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CONNECT is Altura MSO's secure, HIPAA compliant web portal for
electronic transactions. You can use it to verify member eligibility, submit
authorizations, check claims, and view capitation reports.

In order to use Altura MSO CONNECT, your computer must be set up properly. You will need:

« JavaScript and pop-ups enabled on your browser

« Internet Explorer 11 or higher, Firefox 46 or higher, or Chrome 50 or higher
» Adobe Reader v. 9 or higher

To register as a new provider:

You must be a registered user in order to access Altura MSO CONNECT.

1.
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Click Register on the Home page and select PROVIDER.

Complete all of the required fields on the Registration Form.

Read and accept the HIPAA regulations and User Access Agreement at the bottom of the form.
Click the Submit button at the bottom of the form to complete the registration process.

On the next screen, click the button to print the form. Sign the form and FAX it to the number listed
on the page. Altura’s Web Portal team will contact you within 48 hours.

To log into your PROVIDER account:
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Go to https://connect.alturamso.com

On top page, click Login and select PROVIDER.
Enter your username and password.

Enter the CAPTCHA verification.

Click Login.
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As a registered user, you can change personal information such as your email, password and other
information associated with the account.

Creating a New User Account - as a Group Administrator:
1. Click on username on top right and select Manage Group.

PROVIDER Messages Directory Claims Referrals Reports
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Edit Profile

| Manage Group |

Welcome to the new PROVIDER! Please check the tutorials below.
ubm

1. Watch Auth S

2. Click here fo

ssion Tutorial

Log Out

2. Click + ADD NEW USER

3. Enter User Profile - First and last name, username, password, etc.
4. Select User Roles
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« Eligibility - Allows a user to check member eligibility.
« Authorization & Consult Submission - Allows user to submit new authorizations or consults.
« Authorization & Consult Search - Allows user to search for authorizations or consults.
« Claims - Allows user to search for claims.
« Capitation Reports - Allows user toaccess capitation reports.
« Admin - Gives administrator privileges to auser.
5. Assign Provider
+ Click = to assign a provider.
» Click | ar+ | to assign all providers.
e Click x to unassign provider from a user.
6. Click CREATE USER

NOTE: HIPAA regulations require you to change your passwords every 90 days. The system will alert you to change your password. Altura CONSULT allows
providers to coordinate the care of a patient through the online exchange and review of clinical data. Please contact your Provider Rep for more details.




Editing a User as an Administrator:
1. Click on username on top right and select Manage Group.
Under Group Users, select the user you want to edit.
Edit user profile, role, or assigned providers.
To inactivate a user, uncheck the Active checkbox.
Click SAVE CHANGES.
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Editing a User as an Administrator:
1. Click on username on top right and select Edit Profile.
2. Edit user profile, role, or assigned providers.
3. Click SAVE CHANGES.

Editing a User as an Administrator:
1. Click on username on top right and select Edit Profile.
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2. Edit user profile. Regular user cannot modify role or assigned providers.
3. Click SAVE CHANGES.

NOTE: A user's password or security answer and question cannot be edited by an admin. An administrator can initiate the reset password process
for a user, however, by clicking Reset Password.




Dashboard

The Dashboard will be the first screen a user sees once they login. It will display the following
types of messages:

« Maintenance - System outages due to maintenance or emergency fixes will always be displayed on top.
» Announcements - will be displayed beneath maintenance messages.
« Action items - Displays attestations, unfinished auths/consults, and unread inquiries.

Messages
Click Messages to view correspondence sent by you or any user in your group.

To search for a message:

1. Click the Messages tab on the top of the page
2. Click Search

3. Filter your search by inquiry type, IPA, and date. The inquiry types are Auth, Claim, Member,
Provider, and General. Change 1 from Just Me to My Group to display inquiries from other users
in your group.
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Messages Search X
To Inquiry Types IPA

Just Me v All v All v

Date From Date To

& 03/08/2017 & 06/07/2017 SEARCH




Directory

The directory will allow you to verify a member’s eligibility, search for providers, search for ICD/CPTs,
and view your most recent Member and Provider Not Found submitted inquiries.

To verify a member’'s eligibility:

1. Click the Directory tab on the top of the page.
2. Under Member Eligibility Search, search by the member’'s name, ID, or DOB.
3. Click SEARCH to display the results.

