
HealthCare Partners  Claims Portal 
 

                                                                                                                           Claims Portal - © 2012 
 Solely For HealthCare Partners  

               i 
 

 
 
 
 
 
 
 

 

 
 
 
 

 
 

Claims Portal 
 

Updated: 1/25/13 
 
 
 
 

 
 
 
 
 
 
 
 
 



HealthCare Partners  Claims Portal 

Claims Portal - © 2012 
Solely For HealthCare Partners 

               ii 

 
 

Table of Contents 
Claims Online Portal Access ................................................................................................ 3 
Through PIP: ......................................................................................................................... 3 

Search Claims/Referrals ...................................................................................................... 5 
By Patient Name ................................................................................................................... 5 

Quick Search Claims/Referrals ............................................................................................. 6 

Advanced Search Claims/Referrals....................................................................................... 6 

By EDI Submission Number .................................................................................................. 7 

View Details/Summary ......................................................................................................... 7 
Viewing Referral/Claim Detail ................................................................................................ 8 

Viewing payment details ........................................................................................................ 9 

Printing Claims/Referral Detail .............................................................................................. 9 

EOB Lookup ....................................................................................................................... 10 
Download EOB .................................................................................................................... 10 

View Downloaded EOB ....................................................................................................... 10 

View EOB by Check Number .............................................................................................. 11 

Appeal Submission............................................................................................................. 12 
File an Appeal for a Single Claim ........................................................................................ 12 

File an Appeal for Multiple Claims ....................................................................................... 13 

Viewing Appeal History and Details .................................................................................... 14 

Viewing Appeal Summary ................................................................................................... 16 

Inquiry Feature ................................................................................................................... 17 
Submitting Inquiry on filed Claim ......................................................................................... 17 

Viewing Inquiry History ........................................................................................................ 19 

Submitting a Claim ............................................................................................................. 20 
Uploading a File .................................................................................................................. 20 

File Submission History ....................................................................................................... 21 

Viewing Pending Claims ...................................................................................................... 22 

Eligibility ............................................................................................................................. 25 
 



HealthCare Partners  Claims Portal 
 

                                                                                                                           Claims Portal - © 2012 
 Solely For HealthCare Partners  

               3 
 

 

 
 
 

Claims Online Portal Access 
 
Through Claims Online Portal: 

1. From the Claims Online Portal homepage, enter username and password; Click Go 
 

 

 

 

 

 

 

 

 

 

 

 

 

Through PIP: 

 
1. From the PIP home page select the Claims Online Portal link 

 
 
 
 
 
 

Enter 

username 

and 

password 



HealthCare Partners  Claims Portal 

                                                                                                                           Claims Portal - © 2012 
 Solely For HealthCare Partners  

               4 

 
2. You will be taken to the Claims Online Portal Page 

 
 
 
 

 
 
 
 
 
 
 
 
 

 
 

Enter 

username 

and 

password 
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Search Claims/Referrals 
 

To search for claims or referrals select the search link under quick links OR click search, on 
the top menu bar 
 

 

 

 

 

 

 

By Patient Name   

(Use this option. To search by patient name, health plan ID number, or Patient Account 
number) 

1. Select an option as appropriate 

2. Enter patient name and/or date of birth 
3. Required fields marked with asterisk (*) 
4. OR enter the patient's health plan I D number. Enter letters, numbers and dashes as 

appropriate 

5. OR enter the patient's account number. (Note: This option available only when 
searching for Claims) 

6. Click GO 

7. Search results will appear below 

8. Scroll down to view more 
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Quick Search Claims/Referrals  

(Select to search by Claim Number or Referral Number)  
 

1.  Enter the claim 
number for Claim 
number search;  
Click GO  

2. OR enter the GE/IDX 
Referral # or Referrals 
Portal Authorization #; 
Click GO 

3. Results will appear 
below 

 

 

 

 

 

 

 

 

 

 

Advanced Search Claims/Referrals  

(Select to search by Provider and Date of Service)  

 
1. Select an option to 

search (Claim or 
Referral)  

2. Required fields are 
marked with an 
asterisk (*) 

3. Select the Provider 
Information from 
the dropdown 

4. Select the Date(s) 
of Service and Appealed options  

5. Select the Claims Submission Date(s) and Claims Status option 

6. Click GO 

7. Results will appear below 
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By EDI Submission Number 

1. Enter the EDI 
Submission 
Number  

2. Required fields 
are marked with 
an asterisk (*) 

3. Click GO 
4. Search results will 

appear below 
 

Eligibility  

1. Enter Claim number  

2. Required fields are 
marked with an 
asterisk (*) 

3. Click GO 
4. Enter “reason for 

request”  
5. Click submit 
6. An email will be sent verifying request 
7. An email will be sent to confirm request submission 
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View Details/Summary 
 

Viewing Referral/Claim Detail 

 
1. To view claim or referral 

details click the 
claim/referral number 
from the search results list. 

