
Information used to change the Address/Phone/FAX data for the

Pay To, Mail To, and Home Office addresses, and to
change the provider’s email address.

Note: This window cannot be used to add a new
service location.

Base Information Each enrolled MA provider has basic information that Hyperlink 0
should be kept current. This link accesses the ePEAP
Basic Enrollment Information window, used to
display and update this information, including medical
degrees, licensing, ID numbers, billing, and Medicare
participation.

ePEAP Menu Opens the ePEAP Menu window. Button 0

Exit Exits ePEAP and returns to the PA PROMISe™ Button 0
Provider Main Page.

Fee Assignment Accesses these options: Add a Group for Fee Hyperlink 0

Information Assignment, Manage Fee Assignments.

Help Opens the Help menu for the current ePEAP window. Button 0

Manage Opens the Manage NPI and Taxonomy Codes Hyperlink 0

NPI/Taxonomy  window.

Review/Submit  Opens the Review Your Changes window. Button 0

3.1 ePEAP Basic Enrollment Information (w_epeap_base_info)

The ePEAP Basic Enrollment Information window is used by the provider community to display
and update basic provider information. Existing provider information is automatically displayed.

This window is accessed from the PA PROMISe™ Internet Provider Main Page by clicking on
the "ePEAP (Provider Enrollment Automation Project)" link in the Other Links section of the
window to open the ePEAP Menu. Under Provider Options, click the "Provider Enrollment” link
to open the ePEAP Enrollment Information window. Click on the "Base Information™ link to
open the ePEAP Basic Enrollment Information window.

Provider Internet ePEAP User Manual April 18, 2011
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Layout

DepartmentofPublic Wolfre EPE AP
Office of Medical Assistance Programs (OMAFP)

Your Provider ID 3001805963 DOGOOD JAMES L Status Active

NP1 1234567893 (Wiew Taxonomy) ePEAP Access  Full Access
Service Location 0oo1 123 HOPE RD, HARRISEURG, P& 17011-

Provider Type ) PHY SIC1IAN Mwiew Specialties)

Basic Enrollment Information

Legal Entity information ACH I
Existing New DEA
Birth Date 02/03/1966 | 3 I A Y
Gender M1 UPIN- 0
Medical Degree DC [/ Chiropractor | v| License
Start
End
Historic Medicare Information (Read Only) nNeed 1o update? Click here Issued By
e e B L Medicare Effective Date End Date
Type {yyyymmdd) (yyyymmdd) MA Enrollment
[EDSTEST455 | Medicare & v [20070926 [22991231 | Dates
[EDSTESTIZ3 | Medicare & v [20070919 [20071212 | Start 01/01/2004
[p104031E85 | Medicars B v [20081121 [22991231 | End 12/21/2299
|[p122245678 | omE |20080418 [22991231 |
|o012336866 | omE 20070928 [22931231 |

Medicare Indicator Information

Medicare Indicater is assigned to Service Location 0001.
] Remove Association from Service Location 0001

Wiew Active Service Locations

Enrollment Information ePEAP Menu m Review/Submit m

Provider Internet ePEAP User Manual April 18, 2011
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Formats for Medicare Indicator Information display:
Medicare Indicator not assigned. Service Location does not have a validated NP1 number:
Medicare indicator Information

An NPI humber is required to designate Service Location with a Medicare Indicator.

View Active Service Locations

Medicare Indicator not assigned. Service Location has a validated NP1 number:
Medicare indicator Information

No Medicare Indicator is currently designated for NP1 1234567893.
[] Assign Association to Service Location 0001.

View Active Service Locations

Medicare Indicator assigned to current Service Location:
Medicare Indicator information

Medicare Indicator is assigned to Service Location 0001.

[T Remove Association from Service Location 0001

owiActive Sarice f ot

Medicare Indicator assigned to another Service Location:
Medicare Indicator Information

Medicare Indicator is assigned to Service Location 0002.
[] Change Association to Service Location 0001,

View Active Service Locations
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Accessibility and Use

To process ePEAP Base Information change requests, complete the steps in the following
step/action tables.

To Access the ePEAP Basic Enrollment Information Window

Step

Action

Result

1

Sign on to the PA PROMISe  Internet
application using instructions provided in
Section 1.5 of this manual.

The Provider Main Page appears on the
desktop.

2 Click on the ePEAP (Provider Enrollment | The ePEAP Menu window opens.
Automation Project) link in the Other
Links section of the window.
3 Select the Enroliment Information option. | The ePEAP Enrollment Information
window opens.
4 Click the Base Information link. The ePEAP Basic Enrollment Information

window opens.

To Enter Enroliment Changes

Step

Action

Result

1

To change the Birth Date, select new
values for the month, day, and year from
the corresponding drop-down lists.

The provider’s birth date is changed.

2 To change the Gender, select a new value | The gender information is changed.
from the corresponding drop-down list.
3 To change the Medical Degree The medical degree information is
information, select a new value from the changed.
corresponding drop-down list.
4 For Service Locations having a validated The Medicare Indicator (for Medicare
NP1 number, the Medicare Indicator may | crossover claims) is associated with the
be associated with the Service Location--or | current Service Location--or removed from
removed from it--by clicking on the check | it--as requested.
box in the Medicare Indicator Information
display. Note: Medicare numbers can no longer be
updated via ePEAP. Beginning May 23,
2008, NPI numbers will be used to process
Medicare carrier crossover claims instead
of Medicare numbers.
5 Click the Continue button to review any The Review Your Changes window opens.

changes.

Click the Continue To Make Changes
button to return to the Enrollment
Information window.

Provider Internet ePEAP User Manual
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Other Options

Step | Action Result

1 Click the Cancel button to cancel all The update is cancelled and the Enrollment
changes and restore the original Information window opens.
information.

2 Click the Reset button to reset the
information to its original values.

New information is cleared and the original
information is restored.

3 Click the Review/Submit button to review
and submit all changes to the information.

The Review Your Changes window opens.

4 Click the Enrollment Information button.

The update is cancelled and the Enrollment
Information window opens.

5 Click the ePEAP Menu button.

Returns to the ePEAP Menu window.

6 Click the Help button.

Describes the fields on the ePEAP window.

7 Click the Exit button.

The ePEAP Main window opens.

Field Descriptions

Field Description

ACH Indicates whether provider service

Data Type Length
Character 1

location receives payment electronically.
Possible values are "Y" (yes) or "N" (no).

Birth Date Provider's date of birth. Drop Down List Box 0

Cancel Cancel transaction; clear contents. Button 0

Click here Contact information when a Medicare HyperLink 0
number needs to be updated.

Comment (do not use Add relevant supporting information (to  Character 200

this box to request  justify a request).

changes)

Continue Moves to the next logical page or form.  Button 0

DEA Provider's DEA number indicates the Character 9

provider is a prescribing physician.

Effective Date

Beginning date for a Medicare billing

Date (CCYYMMDD) 8

number. Read only as of 2/1/2008.

End Date Ending date for a Medicare billing Date (CCYYMMDD) 8
number. Read only as of 2/1/2008.

Enrollment Returns to the Enrollment Information Button 0

Information window.

Exit Exit ePEAP. Button 0

Gender Provider's gender, if an individual, Drop Down List Box 0

otherwise leave blank.

Provider Internet ePEAP User Manual
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Field Description Data Type Length

Help Description of the fields on the ePEAP Button 0
window.

Issued By Authority (state agency) that issued the ~ Character 40
provider's medical license.

License Practitioners in Pennsylvania must be Character 10
licensed and currently registered by the
appropriate state agency.

License End Date Date license expires. Date 8

(MM/DD/CCYY)

License Start Date  Date this license was first issued, or a Date 8
renewal date. (MM/DD/CCYY)

MA Enroll End Date Date provider officially terminates Date 8
enrollment; concludes a period in which  (MM/DD/CCYY)
the provider is authorized to receive
Medicaid payments for services rendered.

MA Enroll Start Date Date the provider officially began as a Date 8
Medical Assistance provider and became (MM/DD/CCYY)
authorized to receive Medicaid payments.

Medical Degree Provider's medical degree. Drop Down List Box 0

Medicare Indicator Assign, move, or remove Medicare Check Box 0

Information Indicator when current service location
has a validated NPI number.

Medicare Number  Medicare billing number assigned to the  Alphanumeric 10
provider service location. Read only as of
2/1/2008.

Medicare Type Type of Medicare billing number. Possible Drop Down List Box 10
values are DME, Medicare A, Medicare B
and Railroad. Read only as of 2/1/2008.

NPI NP1 of the group. Character 10

New Medicare Adds a set of Medicare fields in which the Button 0
user can enter information about a new
Medicare number. Fields added are
Medicare number, Medicare Type,

Effective Date and End Date

Provider Name Unlabelled field following "Your Provider Character 50
ID". Name of current provider as used on
official Commonwealth records.

Provider Type Provider Type for current Service Character 4
Location.

Provider Type Unlabelled field following "Provider Character 50

Description Type". Describes provider type.

Provider Internet ePEAP User Manual April 18, 2011
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Field Description Data Type Length

Reset Clears the contents of the form fields on a Button 0
page.

Review/Submit Reviews the Request Summary and Button 0
Submit Request document.

Service Location Current provider service location for this  Character 4
ePEAP session.

Service Location Unlabelled field following "Service Character 78

Address Location". Abbreviated address of current
service location

Status Status of provider service location. Will  Character 8
display "Active" or "Inactive"

Tape Bill Provider submits claims via tape. Character 1

UPIN Unique Provider Identification Number  Character 6
assigned to each Medicare provider.

View Active Service Displays active service locations for the  HyperLink 0

Locations current Provider ID.

View Taxonomy Opens the w_epeap_view_taxonomy N/A 0
window in a new window.

Your Provider ID Identifies current provider for this ePEAP Number 9

session. Uses number assigned to provider
at time of enrollment in MA program.

ePEAP Access EPEAP access levels include Read-Only  Character 16
access or Full access. Your access level is
always displayed in the upper right corner
of an ePEAP page.

ePEAP Menu Returns to the ePEAP Menu window. Button 0

3.2 ePEAP Provider Address Information (w_epeap_add_info)

The ePEAP Provider Address Information window is available to the provider community, and
displays the current Pay-to, Mail-to, Home Office, and Email addresses associated with the user's
service location. The window includes “Change” buttons that allow the user to change any of the
displayed address information.

This window is accessed from the PA PROMISe™ Internet Provider Main Page by clicking on
the “ePEAP (Provider Enrollment Automation Project)” link, which opens the ePEAP Menu.
Click the “Enrollment Information” link to open the Enrollment Information window, and then
click the “Address Information” link.

Note: This window cannot be used to add a new service location or modify a service location’s
physical address. To add a new service location or change a service location address, click the
“New Service Location Request Form” to download a copy of the form that must be printed,
filled-out, and submitted to DPW for approval and processing.

Provider Internet ePEAP User Manual April 18, 2011
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Layout

Department of Public Welfare
Office of Medical Assistance Programs (OMAP)

PEAP

Your Provider ID 300180963 DOGO0D JAMES L Status Active
NPI 1234567893 (View Taxonamy) ePEAP Access Full Access
Service Location ooo 123 HOPE RD, HARRISBURG, PA 17011
Provider Type 3 PHYSICIAN iew Specialties)
Provider Address Information
Instructions

The address information for your Service Location is displayed below. To change any of the infarmation,
please click the corresponding 'Change' button.

The addition of NEW SERWICE LOCATIOMS and changes to the physical address of a sewvice location
M&Y MOT be completed thraugh ePEAP. They must be requested an the
MEW SERVICE LOCATION REQUEST FORM.

