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Usage Information

Documents published herein are furnished “As Is.”  There are no expressed or implied warranties.  The content of this document herein is subject to change without notice.

HIPAA Notice

This Maine Health PAS Online Portal is for the use of authorized users only.  Users of the Maine Health PAS Online Portal may have access to protected and personally identifiable health data.  As such, the Maine Health PAS Online Portal and its data are subject to the Privacy and security Regulations within the Health Insurance Portability and Accountability Act of 1996, Public Law 104-191 (HIPAA).

By accessing the Maine Health PAS Online Portal, all users agree to protect the privacy and security of the data constrained within as required by law.  Access to information on this site is only allowed for necessary business reasons, and is restricted to those persons with a valid user name and password.
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1. Introduction

This User Guide gives you instructions on how to use the web portal.  The web portal offers you:

· Contact information

· Community Resources

· Information on how to apply for MaineCare benefits

· Benefits Manual

· Newsletters

· MaineCare ID card information

· Claims History Reports

· Access to a Letter of Creditable Coverage
2. Your Computer

To get the most out of the web portal, make sure that your computer has:

· Reliable online connection

· Web browser - The latest version of Microsoft Internet Explorer is recommended.

· The latest version of Adobe Acrobat Reader

3. Home Page
To get to the web portal you must open a web browser on your computer.  Once you open a web browser window:

1. Enter https://mainecare.maine.gov into the web browser address bar. See Figure 3‑1: Internet Browser Address.
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Figure 3‑1:  Internet Browser Address
2. After you enter the web address, either press the Enter key or click the Go button (if there is one available).  The Home Page screen will then appear.  See Figure 3‑2: Home Page.
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Figure 3‑2:  Home Page

3.1 Welcome

The Home Page gives helpful information about:

· Office of MaineCare Services (brings you to the Office of MaineCare Services website)
· DHHS Regional Offices (provides contact information for each office locations)
· Contact DHHS (provides contact information for all office locations and departments)
· Community Resources (brings you to the Maine 211 website for community resources)
· Notices and Announcements (gives any important notices or announcements for MaineCare)
· Contact Information (links to contact information for MaineCare members, providers, billing agents, and clearinghouses )
3.2 Member Tab

From the Home Page, click on the Member Tab.  Clicking on the Member Tab will bring you to the Member Page, as shown in Figure 3-3: Member Page.  A member may click the link in the middle of the screen or at the top for more information.  See Figure 3‑3: Member Page.
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Figure 3‑3:  Member Page
3.2.1 Member Useful Links
The Member Useful Links choices are:
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Figure 3‑4:  Member Useful Links
3.2.2 Member Documents
The Member Documents choices are:
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Figure 3‑5:  Member Documents
3.2.3 Surveys

To give feedback, click on the links below:
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Figure 3‑6:  Surveys

3.2.3.1 Online Website Survey

To give feedback on the web portal, click on the Online Website Survey link:
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Figure 3‑7:  Online Website Survey Link
To fill out the survey:
1.
If the question has circles next to it: Click in the circle next to the answer you would like to choose.
2.
If the question has a blank space next to it: Type in your answer into the space.
3.
When you are done, click the Finish button.
Note:  Use the scroll bar to move down the page.
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Figure 3‑8:  Online Website Survey – New Item

3.2.3.2 Member Survey
To give feedback on Member information, click on the Member Survey link:
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Figure 3‑9:  Member Survey Link

Note: Surveys may not always be available.
3.2.4 Member Lists

The Member Lists choices are:
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Figure 3‑10:  Member Lists
3.2.5 Frequently Asked Questions (FAQs)
These are questions commonly asked by members.  See Figure 3‑11: Frequently Asked Questions for examples.
[image: image11.png]Health PAS Online > Member FAQ > Member FAQ

Members Frequently Asked Questions

The following table contains frequently asked questions that relate to the Maine Integrated Health I

+ Howdol apoly for MaineCare?
Hou do T choose a PCP?

What is Creditable Coverage?

How do I know if L sm eliaile for MaineCare?

Who defermines MaineCare eliability?

What pharmacies particpate in the Maine RX program?

Can Luse a mail order company for my medication?

\What do T do if my medication needs a Prior Authorization (PA)?

Does my MameCare Card cover everyone in the Family?

My doctor does not accept MaineCare. Wil I have to pay this bill2

How do 1 know what services are covered?

WL T have 2 co-pay when I o to the doctor’s?