2. The detail view window will 
display.  

 
 
 
 

Example shows 

search for claim 

detail 
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Viewing payment details 

1. Click the check number 
on the claim search results 
list to view payment detail 

 
 
 
 
 
 
 
 
 
 
 
Printing Claims/Referral Detail 

1. To print the detail, click 
on the print icon to 
generate a P D F file 

2. Select to open or save  
the generated file 

3. Click to print 
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EOB Lookup 
 

Download EOB 

1. To download E O B, select 
the items from the claims 
search results; click and 
mark the item(s) to select 

2. Click Download EOB button 

3. A popup message will 
appear saying an email will 
be sent when the E O B is 
available for download 

4. Click ok to close message 

 
 

 

 

 

 

 

 

 

 

View Downloaded EOB 

1. Select EOB 
lookup to view 
EOB download 
status 

2. The EOB PDF/ 
Excel file can be 
downloaded when 
status  is completed 

3. Click PDF or Excel 
to download file 

Download 

EOB button 
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View EOB by Check Number 

1. Enter the check number 

2. Click GO 

3. A popup message will 
appear saying an 
email will be sent 
when the EOB is 
available for download 

4. Click ok to close 
message 

5. Click PDF or Excel to 
download file 
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Appeal Submission 
 

File an Appeal for a Single Claim  

1. To file an appeal, select the 
appeals link 

 
 
 
 

2. For a single claim, 
enter the claim 
number to appeal  
 

3. Click GO 
 
 
 
 
 
 

4. (a) Enter the 
comments or 
explanation of the 
appeal; click submit 
to proceed 

AND/OR 

(b) Click browse to 
add any additional 
attachments and 
click the drop down 
box to select the document type; Click submit to proceed 

 

 

5. Submission confirmation window 
Click OK to proceed 

6. An email will be sent, to confirm 
filed appeal 
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File an Appeal for Multiple Claims 

1. Click to search for 
multiple claims 

 

 

 

 

 

 

2. Select the billing 
provider and rendering provider as appropriate  Note: Fields marked with asterisk 
(*) are 
mandatory 

3. Select the 
Date(s) of 
Service 
(mandatory) 
Date range 
should not 
exceed 7 days 

4. Select to search 
for appealed items or not (mandatory field) 

5. Select to filter results based on claim submission dates and status 

6. Click GO to proceed 

 

 

7. Mark items to 
appeal 

8. Click File 
Appeal button 
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9. Enter comments OR Mark to select  if comments are applicable to all listed claims 

 

 

10. Click submit 

11. Confirmation of submission will display Click OK to close 

 
Viewing Appeal History and Details 

1. Click History tab to view appeals history 

 

 

 

 

 

 

 

 

 

 

2. Select range of submission dates 

3. Select status type as appropriate 

4. Click GO 
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History 
Results will 
display 

 

5. Results will display below, to view detail, click the CSR ID of the item to view.  

 

 

 

 

 

 

 

 

 

 

 

6. Detail window will appear, Click to print detail view; Click to Close detail view 
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Viewing Appeal Summary 

1. From the results view or in the detail view, Click the claim number of the item 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Click on appeals summary tab; summary of appeal event will appear below 
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Inquiry Feature 
 

Submitting Inquiry on filed Claim 

1. A CSR ID assigned to filed appeals Use CSR ID to inquire about an appeal 

2. View CSR ID from appeals history list 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Or, from appeal detail view 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. To send an inquiry, select the inquiries link 
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5. Click the make inquiry tab 

 

 

 

 

 

 

 

 

 

6. Enter CSR ID; Click GO 

 

 

 

 
 
 
 

7. Enter inquiry comments 
 

 
 
 
 

 

 

 

 

 

 

 
 
 
 
 

8. Click Submit 
9. Confirmation will appear 
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Viewing Inquiry History 

1. Select Inquires from home screen 
 

 

 

 
 

 

2. Select submission date ranges and status; Click GO 
 

 

 

 

 

 

3. Results will appear  
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Submitting a Claim 
 
Uploading a File 

1. Click on the Claims Submission link from the top navigation menu 
 

 

 
 
 

 
2. Click Browse to locate the file to upload. Note: File format should follow the 

specified allowable format. 
  
 

 
 
 
 
 
 
 
 

 
3. Select the file  
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4. Click upload 

 
 
 
 
 
 
 
 
 
 
 
 

 
5. Click OK on the file submission notification display to confirm upload. Note: A link 

will be available to download the Acknowledgement of Receipt/ 997 EDI file. 
The link will also be available in the email confirmation. 

 
  

 
 
 
 
 
 
 
 
 
File Submission History 

1. Select File Submission 
History tab 

2. Enter date ranges 
3. Click GO 
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4. Results will appear 

 
 
 
 
 
 
 
 
 
 

Viewing Pending Claims 

1. Select Pending Tab 

 
 
 
 
 
 
 
 
 

2. Select claim submitter or ALL 

 
 
 
 
 
 
 

3. Click GO 
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4. Results will appear 

 

 
 
 
 
 
 
 
 
 
 
 

5. Submission summary will display number of pending claims 

 
 
 
 
 
 
 
 
 
 
 
 

6.  Pending claims will either be processed or rejected 
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7. Click on the number to view detail of claim 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

8. Results will display 
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Eligibility  
 

1. To verify Eligibility click the ‘Eligibility’ link on the home page 

 
2. Insert a claim number 

 

 
 
 
 
 
 

3. Insert any additional appropriate comments; Click Submit 
 
 
 
 
 
 
 
 
 
 
 
 

4. A email will be sent to confirm request submission 


