Thank you for contacting us.
To register with Payspan follow these steps:

Go to www.Payspanhealth.com.

Select the Register button.

Enter the Registration Code and click submit

Enter your Provider Identification Number (PIN)

Enter your Tax Identification Number (TIN).

Enter and National Provider Identifier (NPI) *Select Atypical Service Provider if the NPI
is not known.

¢ Select Start Registration.

Personal Info

Please provide us with your full name, email address, phone number and job title.

* Designate a user name of your own, or just use your email address.

+ Create a unique password of at least 8 characters and include one capital letter, one lower
case letter and a number

* Select a challenge question, enter your answer and click the Next button to continue.
Account Set up

* Designate the account you wish to have funds deposited to and click the Next button to
continue.

Note: Providers typically use the Account Name to specify the payee designation. Each payee
will have a separate registration code and can therefore have a separate receiving account
established. The same routing and account number can be used for multiple receiving
accounts.

» Enter the routing number and account number in the specified fields. (uncheck the
Enable EFT box if you do not want to register for EFT)

Verify Your Info

« Verify your information, check the box to agree to the Services Agreement and click
Confirm.

o Select the Back button to make any corrections.

e Read the Service Agreement then check the terms and conditions box if in agreement.
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Pending Account Notification

* You will receive an email from Payspan upon completing registration.

* If you registered for EFT, in a few days you will need to verify with your bank that a
minimal deposit has been made by Payspan (less than $1.00).

 This deposit amount will be used to confirm your electronic payments are set up
appropriately through Payspan® Health and your bank. You will see this confirmation
page the next time you login to www.Payspanhealth.com using your User Id (your email
address) and your password. The deposit does not need to be returned to Payspan.

If you have any questions about the registration process or the website, please contact our
Provider Support Team by dialing 1-877-331-7154, Option 1. Provider Services Specialists are
available to assist Monday through Friday from 8am to 8pm, Eastern Time.
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EMPOWERING THE HEALTHCARE ECONOMY '

PENDING ACCOUNT NOTIFICATION EMAIL

From: demol.donotreply@payspan.com [mailto:demo1.donotreply@payspan.com]
Sent: Thursday, October 09, 2014 12:31 PM

To: Gigi Thorakos

Subject: Welcome to PaySpan Health!

Congratulations, you have successfully registered to receive payments/remittance advices via
PaySpan!

If you elected to receive payments via electronic funds transfer (EFT ), additional steps are
required to complete the activation of your account. Within a few business days an electronic
payment of less than one dollar will be generated by PaySpan Inc. and delivered to the bank
account specified during registration.

» Please obtain the deposit amount from your bank account, log in to your PaySpan
account and enter the amount deposited by PaySpan.

« If the amount entered matches our payment records, your account will activate. If the
amount entered does not match, contact Provider Services as indicated below.

e Please note: You do not need to return or re-pay this activation deposit amount.

If you elected not to register for EFT payments, your PaySpan account is activated and ready for
online viewing of NON-EFT Payments. Keep in mind you can still activate to receive EFT
payments at any time. The advantages of receiving EFT payments include:

+ Improve cash flow - Electronic payments can mean faster payments, leading to
improvements in cash flow.

» Maintain control over bank accounts - You maintain total control over the destination of
claim payment funds. Multiple practices and accounts are supported.

Thank you for using PaySpan.
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EMPOWERING THE HEALTHCARE ECONOMY '™

NEW PAYMENT NOTIFICATION EMAIL

From: donotreply@payspan.com [mailto:donotreply@payspan.com]
Sent: Frday, September 20, 2013 3:09 PM

To: Payee

Subject: Payment Notification

PAYMENT NOTIFICATION

Pavment from Payer Name
Payment to: Payee Nawe
Payment Method. ACH

ACH: Automated Clearing House, often called EFT or electronic funds transfer.

Effective Date- 1212112012
Payvment Number. 1001111001
Amount: £35.06

To view remittance details, foliow these simple steps:

Click the following link to log in to vour PaySpan account: htips... www pavspanhealth.com
Once logged in, select the Your Payments panel.
Under New Pavments, click the number in the Payment Count column.

From the list of pavments, click the View option 1o open the remittance.

W R b

If there are uo new pavments listed on the Your Pavments screen, they may have been confirmed. To access confirned payments, follow the steps below:

1. Fromike Your Pavments screen, § the Pavments option from the Research menu located on the left side of the screen.
2 Enter vour search criteria and click Search.