4. Click on the Action items on the right 4 to start a new authorization or @ @ to search for an
authorization/claim.

To search for a provider:

1. Click the Directory tab on the top of the page.
2. Under Provider Lookup, search by the provider's name, ID, City, or Specialty.
3. Click SEARCH to display theresults.
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To lookup an ICD or CPT:

1. Click the Directory tab on the top of the page.

2. Under ICD/CPT Reference, select the ICD or CPT radio button.
3. Enter the code or description.

4. Click SEARCH to display the results.

To view your Recently Submitted Provider or Member Not Found Inquiries:

1. Click the Directory tab on the top of the page.
2. Under Recently Submitted Inquiries, select the message you want toview.

NOTE: Click MEMBER NOT FOUND/PROVIDER NOT FOUND to send an inquiry about a missing member/provider. Click the provider name and
View Provider Details to display details or send an inquiry about the provider.




Claims
To search for a claim:

1. Click Claims tab on the top of the page.

2. Click the Search on the right side of the page to start a search.

3. Enter your search parameters and click SEARCH.

4. Click on the claim number to display details or send an inquiry about the claim.

PROVIDER Messages Directory Referrals Reports ©@ ® 2L DemoGroupAdmin w

Claims Search X
Group Providers Search By Date From Date To

DEMOIPA v Date v & 3/10/2017 i 6/8/2017
O Any Processed Unprocessed © Service Date Range Paid Date Range

SEARCH

y Date Y IPA Health PlI... Member Provider Prov Clai... Status Y - Billed Net
04/18/2017 ..0108 DEM... HEALTH NET.. Martinez, Ail... BLAKE MD, ... 50045 Pre-Audit 200.00 Pending
04/17/2017 0100 DEM... BLUECROSS.. PrietoVazqu.. BLAKE MD,.. 50025 Pre-Audit 300.00 Pending
IC laim Not Found nc:ur*_y'l

NOTE: Click Claim Not Found Inquiry to send an inquiry about a missing claim.




Referrals

The Referrals tab on the AltaMed CONNECT dashboard enables you to manage data and information
related to authorizations. You can submit new authorizations and search for existing authorizations.

To verify a member’s eligibility:

1. Click the Referrals tab on the top of the page.
2. Click the BEGIN NEW AUTH SUBMISSION to begin the Authorization wizard.

PROVIDER Messages Directory  Claims Reports © ® 2L DemoGroupAdmin

EGIN NEW AUTH SUBMISSION
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Recently Submitted Referrals Search
Date Y y Referral IPA Member ID Member Req Provider Auth Provider Created By Status Y
05/30/2017 AUTH...0001 DEM... 58K38N2D7  Kim, Javier Ahey, Ahey Blake, Donald Account, T... Requested
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1. Search for the member's information by entering Last Name or Full Name, Member ID, or DOB.
2. Click the SEARCH button. The system displays a list of members matching your search. If a red dot

appears next to member, it indicates that the member is not currently enrolled.

MEMBER PHYSICIAN DIAGNOSIS REFERRAL POS INFO DOCUMENTS SUBMIT
Member Search Group vider
All v SEARCH
3. Click the arrow to select a member. The system will proceed to the next step.
MEMBER PHRYSICIAN DIAGNOSIS REFERRAL POS INFO DOCUMENTS susMIT
Member Search Group Providers
kim| Al SEARCH
* Last Name First Name Member ID DOB PCP IPA HP Enrolled
E Kim Bever MOZLIIQTS 09/02/1957 BXDB, BXDB DEMOIPA HNM 01/2015 D

e Kim Javier 58K38N2D7 03/03/1948 OVAS, OVAS B DEMOIPA LACM D4/01/2012

NOTE: If you are unable to locate a member, click the Submit a member not found inquiry hyperlink. Complete the form and an inquiry will be sent

to the eligibility team to update the member status.



1. Select the referring physician from the list by clicking the green arrow beside their name.

.. 2 3 - 5 6 7 8

; d ."_‘:t;“ PHYSICIAN DIAGNOSIS REFERRAL POS NFO DOCUMENTS SUBMIT
Blake, Donald A Mccoy, Henry Strange, Doctor
20813 20A13553 20486

NOTE: The wizard will usually skip this step and automatically choose the member’s assigned Primary Care Physician (PCP). If the provider is not
automatically selected, please follow the instructions and choose the appropriate provider.
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1. Search for an ICD by code or description, then select the appropriate code.

v 3 - 6 7 8

Blake. Donald A
2693 E Washington EBl.., DIAGNOSIS REFERRAL P

Q
v

INFO DOCUMENTS sSuUsMIT

Exceeded max results. Please refine your search.