Type

Pay to

Mail to

Email

Home Office

Address

234 NEW HAVEN RD
CAMP HILL , PA 17011

Change Address

123 HOPERD
HARRISEURG , FA 17011

Change Address

122 HOPE RD
HARRISEURG , PA 17011

Change Address

Jdogood@doc.com

Change Email

Phone | Fax

Phone: (717)975-1234 %567
Fax  (000) 000-0000

Change Phone/Fax

Phone: (717)444-7777
Fax  (717) 444-5555

Change Phone/Fax

Fhone: (717) 444-7777
Fax  (717) 444-5555

Change Phone/Fax

Enrollment Information ePEAP Menu m Review/Submit m

Accessibility and Use

To access the ePEAP Provider Address Information window and perform address maintenance

tasks, complete the steps in the step/action table(s).
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To Access the ePEAP Provider Address Information Window:

Step | Action Result
Sign_on_to the_PA_PROM.ISe Internet The Provider Main Page appears on the
1 application using instructions provided in
. 4 desktop.
Section 1.5 of this manual.
Click on the ePEAP (Provider Enrollment
2 Automation Project) link in the Other The ePEAP Menu window opens.
Links section of the window.
3 Select the Enrollment Information option. The ePEAP Enrollment Information
window opens.
4 Click the Address Information link. The SPEAP Provider Address Information
window opens.
To Update Provider Address Information
Step | Action Result
Select any of the following options:
1 Click the (Pay to) Change Address link. The Manage Active Addresses window
opens.
2 Click the (Mail to) Change Address link. | The Manage Active Addresses window
opens.
3 Click the (Home Office) Change Address | The Manage Active Addresses window
link. opens.
4 Click the (Email) Change Email link. The Manage Email Address window opens.
5 Click the (Pay to) Change Phone/Fax link. | The Edit Address-Related Information
window opens
6 Click the (Mail to) Change Phone/Fax The Edit Address-Related Information
link. window opens
7 Click the (Home Office) Change The Edit Address-Related Information
Phone/Fax link. window opens.
Other Options
Step | Action Result
1 Click the Enrollment Information button. | Return to the Enrollment Information
window.
2 Click the ePEAP Menu button. Return to the ePEAP Menu window.
Click the Help button. Describes the fields on the ePEAP window.
4 Click the Exit button. The ePEAP Menu window opens.
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Step | Action Result
5 Click the Review/Submit button. The Review Your Changes window opens.
6 Click the New Service Location Request | A copy of the Pennsylvania Promise™
Form link. New Service Location Application is
downloaded to the user’s computer for
printing.

Field Descriptions

Field Description Data Type Length
Change Address Displays the Manage Active Addresses window.  Button 0

Change Email Displays the Manage Email window. Button 0
Change Phone/Fax  Displays the Edit Address window. Button 0
Enrollment Opens the Enrollment Information window. Button 0
Information

Exit Exit ePEAP. Button 0
Help Describes the fields on the ePEAP window. Button 0
Review/Submit Opens the Review Your Changes window. Button 0
ePEAP Menu Returns the ePEAP user to the ePEAP menu Button 0

window.

3.2.1 ePEAP Manage Active Addresses (w_epeap_man_act_addr)

The ePEAP Manage Active Addresses window displays all addresses assigned to the ePEAP
user's Provider ID. It is used to select alternate Pay-to, Mail-to, and Home Office addresses for
the user's service location.

This window is accessed from the PA PROMISe™ Internet Provider Main Page by clicking the
“ePEAP (Provider Enrollment Automation Project)” link, which opens the ePEAP Menu. Click
the “Enrollment Information” link to open the Enrollment Information window, and then click
the “Address Information” link to open the Provider Address Information window. Then click
the “Change Address” link to open the Manage Active Addresses window.

Provider Internet ePEAP User Manual April 18, 2011
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Layout

Department of Public Weliare

Oftfice of Medical Assistance Progra ms (OMAFP)

DPEAP

Your Provider 1D
NPI

Service Location
Provider Type

300180963

0001
a1

123 HOPE RD, HARRISBURG, PA 17011-
PHY SICIAM

DOGOOD JAMES L
1234567393 (View Taxonormy)

Status
ePEAP Access

Miew Specialties)

Active
Full Access

Manage Pay-to, Mail-to andlor Home Office Address

Instructions
All addresses assigned to your Provider 1D are listed belaw in alphabetical arder by city. Please click 'select’
next to the address you wish to assign as the new Pay-to, Mailto and/or Home Office address for your
Senice Location. If the desired address is not listed, you may Add to List.

| Handicap Assigned to Your
SO [l e Access Service Location?
select 234 HEW HAWEMN RD (71?:] 9751234 Yesg F‘ay To
CAMP HILL . PA 17014-0000 (000} 000-0000
select 122 HOFE RD (717:] 444-4444 Yes Mo
HARRISBURG , PA 17011-0000 (000) Doa-0000
select 129 HOPE RD (717:] 444-4444 Mo Mo
HARRISBURG , PA 17011-0000 (000} 000-0000
select 123 HOPE RD (71?:] 444-4444 (sl (sl
HARRISBURG , FA 17011-0000 (000} 000-0000
select  4z3 HoRE RD F17) 444-4444 Mo Mo
HARRISBURG , PA 17011-0000 (000) 0oa-0000
select 122 HOPE RD (717 444-4444 Service Location
HARRISBURG , PA 17011-0000 (000} 000-0000
select 423 HOPERD 17 4447777 (sl Home Office
HARRISBURG , PA 17041-0000 (717) 444-6555 Mail To
Address Menu ePEAP Menu m Review/Submit
Accessibility and Use

To access the Provider Address Information, complete the steps in the step/action table(s).
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To Access the Manage Active Addresses Information

Step

Action

Result

1

Sign on to the PA PROMISeTM Internet
application using instructions provided in
Section 1.5 of this manual.

The Provider Main Page appears on the
desktop.

2 Click on the ePEAP (Provider Enrollment | The ePEAP Menu window opens.
Automation Project) link in the Other
Links section of the window.
3 Select the Enrollment Information option. | The ePEAP Enrollment Information
window opens.
4 Click the Address Information link. The ePEAP Provider Address Information
window opens.
5 Click the Manage Active Addresses link. | The Manage Active Addresses window

opens.

To Update Address Related Information

Step

Action

Result

1

Click the Select link next to the address to
be updated.

The Edit Address Related Information
window opens. You can change the phone
number, fax number, and/or handicap
access status for this address. You may also
assign this address to replace the current
Pay-to, Mail-to, and/or Home Office
Address for your service location.

2 Click the Add to List hyperlink. The Add New Pay-To, Mail-To, and/or
Home Office Address window opens. This
window is used to specify an address and
assign it to replace the current Pay-to,
Mail-to, and/or Home Office address for
your service location.

Other Options

Step | Action Result

1 Click the Address Menu button Return to the Provider Address Information
window.

2 Click the ePEAP Menu button. Opens the ePEAP Menu window.

3 Click the Help button. Describes the fields on the ePEAP window.

4 Click the Review/Submit button. The Review Your Changes window opens.

5 Click the Exit button. Exits ePEAP and returns to the Provider

Main Page of PA PROMISe™.

Provider Internet ePEAP User Manual
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Field Descriptions

Field Description Data Type Length
Add to List Links to the “Add Address” window. Hyperlink 0
Address Complete address: street, city, state, and ZIP code. Character 87
Address Menu Opens the Address Menu window. Button 0
Assigned to Your Indicates relationship, if any, of this address to the Character 50
Service Location? current service location. Possible values are “No”
or any combination of “Service Location Address,”
“Mail to Address,” “Pay to Address,” and/or
“Home Office Address.”
ePEAP Menu Opens the ePEAP menu window. Button 0
Exit Exits ePEAP. Button 0
Handicap Access Values “Yes” or “No” indicate handicap access Character 3
status.
Help Describes fields on the ePEAP window. Button 0
Phone/Fax Phone and fax numbers for the address. Character 20
Review/Submit Reviews the request summary and submit request  Button 0
document.
Select Links to the Edit Address window. Hyperlink 0

3.2.2 ePEAP Add a New Address (w_epeap_new_add)

The ePEAP Add a New Address window is used to specify a new Pay-to, Mail-to, and/or Home
Office address for a provider’s service location.

This window is accessed from the PA PROMISe™ Internet Provider Main Page by clicking the
“ePEAP (Provider Enrollment Automation Project)” link, which opens the ePEAP Menu. Click
the “Enrollment Information” link to open the Enrollment Information window, and then click
the “Address Information” link to open the Provider Address Information windows. Click the
“Change Address” button to open the Manage Active Addresses window. Then click the “Add to
List” link.

Note: This window cannot be used to add a new service location or modify a service location’s
physical address. To add a new service location or change a service location address, click the
“New Service Location Request Form” from the Provider Address Information window to
download a copy of the form. This form must be printed, filled-out, and submitted to DPW for
approval and processing.

Provider Internet ePEAP User Manual April 18, 2011
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Layout
Add New Pay-To, Mail-To and/or Home Office Address
Instructions

Wou may use the form below to specify an addreszs and assign it to replace the current Pay-ta, Mail-to andfor Home Otfice
address for your Service Location. After completing the farm, pleaze click 'Cartinue’.

Address *

City .

State %

Zip Code *

County 2 (for Pennzylvania Addresses)
Phone + ] - Ext

Fax ( 3

Handicap Access Cives Mo

Assign to Senvice Location 0001 as:  (Check all that apply)
Payto Address [ Mailto Address [ Home Office Address [

Continue

* = Reqguired

Accessibility and Use

To access the Add a New Address window and perform address maintenance tasks, complete the
steps in the following step/action tables.

To Access the Add a New Address Information window

Step | Action Result

1 Sign on to the PA PROMISe . Internet The Provider Main Page appears on the
application using instructions provided in | desktop.
Section 1.5 of this manual.

2 Click on the ePEAP (Provider Enrollment | The ePEAP Menu window opens.
Automation Project) link in the Other
Links section of the window.

3 Select the Enroliment Information option. | The ePEAP Enrollment Information
window opens.
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Step

Action

Result

4

Click the Address Information link.

The ePEAP Provider Address Information
window opens.

5 Click the Change Address link. The Manage Active Addresses window
opens.
6 Click the Add to List link. The Add New Pay-To, Mail-To, and/or

Home Office Address window opens. This
window is used to specify a new address
and assign it to replace the current Pay-to,
Mail-to, and/or Home Office address for
your service location.

To Update Address Information

Step

Action

Result

1

Enter the new information in the Address
field.

Two lines are provided for the address; one
line must be completed at a minimum.

2 Enter the City.
Select a State from the drop-down list.
4 Enter the ZIP Code. The first five digits are required; the next
four (ZIP+4) are optional.
5 Click the Coun_ty drop-down I!st and select
the Pennsylvania county for this address.
6 Enter the Phone Number. Include area code and extension if
applicable.
7 Enter the Fax Number. Enter the fax number if available.
8 Enter Yes or No for Handicap Access.
9 Assign to Current Location nnnn as: Check all boxes that apply.
Pay to Address
Mail to Address
Home Office Address
10 Click the Continue button. The Review Your Changes window opens.
Other Options
Step | Action Result
1 Click the Cancel button. The update is cancelled and returns to the

Manage Pay-to, Mail-to, and/or Home
Office Address window.
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Step | Action

Result

2 Click the Reset button.

The contents on this page are cleared.