3. From the list of pavments, click the View option to open the remittance.

If you need further assistance, we can be reached by dialing 1-877-331-T154 option 1 We are svailable to assist 8am to 8pm, Eastem Time, Monday through
Friday
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How to Change Bank Account Information
Providers will need to change the bank account information in Payspan from time to time.
e Loginto Payspan

o Click Your Payments
¢ Click Accounts in the Manage Panel
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¢ Adding a new account, the user should click the Add New Account button
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The user should enter a new Account Name (Must be different from prior use)
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The Account Description field is optional

pay
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How to Reassign Registration Codes

Once the user has created a new receiving account, the registration codes must be moved to the
new account so the funds will start flowing to the new account.

The user should log into their account, click Your Payments and then click Reg Codes under the
Manage Panel.

Manage Reg Codes screen will display

Q Manage Reg Codes
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To move a registration code to a new receiving account, the user should click the check-boxes
on the left and then click “Assign Account.”

To go back to the providers payment preference before enrolling with Payspan, they may check
the check-boxes on the left and click “De-Activate.”
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If this is done in error or the provider wishes to re-enroll, they may click “Activate” after checking
the appropriate check-boxes.

Q. Manage Reg Codes
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The Manage Reg Codes screen also offers the ability to search registration codes by the criteria
shown below.
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Payspan Provider Portal Navigation

Locating a Payment and Viewing the Explanation of Payment (EOP)

* Navigate to www.payspanhealth.com and log in with your username and password

pay * Empowerng the healthcare economy®

Thank you for being a loyal payspan customer.
With an evolving healthcare economy comes new changes and

concerns for provider organizations. Payspan is ready with
innovative provider solutions for the challenges your practice Is

facing.

Username

Password

“ e e S S e

Ecnmtyour Urerapre or Pativord?
bedrrorphaizt
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pays .

e (Click Your Payments

FAST FUNDING
Patent Remburseme ﬂ r— ¢ ¢ &E
Pavers who pad S L < $10,000 - $2 50,000

Amount recengd m Your Paymaents Pending Payments Payment Invhations Provider Prolide Flnancmg _tO Grow
Tha premior Hoamears Racosct your clare SGUD fof aNectronic Limage pracice v Your Practica
Pyt Exchangs. paymacts dly PIYMENTS §O0 BOW PHITE Plrret preforencas and
S Get Started

Nouces and Alerts m

Communicatot
Pyer lo Proviasr
Cormmmcator PROVIDERW R
CAPITAL
-
Enhancements. @ &
Denial Detector Output 4010
Dedact, and manage yor Oripad 5010 Hey w €010
deriplsy in one placs famast

¢ Click on a Payment under the “Your Latest Payments” section

LRI

ComahiGonter . Ade bl aq OV

W erscct L T n
(=T
Payrans

Your Latest Payments
Crpeann N I PATTILSBUNE G PORMY regiied bra 10 Arer 3 BRI OF O DUyt by el e s, ik o 1 p R
Repormy i

Rt civing Accours Feeara A, L

N . — s —
Accogrts
Reg Kot
e £33

Confidential 2017 © Payspan, Inc. | May not be distributed or reproduced without express permission.

All rights reserved Page 2




d :

e Hover over “View"” and click an “View Details” to view your ECOP

@J Research Payments

Search Payments:
Payment Number: Paymunt Amount: Payment Status:
All
Transaction Type: Paymant Date: Receiving Account:
All " ™ Cross-Actount Reporting
Paywss:
Salect oplians
[0 o0
H 4 Fapge't ofi
Payment Amount Line of Business
M $74200 Paymeni Status
Haw
raniachon type PFayment Date
View Detalls ACH 92072017
Document $latus
Disbursed

e You can download and print the EOP or save as a PDF to your computer for future reference
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Below is an example of an EOP you may view on the Payspan portal

Page 1 - Cover Page

Fabrikam Insurance Congpany
125 Mo Road OCH
S gD 12345
Date: 092072017
Reference #:000000 .
Check Amount: $974 47 .
ABC Comparry
300 Main Street
VALDOSTA, GA 31601
: # Compay
&Fﬁg‘f" CHECK NO.: 000000
Somecury. MD 12345 ISSUE DATE:09/20/2017
_ AMOUNT
PavACH PAYMENT $974 47
TO THE ABC Compan
ORDER OF Y ( : O P X — Zlon Hegolialle
BRANCH BANEDNG & TELST
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Page 2 - Details on the Payment

NPL 227222322
TIN: 12456789
Paysr PIN: FIN12345

Total number of claims; &

FABRIKAM INSURANCE COMPANY

Payment Date;

225 MAIN ROAD
B8iG BUILDING
SOMECITY, MD 12345

PAYMENT REPORT
on2nm?