S40.812A $40.812S

ABRASION OF LEFT UPPER ARM, INITIAL E.. ABRASION OF LEFT UPPER ARM. SEQUELA

iAgNOoSis

S40.812D S40.811A

ABRASION OF LEFT UPPER ARM, SUBSEQ. ABRASION OF RIGHT UPPER ARM. INITIAL..

2. Search for the CPT by code or description.

X 8 3 4 6 7 8

Kim, Javier ake. Donald A
S8K33N2D7 Washington B.. DIAGNOSIS REFERRAL POS INFO DOCUMENTS SUBMIT
CPT Search [OEZIEIPIN  ABRASION OF LEFT UPPER ARM, INITIAL EN...
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NEW IC

00172 00102

ANESTH CLEFT PALATE REPAIR ANESTH REPAIR OF CLEFT LIP

33722 33572

CLOS OF AORTICO-LEFT VENTRICUL CORONARY ENDARTERCTOMY OF LEFT




3. Select the modifier and quantity.

4. Click ADD CPT CODE.

5. Continue to add CPTs to your current ICD or add a new ICD by clicking NEW ICD.

6. Click CONTINUE once you are done to proceed to the next step. N
Sew | ey | ek 4 5 6 7 8 ~
S8K38N2D7 2693 E Washingzon Bl... CPT 00172 REFERRAL POS INFO DOCUMENTS SUBMIT (D

I 00172 ANESTH CLEET PALATE REPAIR % ABRASION OF LEFT UPPER ARM, INITIAL EN... U
| None 25 E&M SERVICE BY PHY O.. w
26 PROF. COMPONENT 50 BILATERAL PROCEDURE SSASLER |
51 MULTIPLE PROCEDURES 59 DISTINCT PROCEDURAL U
80 ASSISTANT SURGEON Al PRINCIPAL PHYSICIAN O —
GP OP PT SERVICES LT LEFT SIDE Q
NU NEW EQUIPMENT RR RENTAL (DME) @
RT RIGHT SIDE TC TECHNICAL COMPONE 3
O

ADD CPT CODE

NOTE: Frequently used diagnosis codes may be added to your favorites list by selecting the star icon in CPT/ICD search. Click EDIT CODES to
delete or rearrange your selections.




1. Select the provider/facility you are referring the patient to. You can search by name, Provider ID,
city or specialty. If provider has more than one location select the circle in front of the address and
then click the arrow to complete provider selection.

v v - 5 6 7 8

Blake, Donald A ICD S40.8124
— 2693 E Washington Bl... CPT 00172 REFERRAL POS INFO DOCUMENTS SUBMIT

O

t NAME ID Ty FAMILY PRACTICE ~ SEARCH
qu_) £ Provider Provider ID All Specialties ~ Location Distance

q) Amog, Amog 10023 Family Practice 3208 Santa Anita Ave Ste 200, South El Monte, Ca 91733... 7.74mi
04

Bxdb, Bxdb A101548 Family Practice @2661 E Washington Blvd, Pasadena, Ca 911071412 0.04mi
I 3208 Santa Anita Ave #200, El Monte, Ca 917331360 7.73mi

ﬂ- Ekwe, Ekwe A A50855 Family Practice 4450 W Century Blvd, Inglewood, Ca 203041504 20.56mi

Q Fpxd, Fpxd M 20250 Family Practice 14135 Francisquito Ave Ste 106, Baldwin Park, Ca 91706... 10.31mi
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1. Select the Place Of Service or location where the requested service will be rendered.

41

Ambulance -
Land

50

Fed Qualified

Health Center

57

Inpatient
Psychiatric
Facility

65

Renal Disease
Treatment
Facility

v/

ke. Donald A
Washington Bl..

24

Ambulatory
surgery

Center

14

Group Home

60

Mass
Immunization
Center

31

Skilled
Nursing
Facility

ICD 540.8124 Blake, Donald A
CPT 00172 2693 E Washington Bl..