3 Click the Address Menu button.

Returns to the Provider Address
Information window.

Click ePEAP Menu.

Returns to the ePEAP Menu window.

Describes the fields on the ePEAP window.

Click the Review/Submit button

The Review Your Changes window opens.

4
5 Click the Help button
6
7

Click the Exit button.

Returns to the ePEAP Menu window.

Field Descriptions
Field

Address

Address Menu
Cancel

City

Continue

County

Exit
Ext
Fax

Handicap Access

Help
Home Office Address

Mail to Address

Description Data Type Length

New street address. Character 60
Returns to the Address Menu window. Button 0
Update is cancelled and the content is cleared. Button 0
New city. Character 18
Opens the Review Your Changes window. Button 0

Pennsylvania county where address is located. Drop-down 0

List Box
Exits ePEAP. Button 0
Telephone extension for new address. Number 4

Fax number for the specific address code. Character 10

Indicates by “Yes” or “No” whether address is Radio Button 0
handicap accessible.

Button 0
Check Box |0

Describes the fields on the ePEAP window.

Assigns this new address as the home office
address for current service location.

Assign this new address as mail-to address for Check Box 0
current service location.

Pay to Address Assigns this new address as the pay-to address Check Box 0
for current service location.
Phone Phone number for the specific address code.  Character 10
Reset Clears all fields. Button 0
Provider Internet ePEAP User Manual April 18, 2011
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Field Description Data Type Length
Review/Submit Opens the Review Your Changes window. Button 0
State New state. Drop-down 0

List Box
ZIP Code New 5-digit ZIP code plus 4-digit suffix. Character 9
ePEAP Menu Returns to the ePEAP menu window. Button 0

3.2.3 ePEAP Edit Addr (w_epeap_edit_addr)

The ePEAP Edit Address-Related Information window is used to modify address-related phone
and fax numbers and handicap access status information for the current provider. In addition, the
user can assign or unassign this address as the Pay to, Mail to, or Home Office address for the
current provider service location.

This window is accessed from the PA PROMISe™ Internet Provider Main Page by clicking the
“ePEAP (Provider Enrollment Automation Project)” link, which opens the ePEAP Menu. Click
the “Enrollment Information” link to open the Enrollment Information window, and then click
the “Address Information” link to open the Provider Address Information windows. Click the
“Change Phone/Fax” button to open the Edit Address-Related Information window

Layout

Your Provider 1D 300180963 DOGOOD JAMES L Status Active

NP1 1234567893 (view Taxonomy) ePEAP Access Full Access
Service Location 0o01 123 HOPE RD, HARRISBURG, PA 17011-

Provider Type 31 PHYSICIAN Wiew Specialties)

Edit Address-Related Information

Instructions

You may use the form below to change the phone number, fax number andfor handicap access status for
this address. Y¥ou may also assign this address to replace the current Pay-to, Mail-to and/or Home Ofiice
Address for your Service Location. After making desired changes, please click 'Continue’.

Address 234 NEWHAVEN RD
CAMP HILL , PA 17011

Phone {77 ) 975 o 1234 Ext 567
Fax { )

Handicap Access @Yes ONo

Assign to Service Location 0007 as:  (Check all that apply)
Payto Address [/ = Mail to Address O Home Office Address O

*Default assignment for this serice location. To replace a default, assign another address.

Address Menu ePEAP Menu m Review/Submit m =
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Accessibility and Use

To access the Edit Address-Related Information window and perform address maintenance tasks,

complete the steps in the following step/action tables.

To Access the Edit Address-Related Information Window

Step

Action

Result

1

Sign on to the PA PROMISe  Internet
application using instructions provided in
Section 1.5 of this manual.

The Provider Main Page appears on the
desktop.

2 Click on the ePEAP (Provider Enrollment | The ePEAP Menu window opens.
Automation Project) link in the Other
Links section of the window.
3 Select the Enroliment Information option. | The ePEAP Enrollment Information
window opens.
4 Click the Address Information link. The ePEAP Provider Address Information
window opens.
5 Click the Change Phone/Fax button. The Edit Address-Related Information

window opens.

To Change Address-Related Information

Step

Action

Result

1

Enter the new information in the Phone,
Ext, and Fax fields.

If the location is handicapped accessible,

2 click Yes, otherwise click No.
3 Assign Current Location nnnn as: Check all boxes that apply. Preselected
Pay to Address items cannot be removed; you can only add
Mail to Address a function to this service location.
Home Office Address
4 Click the Continue button. The Review Your Changes window opens.
Other Options
Step | Action Result
1 | Click the Cancel button. The update is cancelled and returns to the
Provider Address Information window.
2 | Click the Reset button. The contents on this page are cleared.
3 | Click the Address Menu button. Returns to the Provider Address
Information window.
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Step | Action

Result

4 Click ePEAP Menu.

Returns to the ePEAP Menu window.

Click the Help button.

Describes the fields on the ePEAP window.

The Review Your Changes window opens.

5
6 | Click the Review/Submit button.
7 | Click the Exit button.

Returns to the ePEAP Menu window.

Field Descriptions

Field
Address

Address Menu

Cancel
Continue
Exit

Ext

Fax

Handicap Access

Help
Home Office Address

Mail to Address
Pay to Address
Phone

Reset
Review/Submit

ePEAP Menu

Description

Selected address. Complete address: street,
city, state, and ZIP code.

Returns to the Provider Address Information
window.

Cancels the update process.

Continues the update process.

Exits ePEAP.

Phone extension number.

Fax number for the specific address code.

Indicates by “Yes” or “No” whether address is
handicapped accessible.

Describes the fields on the ePEAP window.

Assigns new address as the Home Office
address for current service location.

Mail to Address for current service location.
Pay to Address for current service location.
Phone number for the specific address code.
Resets the form.

Opens the Review Your Changes window.

Returns to the ePEAP menu window.

3.2.4 ePEAP Manage Email Address (w_epeap_man_email_addr)

Data Type

Character

Button

Button
Button
Button
Number
Character

Radio
Button

Button
Check Box

Check Box
Check Box
Character
Button
Button
Button

Length
87

The ePEAP Manage Email Address window is used by providers to update the email address to
which messages from the Medical Assistance program are sent.
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This window is accessed from the PA PROMISe™ Internet Provider Main Page through the
ePEAP (Provider Enroliment Automation Project) link, which opens the ePEAP Menu. Click the
Enrollment Information link to open the Enrollment Information window, then the Address
Information link to open the Provider Address Information window. Click the Manage E-mail
Address link to open the Manage E-mail Address window.

Several edits ensure the validity of an email address. If an IP address is given instead of a
symbolic name, the system ensures the IP address is valid. For domain names, the system
verifies that the domain name is validly composed and contains a proper ending (a three-letter
domain or a two-letter country code).

Layout

Department of Public Welfare @ EA P
Office of Medical Assistance Progra ms (OMAP)

Your Provider ID 300180963 DOGOOD JAMES L Status Active

NPl 1234567393 (View Taxonomy) ePEAP Access  Full Access
Service Location 0001 123 HOPE RD, HARRISBURG, PA 17011-

Provider Type Kl PHYSICIAN (Wiew Specialties)

Manage E-mail Address

Instructions
Add or update your e-mail address as needed. Then click 'Continue'.

Your e-mail address for messages from the Medical Assistance Program:
jdogood@doc. com

[“conine | Carce | vt

Address Menu ePEAP Menu m Review/Submit m

Accessibility and Use

To access the Manage E-mail Address window and add or update your e-mail address, complete
the steps in the following step/action tables.

To Access the Manage E-mail Address

Step | Action Result

1 Sign on to the PA PROMISe  Internet The Provider Main Page appears on the
application using instructions provided in | desktop.
Section 1.5 of this manual.
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Step

Action

Result

2

Click on the ePEAP (Provider Enrollment
Automation Project) link in the Other
Links section of the window.

The ePEAP Menu window opens.

3 Select the Enrollment Information option. | The ePEAP Enrollment Information
window opens.

4 Click the Address Information link. The ePEAP Provider Address Information
window opens.

5 Click the Change Email link. The Manage E-mail Address window

opens.

To Add or Modify E-mail Address:

Step

Action

Result

1

If an existing email address needs to be
changed, highlight the existing e-mail
address and press the Delete key.

Old e-mail address is deleted from the
field.

2 Type in your new e-mail address.
Click the Continue button. The Review Your Changes window opens.
4 Click the Continue To Make Changes A confirmation window opens. Click
button to continue with the change. Continue to return to the Enrollment
Information window.
Other Options
Step | Action Result
1 Click the Cancel button to cancel the Opens the Provider Address Information
change. window.
2 Click the Reset button. Clears the e-mail field.
3 Click the Address Menu button. Opens the Provider Address Information
window.
4 Click ePEAP Menu. Opens the ePEAP Menu window.
5 Click the Help button. Describes the fields on the ePEAP window.
6 Click the Review/Submit button. Opens the Review Your Changes window.
7 Click the Exit button. Opens the ePEAP Menu.
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Field Descriptions

Field Description Data Type Length
Address Menu Opens the Address Menu window. Button 0
Cancel Cancels the update process. Button 0
Continue Opens the Review Your Changes window. Button 0
Exit Exits ePEAP. Button 0
Help Describes the fields on the ePEAP window. Button 0
Reset Resets the form. Button 0
Review/Submit Opens the Review Your Changes window. Button 0
Your e-mail address Provider's legal entity e-mail address. Character 70
for messages from
the Medical
Assistance Program:
ePEAP Menu Returns the ePEAP user to the ePEAP menu Button 0
window.

3.3 ePEAP Fee Assignment Information (w_epeap_fee _assign_info)

The ePEAP Fee Assignment Information window contains a menu of maintenance options for
providers to use to manage fee assignment. From this window, the following options can be
selected:

« Add a Group for Fee Assignment

. Manage Fee Assignments
This window is accessed from the PA PROMISe™ Internet Provider Main Page through the
ePEAP (Provider Enroliment Automation Project) link, which opens the ePEAP Menu. Click the

Enrollment Information link to open the Enrollment Information window, and then click the Fee
Assignment Information link to open the Fee Assignment Information window.
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Layout

Department of Public Welfare
Medical A t

Office of b ssistance Programs (OMAP)

PEAP

Your Provider 1D 300180963 DOGOOD JAMES L Status Active

NPI 1234567893 view Taxonamy) ePEAP Access Full Access
Service Location 0001 123 HOFPE RD, HARRISBURG, PA 17011-

Provider Type )l PHYSICIAN [Wiew Specialties)

Fee Assignment Information

You may add a Group to assign fees to an account
other than wour own. You may also revisw your current
fee assignments and terminate any of them.

Add a Group for Fee Assignment

anage Fee Assignments

Enrollment Information ePEAP Menu m Review/Submit m

Accessibility and Use

To access the ePEAP Fee Assignment Information window and update fee assignment
information, complete the steps in the following step/action tables.

To Access the ePEAP Fee Assignment Information window

Step | Action

Result

1 Sign on to the PA PROMISe  Internet
application using instructions provided in
Section 1.5 of this manual.

The Provider Main Page appears on the
desktop.

2 Click on the ePEAP (Provider Enrollment
Automation Project) link in the Other
Links section of the window.

The ePEAP Menu window opens.

