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I.

Getting Started

First time users must register to create an account. Returning users may log in using their credentials.
To register, click the “Get started now” link under the “Not Registered?” section of the homepage, as shown
below.
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Once you select to register, you will see this page, where you are prompted to enter your information.

1.
2.
3.
4.
5.

Enter only your:
1. First name
2. Birth date
3. Member ID as shown on your insurance card (excluding any letters; for example, if your member card
says XOH123456789 you should only enter 123456789)
4. The email address you wish to use for logging into this account in the future
5. Password, and retype the same password again in the Confirm Password field. Passwords must
contain at least 8 characters (letters, numbers, and symbols are accepted). Passwords are casesensitive.
Once you fill in the appropriate information, click “Register”.
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You must have a valid email address to create an account. An account activation link will be sent to your
email. If you forget your password, the reset link would be sent to this email address. If you entered the wrong
email address, please contact us at: qcportal@psychealthltd.com .
Once your information has been processed, you will receive a confirmation:

To activate your account, log in to the email you used during registration and click the link. Your email
confirmation will look like the following:

If you do not receive a confirmation email please check your spam folders.
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Click the “Click here” link as seen on the “Registration Confirmation” screen. You will be redirected to the
home screen.
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II.

Logging In

Now that your account is activated, you may log in. Enter the email address and password you selected
during registration to log in.

Once logged in, you will be on your portal home page. From here, you can check your claims,
referrals, search for a doctor or search for search a facility.
If you are unable to log in, please contact us at qcportal@psychealthltd.com.
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III. Using the “Find a Doctor” Search

Click on “Search”

Click on “Search” buttons to be taken to the search screens. You can also select “Find a Doctor” from the
menu bar.
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Enter Search Criteria; you can enter any search criteria, it is not necessary to complete all fields:
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Here is an example of the results page:
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When you click on a provider name you will receive a pop up with more details:

“Verify Certification” link goes to ABPN certification
website where the provider can be searched and
certification data viewed.
https://application.abpn.com/verifycert/verifycert.asp

The “Hospitals” section shows the provider’s
affiliated hospitals/facilities.
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IV. Using the “Find a Facility” Search
Navigate to the facility search section:

Click on “Search”
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The “Find a Facility” search page looks like this:

You may enter any amount of criteria, all fields do not need to be completed. The search results will display
the same way as the Provider search:
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Likewise, clicking on a facility name will provide a pop up:
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Click to view accreditations on
external website (JCAHO, CARF)

Accreditation Websites:
JCAHO: http://www.qualitycheck.org/consumer/searchQCR.aspx
CARF: http://www.carf.org/providerSearch.aspx
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V.

My Claims

You can view your claims under the “My Recent Claims” section. From the homescreen after logon, your most
recent claims will be displayed. You may see all of your claims by clicking the “More” link under the last visible
claim, or by clicking on “My Claims” in the page menu bar.
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Clicking on any claim row will open that claim and display more details:
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VI.

Referrals

In this section of the member portal, you will be able to view any active referrals:

Additionally, you may use the “Request Referral” link in the submenu of Referrals to request a referral using a
form rather than calling your primary physician’s office and thereby save some time.
First, you will be prompted to search for the provider from whom you’d like to request a referral:
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The results will be displayed as such:

Once you select a provider by clicking on their name, a pop-up will display provider details and a link to
request the referral will appear in the bottom left corner as follows:
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Once you click the green “Request Referral” button, you will be directed to another page where you can enter
your availability, reasons for the visit, and any other comments:
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After you hit “Submit Referral Request” you will receive an on-screen confirmation that the request is
submitted:

All referrals will then appear in the “My Referrals” subsection:
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VII. Password Reset
If you have forgotten your password, you can reset it. First click the “Forgot Password?” link as seen below
the login fields:

The next screen will prompt you to enter the email address that you used during account registration; the
same email address you log in with:

Then click the “Reset Password” button and this screen will then come up:

21

You should get an email within a few minutes that looks like this:

Click on the link; it will take you to the “Change Password” page, where you can enter a new, 8-character
password:

After you click the “Change Password” button you will be taken to the home page:
You can now log in with your email and new password.
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VIII. Glossary
Provider Name
This information is self-reported on the credentialing and recredentialing application and is verified
through Credential Smart by matching the Social Security Number to the provider’s name. This information
is updated every 1-3 years depending on the credentialing cycle. If this information changes in the
meantime, the provider will again self-report and updates are made in our system.
Gender and Language
This information is self-reported by the provider and is not verified by PsycHealth Ltd., the provider reports
this information during the credentialing and recredentialing process on a credentialing application. This
information is updated every 1-3 years depending on the credentialing cycle. If this information changes in
the meantime, the provider will again self-report and updates will be made in our system.
Provider Type
This information is assigned by Psychealth Ltd. depending on whether or not the provider is a Primary Care
Physician, a Specialist or an Ancillary. The credentialing department makes these assignments during the
credentialing and recredentialing process. This information is updated every 1-3 years depending on the
credentialing cycle. If this information changes in the meantime, the provider will again self-report and
updates will be made in our system.
Specialty
This information is self-reported by the provider and is verified by PsycHealth Ltd. through verification of
the residency training. The information is added and updated during the credentialing and recredentialing
process by the credentialing department. This information is updated every 1-3 years depending on the
credentialing cycle. If this information changes in the meantime, the provider will again self-report and
updates will be made in our system.
Hospital Affiliation
This information is self-reported by the provider and verified by PsycHealth Ltd. through contacting the
hospital and confirming that the provider is on the hospital roster. This information is added and updated
during the credentialing and recredentialing process by the credentialing department. This information is
updated every 1-3 years depending on the credentialing cycle. If this information changes in the
meantime, the provider will again self-report and updates will be made in our system.
Board Certification
This information is self-reported by the provider and verified by PsycHealth Ltd. during the credentialing
and recredentialing process. This information is updated every 1-3 years depending on the credentialing
cycle. User can also verify board certification here: https://application.abpn.com/verifycert/verifycert.asp.
If this information changes in the meantime, the provider will again self-report and updates will be made
in our system.
Accepting New Patients
This information is self-reported by the provider on the initial credentialing and on the recredentialing
application. This information is updated every 1-3 years depending on the credentialing cycle. If this
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information changes in the meantime, the provider will again self-report and updates will be made in our
system.
Provider Address
This information is self-reported by the provider on the initial credentialing and on the recredentialing
application. This information is updated every 1-3 years depending on the credentialing cycle. If this
information changes in the meantime, the provider will again self-report and updates will be made in our
system.
Facility Name, Address and Accreditation
This information is reported by the health plans. Accreditation information can be further verified by our
users at: http://www.qualitycheck.org/consumer/searchQCR.aspx. If this information changes the health
plan contact will self-report and updates will be made in our system.
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