POS

6

INFO

25 61

Birthing Comp
Center Inpatient
Rehab

12 34

Home Hospice

15 32

Mobile Unit Nursing
Facility

20

Urgent Care
Facility

62

Comp
Outpatient

Rehab

49

Independent
Clinic

11

Office

7

DOCUMENTS

33

Custodial
Care Facility

81

Independent
Laboratory

22

Outpatient
Hospital

8

SUBMIT

23

Emergency
Room
Hospital

21

Inpatient
Hospital

Psych Facility
Partial

Hospital
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1. Select the type of referral and the type of services requested. Please include notes in the Notes

section.
v v v Y R 6 7 g
Type of R I
6 4 3
Retro Routine rgent withir
i i y Re |
58 BH 3 35 DT 76 12
nbulance Benavioral Consultation Certal Care Diagnostic Dialysis DME Purchase
Health [FL‘II':‘ Te -'I”..'
18 42 45 80 LT 1 PO
CME Rental Horme Health Hospice Immunizatio... Lang Term edical Prostehteic
, p _._-:I:... . Treatrment Orthit
RH AG Al 2 AL
T/CT/ST kille /bstance rgical ision
I ilizatior Mursing Care buse  Treavment — (Opl
< BACK COMNTINUIE

NOTE: You MUST select both Type of Referral and Service Provided by Referral. Justification is required for urgent requests. Please explain why
a routine request would seriously jeopardize the life or health of the member.




. Ensure to upload additional documentation for your authorization request. 7Ais is crucial for the timely process
of the authorization. This may be done by selecting UPLOAD, select document type and then locate necessary
documents. Compatible document formats include doc, docx, pdf, jpg, gif, bmp and tiff.

Once document is uploaded, you will see Doc type, file name and option to REMOVE file if needed.

. Documents may also be faxed to support your authorization request. A fax cover sheet will be
provided after you submit the authorization.

. Once all documents have been uploaded, click CONTINUE.

Kim, Javier 8lake. Donald A ICD 5408124 Blake. Donald A 24-Ambulatory Surg C.. | 4-Routine (S Bus Days)
S8K38N2D7 2693 E Washington Bl CPT 00172 2693 E Washington B 42-{42) Home Health DOCUMENTS susMmIT
FACESHEET) FCFMOTES
Chrysanthemum.jpg Desertjpe Hydrangeas.jpe

0301742021 414 PM 021742021 4:14 PR 0341 Ff2021 414 P

REMOYE REMOVE REMOYE

UFLOAD

< BACK CONTINUE]| >

NOTE: If you choose to FAX the medical records, you must use the FAX cover page on the authorization details page by clicking the Download Fax
Cover Sheet. This unique FAX cover page contains an important number linking the additional documents to the specific case. Do NOT substitute
this unique cover page with another or your authorization may not be processed.




All information inputted in Steps 1-7 may be reviewed at this step.

1. Corrections may be made by clicking any of the EDIT buttons or the corresponding step on the
navigation bar.
2. Once completed, click CONTINUE to return to Step 8.

3. When a review is completed, check the [ agree with Authorization Submission Terms and
Conditions box and click FINISH to submit the authorization request.

@ =m——
v Vv Vv v v v v 8
Kim, Javier Blake, Donald A ICD S40.812A Blake, Donald A 24-Ambulatory Surg C.. | 4-Routine (S Bus Days) 1 Doc
S8K38N2D7 2693 E Washingzon Bl... CPT 00172 2693 E Washington Bl... 42-(42) Home Health Attached suBMIT
Q Please review the following information carefully before submitting your referral
m Member Kim, Javier OVAS, OVAS B LACM DEMOIPA
58K38N2D7 03/03/1948 04/01/2012
w Referred  Bake, donald a Physical Medicine And ... Referred | pjake, donald a Physical Medicine And ...
From To
2693 E Washington Blvd, Pasadena, Ca 911071412 2693 E Washington Blvd, Pasadena, Ca 911071412
Q Diagnosis
Codes ICD S40.812A o ~
m QOCS ABRASION OF LE.. CPT00172 ANESTH CLE.. None 1
Place of =
V) = 24 4 42

Service

Ambulatory Routine (5 Bus (42) Home
Surgery Center Days) Health
Attached
Files
User handb...| 2.pdf
06/08/2017 5:58 PM
REMOVE

¥| | agree with Authorization Submission Terms and Conditions




Upon submission, you will receive the following notification. Click View Auth Details to view the
details of the authorization. Click Download Fax Cover Sheet to download a fax cover sheet if you
choose to fax in medical records. You can also find a link to the fax cover sheet on the authorization
details page. Your submitted authorization request will be displayed under Recently Submitted
Referrals.