3 Select the Enroliment Information option. | The ePEAP Enrollment Information
window opens.
4 Click the Fee Assignment Information The ePEAP Fee Assignment Information
link. window opens.
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To Update Fee Assignment Information

Step | Action Result
1 To add a fee assignment to a group, click The Add a Group for Fee Assignment
the Add a Group for Fee Assignment link. | window opens.
2 To edit fee assignment information already | The Fee Assignments window opens.
assigned to a group, click the Manage Fee
Assignment link.
Other Options
Step | Action Result
1 Click the Enrollment Information button. | Opens the Enrollment Information window.
2 Click the ePEAP Menu button. Opens the ePEAP Menu.
3 Click the Help button. Describes the fields on the ePEAP window.
4 Click the Review/Submit button. Opens the Review Your Changes window.
5 Click the Exit button. Opens the PA PROMISe™ Provider Main
Page.

Field Descriptions

Field Description Data Type |Length
Add a Group for Fee Opens the ePEAP Add a Group for Fee Hyperlink 0
Assignment Assignment window, used to add fee assignments

for the current provider service location.
Enrollment Opens the Enrollment Information window. Button 0
Information
Exit Exits ePEAP. Button 0
Help Describes the fields on the ePEAP window. Button 0
Manage Assignment Removes a group to end the fee assignment. Hyperlink 0
Info
Review/Submit Opens the Review Your Changes window. Button 0
ePEAP Menu Opens the ePEAP Menu window. Button 0

3.3.1 ePEAP Add a Group for Fee Assignment (w_epeap_grp_fee_assign)

The ePEAP Add a Group for Fee Assignment window is used by providers to add fee

assignments for the current provider service location.

This window is accessed from the PA PROMISe™ Internet Provider Main Page through the
ePEAP (Provider Enrollment Automation Project) link, which opens the ePEAP Menu. Click the
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Enrollment Information link to open the Enrollment Information window, then the Fee
Assignment Information link to open the Fee Assignment Information window. Click the Add a
Group for Fee Assignment link to display the Add a Group for Fee Assignment window.

Layout

Department of Public Welfare @ EA P
Office of Medical Assistance Programs (OMAP)

Your Provider 1D 300180963 DOGOOD JAMES L Status Active

NP1 1234567893 view Taxonormy) ePEAP Access Full Access
Service Location 0001 123 HOFE RD, HARRISBURG, PA 17011-

Provider Type )l PHYSICIAM ("iew Specialties)

Add a Group for Fee Assignment

Enter the Provider ID and Service Location of the Group to add.
Click 'Continue'.

Select the date to begin fee assignment.

Click 'Continug'.

Review Request and Submit.

kLo b

Add this Group

Provider ID of Group: Service Location of Group:

Fee Assign Menu ePEAP Menu m Review/Submit m

The following error message is displayed if there is a conflict between your provider type and
specialty and the group being added for fee assignment. If this happens, and it is not a data entry
error, please send an email to promise@state.pa.us with the subject line: “Enrollment - Fee
Assignment,” detailing the assignment you are trying to complete.

This fee assignment is not allowed because your provider type and specialty do
not correspond to the provider type and specialty of the Group.

Accessibility and Use

To access the ePEAP Add a Group for Fee Assignment window and add a group, complete the
steps in the following step/action tables.
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To Access the Add A Group for Fee Assignment Window

Step

Action

Result

Sign on to the PA PROMISeTM Internet

The Provider Main Page appears on the

1 application using instructions provided in d
: 4 esktop.
Section 1.5 of this manual. P
Click on the ePEAP (Provider Enrollment
2 Automation Project) link in the Other The ePEAP Menu window opens.
Links section of the window.
3 Select the Enrollment Information option. The ePEAP Enrollment Information
window opens.
4 Click the Fee Assignment Information The ePEAP Fee Assignment Information
link. window opens.
5 Click the Add A Group For Fee The ePEAP Add A Group For Fee

Assignment link.

Assignment window opens.

To Add a Group for Fee Assignment Information

Step

Action

Result

1

Enter the provider ID number of the group
being added in the Provider 1D of Group
field.

2 Enter the service location number of the
group being added in the Service Location
of Group field.
3 Click the Continue button The Review Your Changes window opens.
Click Continue to return to the Enroliment
Information window
Other Options
Step | Action Result
1 Click the Fee Assignment Menu button. Opens the Fee Assignment Menu window.
2 Click the ePEAP Menu button Opens the ePEAP Menu window.
3 Click the Help button Describes the fields on the ePEAP window.
4 Click the Review/Submit button The request summary is reviewed and
submitted.
5 Click the Exit button. Opens the PA PROMISe™ Provider Main
Page.
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Field Descriptions

Field Description Data Type Length
Continue Moves to the next logical page or form. Button 0
Exit Exit ePEAP Button 0
Fee Assign Menu Returns the ePEAP user to the Fee Assignment Button 0
window.
Help Describes the fields on the ePEAP window. Button 0
Provider ID of Provider identification number of the group. Number 9
Group
Review/Submit | Opens the Review Your Changes window. Button 0
Service Location Service location of the group. Character 4
of Group

ePEAP Menu Returns the ePEAP user to the ePEAP menu window. Button 0

3.3.2 ePEAP Manage Fee Assignments (w_epeap_add_grp_fee)

The ePEAP Manage Fee Assignments window lists the fee assignments for the current provider
service location, and selects fee assignments to be terminated.

This window is accessed from the PA PROMISe™ Internet Provider Main Page through the
ePEAP (Provider Enrollment Automation Project) link, which opens the ePEAP Menu. Click the
Enrollment Information link to open the Enrollment Information window, then the Fee
Assignment Information link to open the Fee Assignment Information window. Click the
Manage Fee Assignments link to display the window.
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Layout (Initial)

Department of Public Welfare

Office of Medical Assistance Programs (OMAP)

‘PEAP

Your Provider ID 300180963 DOGOOD JAMES L

NPI 134567893 (View Taxanomy)
Service Location 0oa1 123 HOPE RD, HARRISBURG, PA 17011-
Provider Type K PHYSICIAN

Status
ePEAP Access

Active
Full Access

iew Specialties)

Manage Fee Assignments

Instructions
1. Selectthe fee assignment you wish to terminate.
2. Select the date to terminate the fee assignment.
3. Review your Pay to Address and change if needed.

Active Fee Assr‘gnmenrs

Group 1D Svc Loc Group Name

Begin Date  End Date

select 001155454 0008 MANRIQUE SHROFF ASS0C

04/16/2007  12431/2259

Fee Assign Menu ePEAP Menu m Review/Submit m

Layout (After Selection)

Department of Public Welfare

Office of Medical Assistance Programs (OMAP)

PEAP

Your Provider 1D 300180963 DOGOOD JAMES L Status Active
NP1 1234567893 (Wiew Taxonormy) ePEAP Access Full Access
Service Location Qoo 123 HOPE RO, HARRISBURG, P& 17011-
Provider Type M PHY SICIAN iew Specialties)
Manage Fee Assignments
Instructions

1. Select the fee assignment you wish to terminate .
2. Selectthe date to terminate the fee assignment.
3. Rewiew your Pay to Address and change if needed.

Active Fee Assignments

Group 1D Sve Loc

Group Name

001155454 0006 MANRIGUE SHROFF ASS0C

Begin Date  End Date

041672007 12/31/2299

End Date:

August VI 1) VI 2007 VI
[“Coninus | Cance | Reset

Fee Assign Menu ePEAP Menu m Review/Submit m
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Accessibility and Use

To access the ePEAP Manage Fee Assignment window and terminate an active fee assignment,
complete the steps in the step/action table(s).

To Access the Manage Fee Assignment Window

Step | Action Result
1 Sign on to the PA PROMISe ™ Internet The Provider Main Page appears on the
application using instructions provided in desktop.
Section 1.5 of this manual.
2 Click on the ePEAP (Provider Enrollment | The ePEAP Menu window opens.
Automation Project) link in the Other
Links section of the window.
3 Select the Enrollment Information option. | The ePEAP Enrollment Information
window opens.
4 Click the Fee Assignment Information The ePEAP Fee Assignment Information
link. window opens.
5 Click the Manage Fee Assignments link. The ePEAP Manage Fee Assignments
window opens.
Terminate a Fee Assignment
Step | Action Result
1 Click the Select link next to the fee The window expands to include fields in
assignment to be terminated from the list in | which this information can be edited.
the Active Groups box.
2 Highlight the Fee Assignment you wish to
terminate.
3 Select the End Date on which to terminate | The End Date is displayed.
the fee assignment.
4 Click the Continue button. The Review Your Changes window opens.
Click Continue to return to the Enroliment
Information window.
Other Options
Step | Action Result
1 Click the Fee Assignment Menu button. Return to the Fee Assignment Menu
window.
2 Click the ePEAP Menu button. Return to the ePEAP Menu window.
Click the Help button. Describes the fields on the ePEAP window.
4 Click the Review/Submit button. Opens the Review Your Changes window.
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Step | Action Result
5 Click the Exit button. The ePEAP Main window opens.
Field Descriptions
Field Description Data Type Length
Begin Date Date when current provider service location Date 8
began fee assignment to the group. (CCYYMMDD)
End Date Date when current provider service location Date 8
will end fee assignment to the group. (CCYYMMDD)
Exit Exits ePEAP. Button 0
Fee Assign Menu  Opens the Fee Assignment window. Button 0
Group ID Provider ID number of the group. Number 9
Group Name Actives a provider group name. Character 50
Help Describes the fields on the ePEAP window. Button 0
Review/Submit Opens the Review Your Changes window. Button 0
Svc Loc Service location of the group. Character 4
ePEAP Menu Opens the ePEAP menu window. Button 0

3.4 ePEAP Manage NPI Taxonomy (w_epeap_manage_npi_taxonomy)

The ePEAP Manage NPI Taxonomy window is used to capture a provider's NPl number and
associated taxonomy codes.

If the NP1 is not currently on file, the NP1 field will appear blank and be available for data entry.
If the NP1 is on file, the NPI field will display the value and will be read-only.

All potentially valid taxonomy codes and descriptions for the provider will appear below the NPI
field with a corresponding checkbox. Taxonomy codes that are already associated with the NPI
and are active will be checked. To check the valid combinations of provider type/specialty to
taxonomy codes, see the Provider Type and Specialty to Taxonomy Crosswalk on the DPW
website.

This window can be accessed from the PA PROMISe™ Internet Provider Main Page and select
ePEAP (Provider Enrollment Automation Project). From here, select Enrollment Information and
then Manage NPI/Taxonomy Codes.

This window is accessible by the provider community.
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Layout
Department of Pubilic Welfare Ep E A P
Office of Medical Assistance Programs (OMAP)
Your Provider ID 3001805963 DOGOOD JAMES L Status Active
NFI 1234567393 (View Taxonomsy) ePEAP Access  Full Access
Service Location 0001 123 HOPE RD, HARRISEURG, PA 17011-
Provider Type 31 PHYSICIAN (Wiew Specialties)

Manage NPl and Taxonomy Codes

1. Select one or more applicable taxonomy codes.
2. Click "Continus".
3. Review Request and Submit.

NPI: | 1234567893

193200000% - GROUP : MULTI-SPCLTY : DEFALULT SPCLTY

&

cD

193400000 - GROUP : SINGLE-SPCLTY : DEFALULT SPCLTY

cD
202100000¥ - ALLOPATHIC & OSTEQ. PHYSICIANS :
PHLEBOLOGY : DEFALILT SPCLTY CD

208000000k - ALLOPATHIC & OSTEQ. PHYSCNS | GEMERAL 0

PRACTICE : DEFAULT SPCLTY CD

supporting docurmentation for review.