Payment Number: 000123456789
Payer Provider:  CONTOSO HEALTHCARE SYSTEMS

Contact Information
1-800.555-1212

help@providerservices. com

Paymant:  S9T4 47
Payment Type:  Chedk

225 MAIN ROAD SOMECTFY FL. 12345

Claim
3 Provider clalm numbar;  ZZETHIT
Payer ciaim nymber; Sesvice provider: Service provider dentifier:
Date of Claim Claim Bltled ‘Alicered Claim Other:COB Contactual Paid
Status Amd Patient Retp olher
1 77200 000 000 [T 000 160.00
Claim
Patient Name: HELGAALEXIS Patert 3 SIONII Provider claim numbar: TVHITIT
Service provider: Service provider identifier:
[ Bibed Al Claim Contractual Poid
Amt Patient Resp aother
1 LT LX) (7] 000 (1] (¥
Claim
Patiend Name: JAKE DIAZ Patlent ID: SILTIT Provider Chim fumber;
Sorvica provider: Service provider identiSer:
[ Diotw of Claim Ciaim Bided Aliowed [<= Contracival Poid
Status Aml Patient Resp othes
1 ¢TI0 0.00 E Rl (X3 000 75007
Ctairny
3 Patient ID: Ovider Clelm nomber: 333333333
Paysr clsim number:  (IT204BIZITE00 Service provider: Service provider Kientiser:
Dala of Claim Clam Bilked Aflowsd Clais Other’COB Contractual Paid
Sistus At Patient Retp olher
¥ 20400 C00 3000 000 000 12000
Clain
[~ Pathert Rame: MARA KNG Fatieod &7, 00000E309 Trovider Claim pomber: THTITT
Dats of Claim Claim Bilied Aliowed Ciokm Other’COB Contractusl Paid
Status Amu Patient Resp other
2 27200 0.00 0.00 0.00 0.00 ATA8
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Creating a new Payspan Receiving Account

e Navigate from the Home Page > Your Payments > Manage > Accounts

pay‘ | )¢ ” ‘o

# Home > Your Payments

O

Claims
Payments
Your Latest Payments
Capitation . )
Select the payment count or posting report link t
Reports

Receiving Account

E
1

.

Accounts

Reg Codes

Manage 835

T 2
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¢ In the upper right hand corner, click on “+ Add New Account”

Q Manage Accounts

Search Accounts:

I po

a4 Pl @t oo

..... - [T esien e

5 Compyey e aai L

* Complete highlighted fields then click Save

payspan.

# Home > Your Payments

@j Create New Account

About Account Settings...

You can update yout receving account details and Electronic Maitbox options can be managed on this page. Check the Confimn Delkveted Payments
checkbox if payments should be canfirmed when defivered {o your electronic maibox! Enveloping format ks also managad here

Esapaarg B 1 TS

For additonal secunly you may add an gccount access code to your account Onca you treale an account access code, tha code mus! be enterad whenaver

there is an attemp! to make changes 1o your gccount

You must create your recaiving account before you can manage your mafbox of delivery settings. After you hava set up your account, the additional actions

wii be avaliable to you.
Account Name: Enghie EFT: ¥
I ] Type of A at Fi
Account Description: Business Checking v
Fil ial Institution Routing Number:
Providers A t Humber with Fi ial
Institution:

Conlirm Provider's Account Humber with
Financial natitution:

Confum Delivered Payments
Enveloping Format: [7]

(e
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Assign Account

e Navigate from the Home Page > Your Payments
e Click Assign Accounts

Ty
]
L e e et 1 By ‘|
TP Wt 10l
anaEh - -
= - e
=
PR ] b 1+ 4 g8
e Select Receiving Account from the drop down menu
e (Click Save
Assign Account ®
Change Reg Code Account

Assign the selecled Reg Codes 1o a diflerent receiving account by choosing the desited accouni below,

Viewing Payment Data

Access 1o view remittance detals enine i3 avaiable the day afler you complels registration and your account
Is activated (no longer in Pendng status).

