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Provider Portal - Submitting a Request

Attaching Providers

« After entering a diagnosis, the next step in entering a request is to attach providers. Click on
the blue ‘Attach Providers' tab.

* Note: You must add a Requesting and Servicing Provider. When submitting an Inpatient

request, the Requesting Provider Is the same as the Admitting Provider. Although there may be
other choices, you should only select a requesting and servicing provider.



Provider Portal - Submitting a Request

Attaching Providers

* In the attached providers screen, you must search by facility or practice name or NPl (NOT
individual provider name or NPI). Choose an option from the resulting dropdown and click the
blue ‘Search’. The results will appear to the right.



Provider Portal - Submitting a Request

Attaching Providers

« Choose the type of provider from the Provider Role dropdown menu. Only choose either Requesting or
Servicing as Provider Role.

Click the settings icon on the left of the provider
you wish to attach. Because you must enter at
least a Requesting and Servicing Provider,
Choose Multiple Attach.
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Attaching Providers

« Each Provider chosen in a "Multiple Attach” appears at the bottom of the screen while you continue
searching. If, before you click the green ‘Attach’ button, you want to remove a choice, you can
remove the provider you added by mistake by clicking on the delete icon to remove. ‘Once you are

satisfied with your choices, click the green attach button to add..
* Please note that the providers are NOT attached until you hit the green Attach button.
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Attaching Providers

« If you wish to remove a provider you added by mistake after you have attached them, click on
the delete icon. You will get a pop up asking you if you are sure you want to delete. Click ok to
delete

Provider Details D Name Location Role Network Phone Action
1000417 SALUD PARA LA GENTE 204 E BEACH ST : In Metwark 8317280222 @
WATSOMYVILLE, CA- 95076-4809
USA,

Phane: (831) 725-0222
Fac (831) 707-2777

1219265 MISSION GARDEMS FACILITY 1450 E 27TH ST — In Metwork @
MERCED, CA- 95340-3221
USA

Fax: (209) 290-3527
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