[Coninse | Carce | et

Note: Once vou have associated an NPT with vour Provider 1D and Senice Location, it cannot be
updated or rermoved wia ePEAP. Instead, it will be necessany to mail a written request to DPW with

Enrollment Information ePEAP Menu m m

Error Messages:

« The number entered is not a valid NPl number. Please verify and re-enter.

The above error message is displayed if the NPl number you entered is invalid (this would
occur if the number was keyed in error):

« The entered NPI# cannot be associated with the service location to which you are logged
in. Please refer to your ePEAP Manual for handling.

The above error message is displayed if there is a conflict between the 13-digit Provider ID
number to which you are logged in and the NP1 number you are entering. If you receive this
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message, please contact Provider Enrollment at PROMISe@state.pa.us, with a subject line
of “NPI registration problem.” In your email, please include the error message text and
number, details about the entry, as well as a contact name and phone number.

« The NPI/taxonomy/zip code combination is already being used.

The same NPI/taxonomy/nine-digit ZIP Code combination can only be associated with one
service location. The above error message will be displayed if you attempt to associate this
same combination with another service location. If you receive this error message, please
contact Provider Enrollment at PROMISe@state.pa.us, with a subject line of “NPI
registration problem.” In your email, please include the error message text and number,
details about the entry, as well as a contact name and phone number.

Accessibility and Use

To access the ePEAP Manage NPI and Taxonomy Codes window, complete the steps in the
step/action table(s).

To Access the Manage NP1 and Taxonomy Codes Window

Step | Action Result

1 Sign on to the PA PROMISe™ Internet The Provider Main Page appears on the
application using instructions provided in desktop.
Section 1.5 of this manual.

2 Click on the ePEAP (Provider Enrollment | The ePEAP Menu window opens.
Automation Project) link in the Other
Links section of the window.

3 Select the Enroliment Information option. | The ePEAP Enrollment Information
window opens.

4 Click the Manage NP1/ Taxonomy link. The ePEAP Manage NPI and Taxonomy
Codes window opens.
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To Add an NPI (National Provider Identifier Code

(Available only if an NP1 Code has not been previously associated with a provider and service
location combination.) Once you have associated an NP1 number with your Provider ID and
Service Location, it cannot be updated or removed via ePEAP. Instead, you must mail a written
request to DPW, with supporting documentation, for review.

Step Action Result

1 Enter a valid NPI number in the Manage NPI
and Taxonomy Codes window:

(Note: If an NP1 number has already been
added, the NPI field will be read-only and not
accessible.)

2 Click the applicable check box (es) to select one
or more taxonomy codes.

This window will only display the taxonomies
valid for the registered Provider Type and
Specialty combination.

If the taxonomy related to your provider
type/specialty does not appear, contact Provider
Enrollment via email at
PROMISe@state.pa.us, with a subject line
“Taxonomy Discrepancy,” to verify the provider
type and specialty codes associated with this
service location.

3 Click the Continue button. The Review Your Changes window
opens.
4 Review the entered information. If ready to The Contact Information window
process, click Submit Changes. opens.
5 Complete the requested contact information The following confirmation

fields. (Name, Phone, and E-Mail are required window is displayed:
fields.) Click Submit.
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Step | Action

| Result

Japarmeni al Pshlc Wellare
" Hedwal Rvuslapee Proggams |(CFLLF

PEAP

our Prasidar I SOCHEIEES DOEO0D AMEE L R Aptied

Peadmy HP 123405705 (Vew Taxonomy) wFEAF Aciass Full Biics

Sendon Locatien o 123 HOPE RO, HARRESBURTG, PA 172001

Prenvedes Typs ] PHYEIC1AN ooy i b i ]
Changes fre Complate !

Thank you far uging eFEAP,

n MP L]

decumentation must be maiked o the falowing address

Bursau of FeeF or-Service Programs
Division of Operations

Provider Enraliment Sectian

PO BOX BI45

Harrisburg, P& 171058045

may not process correctly.

ol must inchade a copy of this pags with your Socumentstion

Frovider 1D 001 B0GES
Service Location: oo
HFI: 1234567843

“four providar informetion has been updated o5 you requested. If you wish i viaw your raguast again, phase select ‘Recent
Requests’ from the sPEAF Menu. The Trackang Mumbar for s Request was 100064324

Tl e recessany 1o fanveerd e MPT documentaton recesaed from BMPPES in order to vabdate the NP numiber just antersd. The

Until your NPl number validation from MPPES has been received and processed by DPFW, claims

ST G

As noted in the window above, forward a copy
of your NP1 assignment documentation to the
listed address, and include a printout of the page
showing your Provider ID, Service Location,
and NP1 number. This information is required to
validate your NPI assignment. If documentation
is not received, claims may be rejected.

Click the Continue button.

The ePEAP Main Menu window

opens.

Note: Until the NPI number is validated by DPW, a red “Pending” label will display next to the

NPI field on all window headers.
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To Add or Change Taxonomy Codes

Step | Action Result
1 Click the Manage NP1 / Taxonomy link. The ePEAP Manage NPI and Taxonomy
Codes window opens.
2 Select new taxonomy code(s) to be added
by clicking the check box(es) next to the
code.
Remove existing taxonomy codes by
clicking the check box(es) next to the code
to remove the check mark.
This window will only display the
taxonomies valid for the registered Provider
Type and Specialty combination.
Click the Continue button. The Review Your Changes window opens.
4 Review the entered information. If ready to | The Contact Information window opens.
process, click Submit Changes.
5 Complete the requested contact information | The following Changes are Complete
fields. (Name, Phone, and E-Mail are window is displayed:
required fields.) Click Submit.
Changes Are Complete:
Your provider infarmation has been updated as you requested. If you wish to view your request again, please select
Recent Requests' from the ePEAP Menu. The Tracking Mumber for this Request was 956-64244.
Thank you for using ePEAP.
3 Click the Continue button. The ePEAP Main Menu window opens.
Other Options
Step | Action Result
1 Click the Enrollment Information button. | Return to the Enrollment Information
window.
2 Click the ePEAP Menu button. Return to the ePEAP Menu window.
3 Click the Help button. Describes the fields on the ePEAP window.
4 Click the Exit button. The ePEAP Main window opens.
5 Click the Cancel button. Cancels all entries/changes and returns to
the Enrollment Information window.
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Step | Action Result

6 Click the Reset button. Cancels all entries/changes but leaves the
Manage NPI and Taxonomy Codes
window open.

Field Descriptions

Field Description Data Type Length

Cancel End manage NPI Taxonomy request. Button 0

Continue Moves to the next logical page or form. Button 0

NPI Text entry field for the service location NPIl. Read Character 10
only if already on file in PROMISe.

Reset Restores the page to initial values. Character 2000

Taxonomy Code Unlabelled field. New instance for each active Character 10
taxonomy code on file.

Taxonomy Code Unlabelled field. New instance for each active N/A 0

Selector taxonomy on file.

Taxonomy Unlabelled field. New instance for each active Character 50

Description taxonomy on file.

3.5 ePEAP Review Changes (w_epeap_review_changes)

The ePEAP Review Changes window is used to review and submit data update requests that
were entered during the current ePEAP session.

This window can be accessed from the PA PROMISe™ Internet Provider Main Page by selecting
ePEAP (Provider Enrollment Automation Project). From here, select Enrollment Information and
then click the Review/Submit button. In addition, this window is automatically displayed each
time the user makes a valid change and clicks the Continue button on any other ePEAP window.
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Layout

Department of Public Welfare Ep EA P
Office of Medical Assistance Programs (OMAP)

Your Provider ID 3001805963 DOGOOD JAMES L Status Active

NFI 1234567393 (View Taxonomy) ePEAP Access  Full Access
Service Location 0oo1 123 HOPE RD, HARRISBURG, P& 17011-

Provider Type 31 PHYSICIAN (iew Specialties)

Review Your Changes

This is a summary of your requests. Please review this information for
accuracy.

YWhen you are satisfied, click Continue. To modify a request item - return
to that page.

Continue to Make Changes Cancel All Changes Submit Changes

Changes Requested
For Provider ID 300180963, DOGOOD JAMES L

Service Location 0001

Change Medicare Number 0122245578

Current Requested
Medicare Type  Railroad DME

Continue to Make Changes Cancel All Changes Submit Changes

I I

Provider Internet ePEAP User Manual April 18, 2011
51



™
PA PROMISe
Provider Handbook Provider Internet ePEAP User Manual

After reviewing and clicking the Submit Changes button, the following window will display:

Review Your Changes

Contact Information
This information may be used to contact you about this request. This information
will not be used for any other purpose.

Name +| |
Phone I
Fax —_HC J1-C 1
E-mail +| i
[Submit | Cancl | Reset |

* = Reguired

After completing the Contact Information and clicking the Submit button, the following window
will display.

Departmient of Putilic Welfare Ep E A P
Office of Medical Assistance Programs (OMAP)

Your Provider ID 3001580963 DOGOOD JAMES L Status Active

NP1 1234567893 (view Taxonomy) ePEAP Access Full Access
Service Location 0001 123 HOPE RD, HARRISBURG, PA 17011-

Provider Type 31 PHY SICIAN (iew Specialties)

Changes Are Complete:

Your provider information has been updated as you requested. If you wish to view your
request again, please select 'Recent Reguests' from the ePEAF Menu. The Tracking
mumber for this Request was 1321-64401.

Thank you for using ePEAP.

[~ crear wens—] ey [ o
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The following message is displayed if your request cannot be updated immediately. DPW will
review and process the request manually.

Your request has been submitted to DPW for review. View request status at Recent
Requests on the ePEAP Menu.

Tracking Number: 77164145

Accessibility and Use

To access the ePEAP Review Your Changes window and review, approve, and submit your
changes, complete the steps in the following step/action tables.

To Access the Review Your Changes Window

Step | Action Result

1 Sign on to the PA PROMISe . Internet
application using instructions provided in
Section 1.5 of this manual.

The Provider Main Page appears on the
desktop.

2 Click on the ePEAP (Provider Enrollment
Automation Project) link in the Other The ePEAP Menu window opens.
Links section of the window.

3 Select and process one of the Menu options
to change provider information. After
requesting and submitting changes, this
window will open.

The Review Your Changes Window opens.

To Review, Approve, and Submit Your Changes

Step | Action Result

1 Review the displayed information for
accuracy.

2 If displayed information is correct and no The Contact Information window is
other changes are required, click the displayed.
Submit Changes button.

3 If additional changes are required, click the | The previous maintenance window will be
Continue to Make Changes button. displayed.

4 To cancel all entered changes, click the The message “This request has been
Cancel button. cancelled” is displayed.
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To Enter Contact Information

Step | Action Result

1 Enter the following information in the
Contact Information window:

« Name (required)

« Phone (required)

. Fax
« E-mail (required)
2 If the displayed information is correct, click | The message “Changes Are Complete” is
the Submit button. displayed.
3 To clear the entered information, click the
Reset button.
4 To cancel the requested changes, click the | The previous maintenance window is
Cancel button. displayed.
Field Descriptions
Field |Description [Data Type |Length |
Cancel Cancels the update process. Button 0
Cancel All Cancels all entered ePEAP change requests. Button 0
Changes
Continue Continues the update process. Button 0
Continue to Make Continues the ePEAP update process. Button 0
Changes
Email The email address of the contact person for the ePEAP Character 35
change request.
Exit Exits ePEAP. Button 0
Fax The fax number of the contact person for the ePEAP  Character 10
change request.
Help Describes the fields on the ePEAP window. Button 0
Name The name of the contact person for the ePEAP change Character 35
request
Phone The phone number of the contact person for the Character 10
ePEAP change request.
Reset Resets the form. Button 0
Submit Changes  Submits all entered ePEAP change requests. Button 0
ePEAP Menu Navigates to the ePEAP Menu Window. Button 0
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4 Recent Requests

The ePEAP Recent Request window is used to track a provider’s open requests in the ePEAP
system. The details of individual requests can be viewed, open requests can be cancelled, and

messages can be sent to DPW requesting information regarding the status of a request.