Receiving Account: Provider:
Selec Account « |

Mame:

ABC Company
Rag Codas By Payer: Address:
ValueOptions, Inc. (MA - Massachusetls Behavioral Health Plan) 300 Main St
VatueGptions. Inc. (MAPS - Maryland Public Health System) City:
VatueOptions, Inc. (QTHER - Commercial, Medicare. Medicaid, Vadosta
Military, Combo of Commercial and Medicare together)
ValueOptions,... w
mors

= BITHITEC - (Assigned to. ABC Company)
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Add New Registration Code

* Navigate from the Home Page > Your Payments
e Click “add new reg code”

pay

B rane Yol Fayrae Crot QARCCompany s Adms  Hap Lop OUf

Erger {Lpimn o Payment Numbes ﬂ

Your Latest Payments \
Setecl the pyrent CoUNt of POIUT HGONT Bnk 1o e & 8 L3t ng of Sew payments by recenseg account ”E’-".““
Receiving Atcount Papmanis. o Actisana -

43 of Sy by o e SUEIUCLL Pt bate et emad WP e BRTESTS TR 2 iy ol B4 et Fiea

iggsei

s Complete the highlighted fields
* |fyou do not know your National Provider Identifier (NPi), you may check the box next to
“Atypicai Service Provider” in order to move forward

e (Click Start Registration

pay=par.

#Home -~ Your Paymenls

(@] Add Registration Code
Verify RegCode Account Info

Verify Your RegCode
RegCode & Enter your Provider Identificalion Number (PIN}, Tax (dentification
1TRL7G18 Number {TIN) and National Provider Idenbfier

= An Atypical Service Provider is ona thal does not furnish hea'thcare
services Examples are laxi drvers, auto mechanics and carpenters

* Support

Provider dentification Number (PIN}
1234

Provider Federal Tax Identification Number (TIH) or Employ
ldentification Numbet (EIN)

23 | . 4567891

National Provider Identifier (NP1)
1234567891

Atypical Service Provider

Start Registration ‘,——_—n

Copyright €2000-2017 PaySpan, inc Al Rights Reserved. | Privacy Notice | Terms & Conddions | Chat Otfline | Service Aoreement
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® Select Receiving Account from the drop down menu
* Check box to agree to the Services Agreement
o Click Confirm

payspan.

® Home > Your Payments

(@, Add Registration Code
@Venfy RegCode Account Info

Select an Account

Provider Name: Jans Doe Compary
Proviges Tax Kientification Mumber: 34-5678912

Nationat Provider loentifier:
[Exlsung Recelving Accauntis): Registration code:

!.t'_‘—BC Company ] 1TRL7G18
*List is Emeied o EFT ensbled accounts only lof ths RegCoce Payer:

Lt Create New Receiving Account VaweOptions, Inc. (MA - Massachusetts Behavioral Health...

Request Paper Remitlance

= Viewing Payment Data

ACCRSS 10 view reminanca detais onkne Is avadadse the day ater you
COMplata reprsirabon and yout Socount is activaled (no londel in Pending
sialus)

Esectronic Signature of Person sumw?éu

¥4 ) agres to the Terviess Agresmenl
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Create New User

¢ From Home Page, hover over “Admin” and click on Manage Users

EMPOWERING THE HEALTHCARE ECONOMY™

harry@plcdemo com | |Admin| Help Log DL!

- Manage Users b
/ Manage Acces;
Activity Log

Subscriptions

® In the upper right hand corner, click _“+ Add New User”

EMPOWERING THE HEALTHCARE ECONOMY™

harry@picdemo.com Admin  Help Log Qut
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*  New users must be added by an Administrator

s Complete the highlighted fields

e Under “Security Tokens”

o Grant access to the appropriate Apps, Accounts, Features, and Reports by checking the

boxes located on the right hand side of the screen

o Anemail will be sent to the new user so that they can create a password to log in

o Click Save

& Home = Admin

Create User

I3 Active: #

Usemame:

Fuall Mame:

Phone Mumber:

Email Address:

Confim Email Addresa:

Email Address 2:

Confirn Email Address 2:

Security Tokens:

Setect All
o PaySpan Heallh App
o, Communicator App
#: Dan:al Detector App
* Account
* Feature
* Repont

__—-rw-
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