Hou often does MaineCare have Eligibilty Reviews?

Can 1 schedule an Eliaibility Review?

Benefits

« whatisecow
What is a PCP?

When can 1 use the Emeraency Room?

hat if L am out of state and need emerqency medical attention?





Figure 3‑11:  Frequently Asked Questions
3.2.5.1 Provider Directory

The Provider Directory is a list of providers that accept MaineCare.  To check if a provider accepts MaineCare, click on the Provider Directory link.  See Figure 3‑12: Provider Directory Link.
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Figure 3‑12:  Provider Directory Link

To search for a provider, follow the directions below:

1. Enter information in one or more of the fields shown in Figure 3‑13: Provider Search.  Use the drop-down menus to help with your search.   
2. When you have entered your information, click on the Search button.  
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Figure 3‑13: Provider Search

3. The MapResults option is automatically selected, and the results will show the following information: 
· Provider’s Name

· Address
4. Clicking on Details, as shown in Figure 3-14: Map Results of Find a Provider, will give more information: 
· Phone Number

· Provider Type

· Provider Specialty

· Accepting New Patients

· A Map and a Get Directions link, See Figure 3‑14.
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Figure 3‑14:  Map Results of Find a Provider

5. If you un-select the MapResults option, as shown in Figure 3-13: Provider Search, the results will display a table of providers.  The table headings are:

· Name

· Type

· Specialty

· Provider ID

· Location or Clinic

· Address, City, Zip, County, Distance

· Phone Number, Fax #, Email Address
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Figure 3‑15:  No Map Results of Find a Provider
6. If you do not find the provider you are looking for, remove some of the data that you entered and try again.  
7. To start over, go back to the Provider Search page, as shown in Figure 3-13: Provider Search, and click the Reset button.  
3.2.6 Contact Us
The Contact Us links choices are:
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Figure 3‑16: Contact Us
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Figure 3‑17:  Contact Us

3.2.6.1 Email Us
You can use your preferred email provider (such as Gmail or Yahoo Mail) to send an email to member services.  The Member Services email address is mainecaremember@molinahealthcare.com.
3.2.7 Site Map

The Site Map is a quick way to find important information on the website.  Clicking a link will open up the page it names.  
For example, clicking Contact Us link will open up the Contact Us screen.
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Figure 3‑19:  Site Map

4. Member Sign-In Page
If you want to request a Letter of Credible Coverage or a Claims History Report, then you need to sign in.  
A member can do this by entering:

· First and Last Name

· Date of Birth (mm/dd/yyyy)
· Last 4 digits of the Social Security Number
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Figure 4‑1:  Member Sign In
If you have any questions or problems signing in, call Member Services at 1-800-977-6740.
5. Member Secure Page

Once you have logged in, you may request a Letter of Credible Coverage or a Claims History Report under Form Entry.  See Figure 5‑1: Member Secure Page.  
Note: This screen will be occasionally updated with new information.
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Figure 5‑1: Member Secure Page

5.1 Letters and Reports
Select the Letters and Reports link under Forms Entry to get the screen.
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Figure 5‑2:  Requesting Letters and Reports

To request copies of the letter or report, click the link.
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Figure 5‑3:  Letters and Reports

5.1.1 Letter of Creditable Coverage

You will receive a Confirmation that the request has been successful.  See Figure 5‑4: Letter of Creditable Coverage Screen.  The letter will be mailed to the address that is on file at MaineCare.  If you need to update your address, contact your local DHHS office.
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Figure 5‑4:  Letter of Creditable Coverage Screen

5.1.2 Claims History

When you select the Claims History Report link, a screen will display requesting the number of months you would like the report to reflect.  The number of months is limited to a maximum of twelve (12).  
Click the drop-down menu to select the number of months, and then click the Create Report button.  See Figure 5-5: Claims History Screen.  
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Figure 5‑5:  Claims History Screen

Confirmation that the request has been successful will show:
A request for a Member Claims History Report has been submitted. It will be mailed to the address we have on your file within 10 business days. Please contact Member Services at 1-800-977-6740, during normal business hour, if you do not receive this report. 

The report will be mailed to the address that is on the file with MaineCare.  If you need to update your address, contact your local DHHS office.
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Figure 5‑6:  Claims History Report Confirmation

5.2 Sign Out
To sign out, click on the Sign Out button in the upper right-hand corner of your computer screen.  If you are inactive for 30 minutes, you will be logged out automatically.
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Figure 5‑7:  Sign Out
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