This window can be accessed from the PA PROMISe™ Internet Provider Main Page and then
select ePEAP (Provider Enrollment Automation Project). From here, select Recent Requests to

display the Recent Requests window.

Layout
- Demamtmart ot ullic Waltars GPEAP
Yem Providar I 300180853 DOS0a00 LAMES L Etiva
HF1 125856TE3  [View Tamoramy] Full Biciss
Sarice Lecation oot 173 HOPE RD, HARRERLRG, P& 17011
Prasidar Typa ELl PHFSICIEN [iesw Speciakies]
Recent Regquests
Oplions Tracking ¥ Sulbimit Date Stabus
Wiew Conbact  G35-54005 G005 30620 Pl In-Pracess
Wiswr Corbact  GA7-54007 U005 3:20:47 Prl In-Pracess
Wiew Conbact  G30-540%0 008 82602 A In-Pracess
Wiswr Corbact  TT1-64145 A 2420006 .06 500 Prol In-Pracess
Wiew Q21542 TN 23548 P Campkte
Wik YE2H4200 TN 24217 P Campkite
Wisw 2354222 TIAWH00E 24237 P Campkite
Wik TG40 TUZAFZ00E 11651 P Campkite
Wisw G440 T2 S0 1: 1536 P Campkite
Wik AEAG4243 TUZAFZ00E 23020 P Campkite
Wisw eG4 044 T2 Z 4845 P Campkite
Wik 10AT-EAZ88 TAG006 11:08:34 Ak Campkite
Wisw 107 - B0 7 00T 9: 2006 A Campkite
View  Cancel Corkact  10T4-E4205 WA00T 92521 AM Rezaivad
Wisw 1D 9223 WANT 19:21:45 Ak Camplate
Wik 10 324 W07 82718 A Campkite
Wigwy 10611-E4225 WRH00T S:400:50 Al Complate
| oPEAR Monu | ey |
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The following window is displayed after selecting a request and clicking “View.”

Status
In-Process
In-Process
In-Process
In-Process

Complete
Complete
Cornplete
Cornplete
Cormnplete
Complete
Complete
Complete
Cornplete
Received
Complete
Complete
Complete

01/2412007 at 8:40 AM

Your Provider ID 300180963 DOGOOD JAMES L

NP1 1234567893 (View Taxonomy)

Service Location 0001 123 HOPE RD, HARRISBURG, PA, 17011~

Provider Type 31 PHYSICIAN

Recent Requests
Options Tracking # Submit Date
Wigwr Contact B3E-B4088 0/28/2005 3:08:30 PM
Wiewy Cantact B37-64087 107352005 3:39:47 PM
Wiew Cantact 635-64033 10/7r2005 8:36:02 AM
= Caontact T71-64145 4[2412006 4:06:50 PM
Wiews 921-64230 1172012008 3:35:46 PM
Wigwy 922-6421 1172012006 3:4217 PM
= 923-64232 1172012006 3:43:37 PM
Wiew 347-64240 1172172006 1:16:51 PM
= 949-64241 112172006 1:19:36 PM
= 954-64243 1172172008 2:30:20 PM
View 956-64244 112172008 2:48:45 PM
= 1027-84288 12/8r2006 11:08:34 AM
Wiewy 1073-64307 171812007 9:20:08 AM
Wiew CGancel Contact 1074-64303 171972007 3:25:31 AM
= 1089-64323 12312007 11:21:45 AW
Wiews 1090-64324 172412007 8:27:18 AM
Wi 1081-84325 112412007 8:40:50 AM
About this Request: Date Closed
Tracking Number 1081-64325
Contact Information:

Name Mortimer Snerd Phone
E-mail morti@dogood.com Fax

Changes Requested

For Provider ID 300180963, DOGOOD JAMES L

Service Location 0001

T17-222-0001

Change Address

Phone

Phone Ext

Accessibility and Use

Current

234 HEW HAVEN RD,
CAMP HILL, PA 17011

T17-975-8876

2PEAP Menu

Requested
T17-875-1234

A67

Status
ePEAP Access

Active
Full &ccess

(iew Speciaties)

To access the ePEAP Recent Requests window and view, cancel or submit a message to DPW,
complete the steps in the following step/action tables.

To Access the ePEAP Recent Request window

Step

Action

Result

1

Select Recent Requests from the ePEAP

Menu.

The Recent Requests window opens.

View

Recent Requests

Step

Action

Result

Click the View link next to the request to

view.

The request you selected will be displayed
below the request list.
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Contact DPW

Step | Action Result
1 To contact DPW regarding the status of an | The Contact DPW message form opens.
In-Process request, click the Contact link.
2 Type the message in the Message field.
3 To clear any entered text, click the Clear The entered text is erased.
Message button.
4 To send the message to DPW, click the The message is forwarded to DPW for
Send Message button. review.
Cancel Requests
Step | Action Result
1 Click the Cancel link next to the request to | The request you selected will be cancelled.
be cancelled.
Other Options
Step | Action Result
1 Click the ePEAP Menu button. Opens the ePEAP Menu.
2 Click the Help button. Describes the fields on the Recent Requests
window.
3 Click the Exit button. Opens the PA PROMISe ™" Provider Main
Page.

Field Descriptions

Field Description Data Type Length
Cancel Cancels the selected request. Hyperlink 0
Contact Displays a message area at bottom of window. Hyperlink 0
Through message area, user may submit a message to
DPW regarding the selected request.
Exit Exit ePEAP. Button 0
Help Describes the fields on the ePEAP window. Button 0
Options Options available for request. Character 4
Status (Recent Identifies the current status of a request. A request may Character 10
Rgst) have the status of Received, In-Process, Complete,
Rejected, or Withdrawn.
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Field Description Data Type Length
Submit Date  Date request was submitted. Date 8
(CCYYMMDD)
Tracking # Identifies requests submitted through ePEAP; displays Character 10
as a link to a request document.

View Displays selected request at bottom of window. Hyperlink 0
ePEAP Menu Opens the ePEAP menu window. Button 0
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5 Terminate MA Enrollment

You can use the ePEAP Terminate Medical Assistance Participation window to end your
Medical Assistance participation at a service location. This window is accessed by clicking the
Terminate MA Enrollment link in the ePEAP Menu.

Layout
Departmeni of Pubilic Wellare rpEAP
‘four Prowider 1D 3007801563 OOE000 JAWES L Shatus Srte
HP 1224567353 (Wiew Tazonuny] aPLAP Accans Full Lreaes
Servlee Locatlon oo 122 FOPE RE, HARREEBURE, Fa 17011-
Provider Type e PHYSICIAN [Wisn Saeciakies)

Terminate Medical Azsistance Participation

To terminare your paricipanon as an MA Proviger at this Service Locatlon:
1. Entzran Znd Date.
2. Qptionally, enter Commant.

Provider ID; 3001800853
Service Location: aod1
Effective End Date: Al el 17 || 2007 &
[ erenr ens ] ey [ et

Accessibility and Use

To access the ePEAP Terminate Medical Assistance Participation window and terminate your
participation as a MA provider at this service location, complete the steps in the following
step/action tables.

To Access the ePEAP Terminate Medical Assistance Participation Window

Step | Action Result

1 Sign on to the PA PROMISe ™" Internet The Provider Main Page appears on the
application using instructions provided in desktop.
Section 1.5 of this manual.

2 Click on the ePEAP (Provider Enrollment | The ePEAP Menu window opens.
Automation Project) link in the Other
Links section of the window.

3 Select the Terminate MA Enrollment The ePEAP Terminate Medical Assistance
option. Participation window opens.
Provider Internet ePEAP User Manual April 18, 2011
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To Terminate Your Participation as a MA Provider at this Service Location

Step | Action Result
1 Select an Effective End Date (month, day,
and year) from the drop-down box.
2 Click the Continue button. The Review Your Changes window opens
to verify your request.
3 Click the Cancel button. This enrollment termination process will be
ended and will not complete.
4 Click the Continue To Make Changes Opens the ePEAP Menu.
button to make additional changes.
5 Click the Cancel All Changes button to The message “This request has been
cancel all changes. cancelled” is displayed. Click the
Continue button to return to the ePEAP
menu window.
6 Click the Submit Changes button to submit | Request for MA enrollment termination is
the changes. submitted.
Other Options
Step | Action Result
1 Click the ePEAP Menu button. Opens the ePEAP Menu window.
2 Click the Help button. Describes the fields on the Recent Requests
window.
3 Click the Exit button. Opens the PA PROMISe ™ Provider Main Page.

Field Descriptions

Field Description Data Type Length
Cancel End termination request. Button 0
Continue Opens the Review Your Changes window. Button 0
Effective End Date provider officially terminates enrollmentasa  Drop-down 14
Date Medical Assistance provider. List Box

Exit Exit ePEAP. Button 0

Help Describes the fields on the ePEAP window. Button 0
ePEAP Menu Returns the user to the ePEAP menu window. Button 0
Provider ID Nine-digit provider number. Character 9
Service Location Four-digit service location number. Character 4
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6 Manage Remittance Advice

The Manage Remittance Advice window is used by providers to suppress or reinstate mail
delivery of paper Remittance Advices (RAS).

This window is accessed by clicking the Manage Remittance Advice link in the ePEAP Menu.
Layout (Manage Remittance Advice Only)

Department of Publlic Welfare Ep EA P
Office of Medical Assistance Programs (OMAP)

Your Provider ID 3001505963 DOGO0D JAMES L Status Active

NPI 1234567893 (Wiew Taxonarmy) ePEAP Access Full Access
Service Location 0oo1 123 HOPE RD, HARRISEURG, PA 17011-

Provider Type M PHY SICIAR iew Specialties)

Manage Remittance Advice (RA)

Remittance Advice:
1. Select an RA option.
2. lfthe 'On-Line' option is selected, you will not receive RAs by mail.
31 US Mail'is selected, the RAS will be sent by mail, after your request has been processed.

NOTE: Wvith either RA option, you can still view your RAs an this website.

After making changes, please click the 'Continue’ button to complete your reguest.

REMITTANCE ADVICE
Remittance advices are available on-line through the PROMISe website. Do you wish to:
 Access RAs on-line through PROMISe and eliminate receipt of paper RAs
@ Receive paper RAs via US mail

[erear wensJ ey [ it

Confirmation Window — Remittance Advice

Windows Internet Explorer E|

IT? REMITTAMCE ADVICE:
‘“"-'\]/ Press 'CK' to discontinue the mailing of paper RAs
Press 'Cancel' to return

[ Ok, l [ Cancel

Provider Internet ePEAP User Manual April 18, 2011
61



™
PA PROMISe

Provider Handbook

Provider Internet ePEAP User Manual

Accessibility and Use

To access the ePEAP Manage Remittance Advice window and manage the delivery of Medical
Assistance Remittance Advices, complete the steps in the following step/action tables.

To Access the ePEAP Manage Remittance Advice Window

Step

Action

Result

Sign on to the PA PROMISelM Internet

The Provider Main Page appears on the

1 application using instructions provided in
Section 1.5 of this manual. desktop.
Click on the ePEAP (Provider Enrollment
2 Automation Project) link in the Other The ePEAP Menu window opens.
Links section of the window.
3 Select the Manage Remittance Advice The ePEAP Manage Remittance Advice

option.

window opens.

