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Executive Summary 
 

This document summarizes the requirements and instructions for proper operation of the Provider 
Portal. The Benefit Recovery Provider Portal was created to provide healthcare providers a way to 
communicate with the state of Pennsylvania regarding disputes involving patient insurance, 
coordination of benefits, and/or overpayments made by the state to providers. It is suggested that 
users access the Provider Portal using Chrome. 
 

 
 
  



Benefit Recovery                                                   Provider Portal Operations Manual

   August 2021 

 
 

   

Confidential  Page 4 of 19

  

FOR OFFICIAL USE ONLY 

Do Not Disclose to Third Parties 

Table of Contents 

Contents 
1 Access .............................................................................................................................................................. 5 

2 First Time Login ............................................................................................................................................... 7 

3 Editing User Info .............................................................................................................................................. 8 

4 Working Claims ............................................................................................................................................... 9 

5 Linking Provider Accounts ............................................................................................................................. 14 

 

 
  



Benefit Recovery                                                   Provider Portal Operations Manual

   August 2021 

 
 

   

Confidential  Page 5 of 19

  

FOR OFFICIAL USE ONLY 

Do Not Disclose to Third Parties 

Provider Portal Operations Manual  

1 Access 
 

Providers would receive a letter with login instructions if they provided services to a patient who 

had other primary coverage, but the State of Pennsylvania paid the provider as the primary payer. 

The letter will detail how to login for the first time with a temporary username/password.  

Example of letter:  
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2 First Time Login 
 

After logging in for the first time with credentials provided in the letter, users will be prompted to 

enter their email address and create a new password:  
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After entering the required fields, click Create.  

This will create the user’s account and redirect the user to the Claims Screen.  

 

3 Editing User Info 
 

From the Menu Bar, click Users: 

 

The Users screen will be displayed; in the grid, click Edit:  
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The User Detail pop up will open:  

 

Enter the Email Address, First Name, and Last Name for the user. Once completed, click Submit.  

Users can also update their password from this screen and opt-in for email updates.  

 

4 Working Claims 
 

To access outstanding claims that require correspondence, click Claims from the menu bar:  

 

The user will be redirected to the Claims screen: 
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Click Edit for the record to be updated:  
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This will open the Claim pop up for the individual record. In the Claim Detail tab, users can see 

specific data related to the individual record:  

 

All unworked records will be in ‘New’ Status.  

To add comments to a record, click the Comments tab:  
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In the Comments tab, enter a comment in the New Comment field then click Add Comment to add 

the information to the record:  

 

To add and/or view attachments/documents for an individual record, click the Documents tab:  

 

To view an existing attachment, click on the file name, in the Doc File Name column, to download 

the attachment.  

To add a new attachment, drag the file and drop it to the area that states Drop file here or click 

Select file:  
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If Select file is clicked, be sure to click Yes and/or OK if prompted to allow access to files. Once the 

file is selected, click Open from the Windows Explorer screen. If the file was dragged/dropped to 

the screen, or uploaded through the Select File button, the attachment will display in the screen. 

Click the Up Arrow to upload the file to the record. Click the X to cancel the upload:   

 

NOTE: If the up arrow is not clicked once a document is selected, it will not attach to the individual 

record.  
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Once a record has a comment and/or document attached, the system will automatically update 

the status to ‘Waiting for Response:’  

 

The ‘Waiting for Response’ status will prompt a representative from the state to review the 

submitted information to determine if the data is sufficient to justify the original claim processing 

or if a recoupment will occur on the account. 

 

5 Linking Provider Accounts  
 
In some cases, a provider may receive multiple logins for different billing locations/providers that 

are managed by one central billing office/location. If a provider has more than one login, they can 

now associate their other logins to one main (parent) login.  

First, the user must determine which account they want to use as the parent login. When logging 

into this account, users will see data for all logins (child) linked to the main login (parent).  

1. Log into the Provider Portal with the parent login credentials. 

2. Click Hello PROVIDER NAME 

 

3. Click the Request NPI link hyperlink 
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4. In the Request NPI Link screen, enter the NPI Login for the site to be linked (child) to the 

parent and click Request. 

 
5. The screen will refresh, and you will see a confirmation that the request was submitted.  
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6. Log out of the parent login 

7. Log back into the portal using the child login that will be linked to the parent 

8. Click on Hello PROVIDER NAME 

9. Click Review Link Request  

10. Click Approve 
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11. The screen will refresh, and a confirmation will be displayed 
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12. Log out of the child login 

13. Log back into the portal with the parent login. User should now see records for both the 

parent and the child logins.  

14. This can be repeated for each additional child log in that should be linked to the parent. 
  



Benefit Recovery                                                   Provider Portal Operations Manual

   August 2021 

 
 

   

Confidential  Page 19 of 19

  

FOR OFFICIAL USE ONLY 

Do Not Disclose to Third Parties 

Final Page 
This page has intentionally been left blank. 