J Your Auth for Javier Kim has now been REQUESTED
This request is Routine (5 Bus Days) and will be processed in 5 business days

or up to 14 days for Medicare

View Auth Details Download Fax Cover Sheet

1)

BEGIN NEW AUTH SUBMISSION
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Recently Submitted Referrals Search
Date Y + Referral IPA Member ID Member Req Provider Auth Provider Created By Status Y
06/08/2017 AUTH...0016 DEM... 58K38N2D7 Kim, Javier Blake, Donald A Blake, Donald Account, T... Requested
06/08/2017 DEM... 7LHNBO4EH Lee, Francisco Anwa, Anwa A Blake, Donald Other New
06/08/2017 AUTH...0014 DEM... 7LHNBO4EH Lee, Francisco Anwa, Anwa A Blake, Donald Other Requested

NOTE: Recently Submitted Referrals section displays the 20 most recent authorization requests sorted by date.
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To search for an authorization:

1. Click the Referrals tab on the top of the page.
2. Enter your search parameters and select IPA/Region when applicable
3. Click SEARCH.

Recently Submitted Referrals

Date Y + Referral IPA Member ID Member Req Provider Auth Provider Created By Status Y
06/08/2017 AUTH...0016 DEM... 58K38N2D7 Kim, Javier Blake, Donald A Blake, Donald Account, T... Requested
06/08/2017 DEM... 7LHN80D4EH Lee, Francisco Anwa, Anwa A Blake, Donald Other New
06/08/2017 AUTH...0014 DEM... 7LHN80D4EH Lese, Francisco Anwa, Anwa A Blake, Donald Other Requested

PROVIDER Messages Directory Claims Reports © ® 2 DemoGroupAdmin ¥

BEGIN NEW AUTH SUBMISSION
Recently Submitted Referrals Simple [Advanced
Group Providers Search By Date From Date To
DEMOIPA v Date s E 37/11/2017

QO Any Processed Pending

NOTE: Click Auth Not Found Inquiry at the bottom right to send an inquiry about a missing authorization. Repeat steps 1 and 2 and click Advanced
to conduct an authorization search with additional parameters.



4. Click on the authorization number to display details or submit an inquiry about the authorization

$7 PRCOVIDER Clrectory Claims

Requested 017292021 0172972021 Routine 11-Office
Kim, Michelle 12345 0371271980 F 40.89
‘ a) Click on Short Printable Version to
Deme Healthplan DEMO .
print copy
p—— ¢ A Gz b) Options to cancel or submit referrals
modifications are found in Auth
sSee an if;JC‘LJ"'.[l""I referral or JOMIC 3 .’.’":"'fxl'.':"l'l"',l;"l .
Details screen.

¢) Uploaded documents can be found

: . diliean in Files section. Document type and
KD DS Acquired Hemeiytic A file name are displayed.
CPT 99213 9 d) Upload additional documents if
A A A needed by clicking on UPLOAD
eferral Notes e) Submit inquiry by entering Subject
Demonsmin..  Indication For Referral: e Imm'ml Ipcmoml line, Message and click on SUBMIT.

ahidhdlahd 2021 41 _}., 0211 2/2021 412 P¥A 0341 712021 214 DI

Manage all inquiries in Messages
tab

Lee, Mark 34567 A
<P[CNOT[S
817 valley Blvd Los Angeles, Ca 90037

lember’'s Primary Care Phys in +SHOW MCRE

SMITH, JOHN 123456




To access your capitation and member enroliment reports:
1. Click on the Reports tab on the top of the page.
2. Select the IPA/provider you want the report to be run for.
3. Select the type of report.
4. Click CREATE REPORT.

PROVIDER Messages Directory  Claims Referrals © ® 2 DemoGroupAdmin

Capitation Reports Enroliment Reports
DEMO - MIKE SMITH MD v DEMOIPA v
Capitation Summary Report v Enroliment Report by Health Plan 4

CREATE REPORT CREATE REPORT



1. Click & to view Announcements, Contacts, Provider Resources, and Tutorials.

« ANNOUNCEMENTS - Click to view all announcements including items you've hidden on the
dashboard.

« CONTACT US - Click to view phone numbers for various departments at AltaMed. You can
also submit a general inquiry or an inquiry about a missing authorization, claim, member, or
provider.

« PROVIDER RESOURCES - Click to view helpful guides and forms to help providers manage
healthcare.

« TUTORIALS - Click to view tutorials on PROVIDER.
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