To Discontinue Delivery of Paper Remittance Advices

Step

Action

Result

Click on the Access RAs on-line through
PROMISe and eliminate receipt of paper

! RAs radio button to discontinue delivery of
paper RAs.
2 Click Continue to process the request. The Remlttance Advice Confirmation pop-
up window appears.
3 Press OK to terminate the mailing of paper | The Review Your Changes window is

RAs or Cancel to return.

displayed.

To Restart Delivery of Paper Remittance Advices

Step

Action

Result

Click on the Receive paper RAs via US

1 mail radio button to restart delivery of
paper RASs.
2 Click Continue to process the request. The Review Your Changes window is

displayed.

Field Descriptions

Field Description Data Type Length
Access RAs on- Select to receive RAs on-line. Radio Button 0

line...

Cancel Sends user back to previous window. Button 0
Continue Forwards user to Review Request window. Button 0

My Email address is: Display/update 'mail-to’ email address. Character 100

NPI NPI of the group. Character 10
Receive paper RAs  Select to receive RAs by US mail. Radio Button 0
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Field
via US mail

Retype Email
address:

View Specialties

View Taxonomy

Description Data Type Length

Confirm email address is correct. Character 100

Opens a window displaying the specialty Hyperlink

code(s) associated with the provider

service location.

Opens a window displaying the taxonomy Hyperlink 0
code(s) associated with the NPI.
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7 View Active Service Locations

The Active Service Locations window is used by providers to display all active Service
Locations for the provider. This window is accessed by clicking the Active Service Locations
link in the ePEAP Menu.

Layout
Department of Public Welfare EPEAP
Office of Medical Assistance Programs (OMAP)
Your Provider ID 300180963 DOGOOD JAMES L Status Active
NP1 1234667893 (Wiew Taxonamy) ePEAP Access  Full Access
Service Location 0oo1 123 HOPE RD, HARRISBURG, PA 17011-
Provider Type N PHY SICLAN iew Specialties)
Active Service Locations for MAID # 300180963
Medicare
Service Location NP1 Physical Site Address Options Indicator
0001 1234567893 DOGOOD JAMES L Wiew Specialties) X
{Currently Logged In) 123 HOPE RD

Miew Taxonomy)
HARRISBURG, PA 17011-

0ooz2 1234567393 DOGOOD JAMES L Wiew Specialties)
{Pending) 234 MEW HAVEN RD {Wiew Taxonomy)

CAMP HILL, PA 17011-

0003 DOGOOD PHYSICIAN SERVICES iew Specialties)
123 HOPE RD
HARRISBURG, PA 17011-

[erear wens ] vip ] o

Accessibility and Use

To access the ePEAP Active Service Locations window, view all service locations associated
with a provider ID, and review specialties or taxonomy codes associated with a service location,
complete the steps in the following step/action tables.

Provider Internet ePEAP User Manual April 18, 2011
64



™
PA PROMISe

Provider Handbook

Provider Internet ePEAP User Manual

To Access the ePEAP Active Service Locations Window

Step

Action

Result

Sign on to the PA PROMISe  Internet

The Provider Main Page appears on the

1 application using instructions provided in d
: 4 esktop.
Section 1.5 of this manual. P
Click on the ePEAP (Provider Enrollment
2 Automation Project) link in the Other The ePEAP Menu window opens.
Links section of the window.
3 Select the Active Service Locations option. The ePEAP Active Service Locations

window opens.

To View Specialties Associated With a Service Location

Step

Action

Result

1

Click on the View Specialties link for the
requested Service Location.

The following pop-up window opens:

3 Specialty - Microsoft Internet Explorer provided by EDS COF

S[=1E

318 -

Specialties for: DOGOOD JAMES L
Provider ID: 300180963
Service Location: 0002

Provider Type: 31

GEMNERAL PRACTITIONER
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To View Taxonomy Codes Associated With a Service Location

Step | Action Result
1 Click on the View Taxonomy link for the The following bop-Up Window opens:
requested Service Location. g pop-up pens:

2 NPI / Taxonomy - Microsoft Internet Explorer provided by EDS COE g@]g|

Taxonomy for: DOGOOD JAMES L
NPI ID: 1234567893
Provider 1D: 300180963
Service Location: 0002

ALLOPATHIC & OSTEOQ. PHYSCNS ¢

205000000% - GENERAL PRACTICE : DEFAULT
SPCLTY CD
Field Descriptions
. .. Data

Field Description Type Length
Exit Exit ePEAP. Button 0
ePEAP Menu  Opens the ePEAP menu window. Button 0
Help Describes the fields on the ePEAP window. Button 0O
NPI National Provider Identifier. Number 10
Physical Site  Street address associated with a service location. The address
Address consists of the following items:

« Name

« Address Line 1

« Address Line 2

. City

. State

. Zip (10 digit)
Service Number assigned to an individual service location. Character 4
Location
View Opens the Specialties window for the selected service Hyperlink 0
Specialties location.
View Opens the Taxonomy window for the selected service Hyperlink 0
Taxonomy location.
Provider Internet ePEAP User Manual April 18, 2011

66




PA PROMISe
Provider Handbook Provider Internet ePEAP User Manual

8 Manage Inclusion in SelectPlan for Women
Directory

The SelectPlan for Women Directory window is used by providers of certain provider types to
manage their inclusion in the SelectPlan for Women directory. This window is accessed by
clicking the SelectPlan for Women Directory link in the ePEAP Menu.

The Active Service Locations window is used by providers to display all active Service
Locations for the provider. This window is accessed by clicking the Active Service Locations
link in the ePEAP Menu.

Layout
Department of Public Welfare Ep EA P
Office of Medical Assistance Programs (OMAP)
Your Provider ID 300276278 DOGOOD MEDICAL ASSOCIATES Status Active
NPI 1384654368 [(View Taxonomy) ePEAP Access Full Access
Service Location 0001 123 E MAIN ST, CAMP HILL, PA 17011-6312
Provider Type Kh| PHYSICIAN (Wiew Specialties)

SelectPlan for Women Directory

SelectPlan for Women Directory:

SelectPlan for Women is an MA benefit that covers family planning and related services to help women stay healthy.
SelectPlan for Women services are provided under the Fee-for-Senice (FFS) delivery system, even if you are in a
managed care zone. For more details about this program you may access Provider Quicktip #73 available here:
http-/fwww dpw.state pa us/Resources/Documents/PdffPublications/QuickTips/PROMISeQuickTipT3.pdf. or, visit the
SelectPlan for Women website: www.selectplanforwomen.state pa.us.

An online directory is available on the SelectPlan for Women website, to help SelectPlan for Women recipients select a
medical provider for family planningservices. Whether or not you are currently listed in the SelectPlan for Women directory
will be indicated below. If you wish to change your status from what is currently indicated, please check the appropriate
bax.

Please note: all requested changes will be reflected in the directory the day following the request.

You are not currently enrolled in the SelectPlan for Women Directory. To be added to the directory, select the check box below:

[ Iwish to be included in the SelectPlan for Women Directory

[erear hens ] ey [ i
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Accessibility and Use

To access the ePEAP SelectPlan for Women Directory window, add your service location to the
directory, or remove your service location from the directory, complete the steps in the following
step/action tables.

To Access the ePEAP SelectPlan for Women Directory Window

Step

Action

Result

Sign on to the PA PROMISe  Internet

The Provider Main Page appears on the

1 application using instructions provided in
Section 1.5 of this manual. desktop.
Click on the ePEAP (Provider Enrollment

2 Automation Project) link in the Other The ePEAP Menu window opens.
Links section of the window.

3 Select the SelectPlan for Women The ePEAP SelectPlan for Women

Directory link.

Directory window opens.

To Add Service Location to the Directory

Step

Action

Result

Click to place a checkmark next to “I wish

1 to be included in the SelectPlan for Women
Directory”.
2 Click Continue to process the request. The Review Your Changes Summary

window opens.
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Step | Action Result

Review Your Changes

This is a summary of your requests. Please review this information far
accuracy.

When you are satisfied, click Continue. To modify a request item - return
to that page.

Continue to Make Changes Cancel All Changes Submit Changes

Changes Requested
For Provider ID 300276278, DOGOOD MEDICAL ASSOCIATES

Service Location 0001

Change SelectPlan for Women Directory

Current Requested

SelectPlan No Yes

Directory

Continue to Make Changes Cancel All Changes Submit Changes

Click the Submit Changes button to
3 include the Service Location in the
directory.

The Review Your Changes Contact
Information window opens.
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Step | Action Result

Review Your Changes

Contact Information
This information may be used to contact you about this request. This information
will not be used for any other purpose.

Name *|Dr. James DoGood

Phone (|7 1y [sss |- [1212
Fax ( ) -
E-mail + | jdogood@medical.com

[ Submi ] coner | Rese |

* = Required

4 Enter a contact name, phone number, and
email address.
5 | Click the Submit button Your request is submitted.
Changes Are Complete:
Your provider information has been updated as you requested. If you wish to view your request again,
please select 'Recent Requests' from the ePEAP Menu. The Tracking Number for this Request was
355564942
Thank you for using ePEAP.
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70




PA PROMISe
Provider Handbook Provider Internet ePEAP User Manual

To Remove Service Location from the Directory

Step | Action Result
Click to place a checkmark next to “I wish

1 to be included in the SelectPlan for Women
Directory”.

Departnient of Public Welfare EP EA P
Office of Medical Assistance Programs (OMAP)

Your Provider ID 300276278 DOGOOD MEDICAL ASSOCIATES Status Active

NPI 1384654368 [View Taxonomy) ePEAP Access  Full Access
Service Location 0001 123 E MAIN ST, CAMP HILL, PA 17011-6312

Provider Type KN PHY SICIAMN {(View Specialties)

SelectPlan for Women Directory

SelectPlan for Women Directory:

SelectPlan for Women is an MA benefit that covers family planning and related services to help women stay healthy.
SelectPlan for Women semrvices are provided under the Fee-for-Service (FFS) delivery system, even if you are in a
managed care zone. For more details about this program you may access Provider Quicktip #73 available here:
hitp:/fwww dpw.state pa us/Resources/Documents/PdifPublications/QuickTips/PROMISeQuickTipl3.pdf. or, visit the

SelectPlan for Women website: www _selectplanforwomen state pa us.

An online directory is available on the SelectPlan for Women website, to help SelectPlan for Women recipients select a
medical provider for family planningserices. Whether or not you are currently listed in the SelectPlan for Women directory
will be indicated below. If you wish to change your status from what is currently indicated, please check the appropriate
box.

Please note: all requested changes will be reflected in the directory the day following the request.

fou are currently enrolled in the SelectPlan for Women Directory. To be removed from the directory, select the check box below:

| wish to be removed from the SelectPlan for Women Directory

[ erear tons ] ey [ i

The Review Your Changes Summary

2 Click Continue to process the request. .
window opens.
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Step | Action Result

Review Your Changes

This is a summary of your requests. Please review this information for
accuracy.

When you are satisfied, click Continue. To modify a request item - return
to that page.

Continue to Make Changes Cancel All Changes Submit Changes

Changes Requested

For Provider ID 300276278, DOGOOD MEDICAL ASSOCIATES

Service Location 0001

Change SelectPlan for Women Directory
Current Requested

SelectPlan
MNao
Directory Yes

Continue to Make Changes Cancel All Changes Submit Changes

Click the Submit Changes button to
3 include the Service Location in the
directory.

The Review Your Changes Contact
Information window opens.
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Step | Action Result
Review Your Changes
Contact Information
This information may be used to contact you about this request. This information
will not be used for any other purpose.
Name = Dr. James DoGood
Phone “((T17 ) |555 - 1212
Fax ( ) -
E-mail + | jdogood@medical.com
[ suomit | cancer | Roset |
* = Required
4 Enter a contact name, phone number, and
email address.
5 | Click the Submit button Your request is submitted.

Changes Are Complete:

Your provider information has been updated as you requested. If you wish to view your request again,
please select 'Recent Requests' from the ePEAP Menu. The Tracking Number for this Request was
3555-64942.

Thank you for using ePEAP.

Field Descriptions

. .. Data
Field Description Type Length
Exit Exit ePEAP. Button 0O
ePEAP Menu  Opens the ePEAP menu window. Button 0
Help Describes the fields on the ePEAP window. Button 0
Provider Internet ePEAP User Manual April 18, 2011

73




™
PA PROMISe

Provider Handbook Provider Internet ePEAP User Manual
. . Data

Field Description Type Length

NPI National Provider Identifier. Number 10

Physical Site  Street address associated with a service location. Character 78

Address

Service Number assigned to an individual service location. Character 4

Location

View Opens the Specialties window for the selected service Hyperlink O

Specialties location.

View Opens the Taxonomy window for the selected service Hyperlink 0

Taxonomy location.

I wish to be Select to be included in the SelectPlan for Women directory. Checkbox 0
included. ..

I wish to be Select to be removed from the SelectPlan for Women Checkbox 0
removed... directory.

Continue Moves to the next page. Button 0O
Cancel Cancels the transaction. Button 0
Provider Internet ePEAP User Manual April 18, 2011

74



™
PA PROMISe

Provider Handbook Provider Internet ePEAP User Manual

9 Verify Provider Membership in My Group

Group providers can use the ePEAP Verify Provider Membership in My Group window to verify
that individual providers have made fee assignments to the group at the current group service
location. This window is accessed by clicking the Verify Provider Membership link in the
ePEAP Menu.

Layout
. |:I-:i_|:.5rll:|_. '-!I P||!|I_||:'..|:Zi:|r. $ EAP
Vour Previder ik ACTERTE OAGOAN MEDIZAL ASEOCILTES S Ariien
HEl 1339552360 Mizw Taronomy] #PEAR A iaes Ful Acisss
Service Location 1 123 E Wil 5T, CaP HILL, Fa 1701145312
Frovider Type o Fl vEClak Moz Speviales)

erify Provider Membership in My Graup

[RSILICEoTS
Tachec<winetier £ Zrav deris £ memrbse of your Croup:

1 Entertie Prow der's ID and Service Location
2 Clrkethe "Checs" bumnn

Service Location: 000

Provider D [Z00133353

Provider ID: 30180863 Service Loc: 0001 is a member of your Group.

Frosider [0 S Lax PFaawider Manme Rembeaship Dales

313063 oo COE200 BMES L 0240007 - 1 2312200

| | _crear en | Help J Exit
Accessibility and Use

To access the ePEAP Verify Provider Membership in My Group window and verify
membership, complete the steps in the following step/action tables.

To Access the ePEAP Verify Provider Membership in My Group Window

Step | Action

Result

1 Select the Verify Provider Membership
link in the ePEAP Menu.

The Verify Provider Membership in My
Group window opens.
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Verify Provider Membership in My Group

Step | Action Result
1 Enter the Provider ID and Service
Location in the corresponding fields.

2 Click the Check button. The verification is displayed.

Other Options

Step | Action Result

1 Click the ePEAP Menu button. Opens the ePEAP Menu window.

2 Click the Help button. Describes the fields on the Recent Requests
window.

3 Click the Exit button. Opens the PA PROMISe™ Provider Main
Page.

Field Descriptions

Field Description Type Length

Check Verify a provider is in a specific group. Button 0

Exit Exit ePEAP. Button 0

Help Describes the fields on the ePEAP window. Button 0

Provider ID Provider ID of the individual provider whose group Number 9
membership is being verified.

Service Service location of the individual provider whose group Character 4

Location membership is being verified.

ePEAP Menu  Opens the ePEAP menu window. Button 0
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10View Provider Group Members

The Provider Group Members window is used to view a provider’s group enrollment. This is a
view-only window, and the information it displays cannot be modified by the user. This window
is accessed by clicking the View Provider Group Members link in the ePEAP Menu.

When the results for this window exceed 1000 records, only the first 1000 records are displayed
and the Displaying results drop-down list appears to specify the range group being displayed.
Results beyond the first 1000 are viewed by selecting a range of results from the drop-down list
and pressing the View Results button.

Layout

2 Provider Group Members - Microsoft Internet Explorer provided by EDS COE

Provider Group Members

Group Provider ID: | 3002765273 Location: 10071
Group Hame: DOGOOD MEDICAL ASSOCIATES

Member . . . .

Number Service Location Provider Type |Effective Date |[End Date |Member Name
3001 50963 oo 31 0401 2006 D4411/2005 DOGOOD JAMES L
300150963 oo 3 041 952006 01419/2007 | DOGOOD JAMES L
300150963 oo 3 012472007 1203172299 DOGOoD JAMES L

Close

Accessibility and Use

To access and view the ePEAP Provider Group Members window, complete the steps in the
following step/action tables.

To Access the ePEAP Provider Group Members Window

Step | Action Result
1 Select the View Provider Group Members | The Provider Group Members window
link in the ePEAP Menu. opens.
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To View More Than 1000 Records

Step | Action

Result

1 If more than 1000 records are on file for a
provider group, only the first 1000 are
initially displayed. To view additional
results, select the desired block of records
from the Displaying results drop-down list.

2 Click View Results.

The selected block of records is displayed
in the Provider Group Members window.

Other Options

Step | Action

Result

1 Click the Close button.

Opens the ePEAP Menu window.

Field Descriptions

Field Description Data Type Length
Close Closes the current window. Button 0
Displaying Results | List of results in increments of Drop-down List Box 15
1000. Only displayed when more
than 1000 results are returned.
Effective Date Individual membership effective Date (MM/DD/CCYY) |8
date.
End Date End date of individual's group Date (MM/DD/CCYY) |8
membership.
Group Name Group name. Character 50
Group Provider ID | Group provider number. Character
Location Group provider location. Character 4
Member Name Group member's name. Character 50
Member Number | Group member's provider number. | Character 9
Provider Type Group member's provider type. Character 2
Service Location | Group member's service location. Character 4
View Results Displays a group of results. Button 0
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11Field Edits for this Document

All of the field edits for the ePEAP Internet system are listed in this section.

Error
Field Code Error Message To Correct
Address 1 Enter Address to continue. Enter the first street address.
2 You must update at least  Enter the first street address.
one item to continue.
City 3 City can only contain Enter a valid city name.
letters, spaces and hyphens.
Comment (do not use this |1 Enter comments to Enter in comments.
box to request changes) continue.
Continue 1 NP1 must be numeric. Enter a numeric value.
2 NPI must be 10 digitsin ~ Enter a 10 digit value.
length.
3 Your NPI and Taxonomy  Changes must be made for the
selections already match ~ page to submit.
what is on file for this
Service Location.
4 You must select at least At least one taxonomy code
one Taxonomy Code. checkbox must be selected for
the page to submit.
5657 The number entered is not Re-enter the NP1 #
a valid NPI number. Please
verify and re-enter.
5658 This NPI# has been N/A
discontinued and cannot be
used. Please verify and re-
enter.
5662 This NPI is associated with N/A
another individual. Please
verify and re-enter.
5663 This individual is N/A
associated with a different
NPI#. Only one NPI# is
allowed per legal entity for
individuals.
5664 This NPI is associated with N/A

another legal entity. Please
verify and re-enter.
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Field

County

Effective Date

Effective End Date

End Date

Fax

Fax

Error
Code

5665

5666

5667

5669

5675

10

oo ~NwN

Error Message
This service location

To Correct
N/A

already is associated with a

different NPI#. Only one

NPI# is allowed per service

location during the same
time period.

The taxonomy is not
associated with the
provider types and
specialties for this service
location.

The NP1/ Taxonomy / Zip
combination is already
being used.

End date must be greater
than effective date.
Individuals can only have
one NP1 number. Tax ID
cannot be changed to SSN.
You must select a county
when adding a
Pennsylvania address.
Effective date must be
numeric

Effective date must be 8
numbers in length
Effective date is not a valid
date. Valid date range is
19660731-22991231.
Enter a Complete Date.
Enter a date in the future.
End date must be numeric
End date must be 8
numbers in length

End date is not a valid date
Valid date range is
19660731-22991231

Fax number must be
numeric.

Fax number must 10 digits.
Fax number must be
numeric.

N/A

N/A

N/A

N/A

Select a county for the drop
down list.

Enter numeric date
Enter 8 numbers

Enter a date within the valid date
range

Enter in a valid end date.
Enter a future end date.
Enter numeric values
Enter 8 numbers.

. |Enter a date within the valid date
range.

Enter in a 10-digit fax number.

Enter in a 10-digit fax number.
Enter a 10-digit fax number
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Field

Error
Code Error Message

2 Fax number must be 10
digits.

Medicare Number 3 Medicare number must be
0-9o0r A-Z

4 Medicare number must be
at least 6 characters in
length.

Pay to 1 You must change at least
one pay to value to
continue

2 Pay to code must be
numeric.

Phone 3 Phone number must be
numeric.

4 Phone number must be 10
digits.

Phone 8 Phone number must be
numeric.

9 Phone number must be 10
digits.

Phone/Fax 3 The fax number must be
numeric

4 The fax number must be 10
digits

Provider ID 1 Enter Provider Number to
continue.

2 Provider Number must be
numeric.

3
digits.

4 This Provider ID is the
same one signed on to
ePEAP.

Provider ID of Group 1 Provider ID must be
numeric.

2 Provider ID must be nine
digits.

3 Enter Provider ID to
continue

Service Location of Group 4 Service Location must be 4
characters

To Correct
Enter a 10-digit fax number.

Enter an alphanumeric Medicare
number.

Enter a Medicare number with 6-
10 characters.

Select new pay to value from the
drop down list.

Select new pay to value from the
drop down list.

Enter a 10-digit phone number.
Enter a 10-digit phone number.

Enter in a 10-digit phone
number.

Enter in a 10-digit phone
number.

Enter in a 10-digit fax number.
Enter in a 10-digit fax number.

Enter in a 9-digit provider
number.
Enter in a 9-digit provider
number.

Provider Number must be 9 Enter in a 9-digit provider

number.

Enter a new 9-digit group
provider number.

Enter a 9-digit provider number.
Enter a 9-digit provider number.

Enter a 9-digit provider number.

Enter a 4-character service
location.
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Error
Field Code
State 10
Your e-mail address for 1
messages from, etc.

2

3

4
Zip Code 11

12

Error Message

You must enter a state
before continuing.

Enter an Email address to
continue

Email Address you typed
was invalid.

Email destination is
invalid.

Email address appears
incorrect. (must end in a
three-letter domain, or two
letter country)

Zip code must be numeric.

Zip code must be 5 digits.

To Correct

Select a valid state from drop
down list.

Enter an email address.
Enter a valid email address.

Enter a valid email address.

Enter a valid email address.

Enter in a 5-digit zip code
number.
Enter in a 5-digit zip code
number.
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