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Accessing and Registering
Instructions for Office Staff in Professional Practices

Registering for access to CareFirst's Provider Portal takes only minutes and saves you valuable
time with your patients. This guide walks through the steps for professional practices (office
staff and practitioners) and for facilities to access and register in the Provider Portal.

To begin the registration process,
visit provider.carefirst.com.

Click on Create an Account.

Step 1—My Organization

You will need your Tax
Identification Number (TIN) and
Billing National Provider Identifier
(NPI) to register.

Once you enter that information,
click Next.
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rance? Members Employers Brokers  Providers Q

Password sHow

rd Get Started
Create An Account >

emember me
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Provider - Create Account

Medical Providers must be in Maryland, District of Columbia or Northern Virginia area to register for CareFirst Provider
access.

TaxID*

Step 3 My Info

9-digit Federal assigned number
Billing NPI*
10-digit National Provider ID (Billing) associated with Tax ID
“Required
Cancel ] Next
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Accessing and Registering

Step 2—My Job

If you are not a practitioner, click
on No.

Indicate how you support your
organization by clicking on the
appropriate option, Clinical,
Billing, or the option for both
Clinical and Billing.

Note: If you do not have any of
these roles, click on None of these
and you will be taken to Step 3.
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Provider - Create Account

Please tell us about your job at NAME OF PROVIDER (Tax ID Number)

Are you a Practitioner (Dartar Nurse Practitioner, Dentist, etc.)?

[ Yes | [ No
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Provider - Create Account

Step 1 My Organization Step2 My Job Step 3 My Info

Please tell us about your job at NAME OF PROVIDER (Tax ID Number)

How do you support your organization?

[ Clinical ] [ Biling ] [ Ciinical and Billing

Physician/Dental Support Claims, Billing and Back Office
Patient-Centered Medical Home

None of these @
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If you selected, Clinical or Clinical
and Billing, you will be taken

to this screen. (If you selected
Billing you will go directly to

Step 3.)

From here, you will enter the
name(s) of the practitioner(s) you
support in the field provided.
After typing a few characters,
results will appear.

You are able to select up to 50
practitioners. Click on the @

as needed to continue to add the
practitioners you support.

You can also delete a practitioner
you may have added by mistake
by clicking on the X next to their
name.

When you have added all the
practitioners you support, click
Next.

Note: By selecting the name of
the practitioner(s) you support,
you will receive enhanced
features such as Clinical Member
alerts and CareFirst reminders
related to your organization.

If you do not need to see any

of this information for your
practitioners, you can skip this
step by selecting The practitioners
name is not listed and click Next.
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Provider - Create Account

Please tell us about your job at NAME OF PROVIDER (Tax ID Number)

Step 1 My Organization

Find the names of the practitioner(s) that you support in the below list

@ By sslecting the name of the practitioner(s) that you support, you will receive enhanced features: Clinical Member alerts.
and CareFirst reminders related to your Organization.

Start typing a name in the box below. Afte. 3 few characters, results will appear. You can select up to 50 Practitioners.

() ¢l bunen 1o add practitioner

[ The practitioners name is not listed. @

“Required

Carehirst @@

Provider - Create Account

Step 2 My Job Step 3 My Info

Please tell us about your job at NAME OF PROVIDER (Tax ID Number)

Step 1 My Organization

Find the names of the practitioner(s) that you support in the below list

@ By selecting the name of the practitioner(s) that you support, you will receive enhanced features: Clinical Member alerts
and CareFirst reminders related to your Organization

Start typing a name in the box below *“er a few characters, results will appear. You can select up to 50 Practitioners.

Provider Name X

@ The practitioners name is not listed. @

*Required

RO “
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Important Note:

Your email address must
be unique (Duplicate email
addresses not allowed.) for
the Tax ID and not contain
any of the following:

n info@

= sales@

= admin@

= webmaster@

Unique email address for this Tax ID. Email must not contain info@, sales@. admin@
or webmaster@ or any of the following @
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You will receive an account
confirmation message alerting
you to check your email to
complete the process of updating
your account.

Note: You will have 24 hours to
confirm your email address and
complete the account creation
process.

Important Note:

Once you create your
account, you will
automatically receive
access to the following:

Eligibility and Benefits

Claims Status and
Claims Inquiry (IASH)

Referrals and
Authorizations

If you need additional access,
you can request it directly from
Settings or contact your office
administrator for assistance.

Once you have confirmed your
email and logged in to your
account, you will receive a
notification that access has been
successfully created.

The user account then must be
approved by your organization’s
administrator. Once approved,
the account will become
operational. You will receive an
email when the administrator
responds to your request.
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Provider - Create Account

Check your email (emailaddress@company.com) account for a message from CareFirst, which includes a link to
validate your new account and sign in

‘You have 24 hours to confimn your email address and complete the account creation process.

Step 1
Check your Email

A\ confirming your email. &

CON FIRM EMANL s

Email Sent -

bis link will expire in 24 houg
5t an email updale, pleas Logh:

emailaddress@company.com

Note: CareFirst is unable to approve these access requests; they can only
be approved by an internal designee.

Carehirst &9

ACCESS REQUEST
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Accessing and Registering
Instructions for Professional Practitioners
(Doctors, Nurses, Mental Health Providers, etc.)

To begin the registration process,

visit provider.carefirst.com.

Click on Create an Account.

Step 1—My Organization

You will need your TIN and NPI
Billing to register.

Once you enter that information,
click Next.
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NeedInsurance? Members Employers Brokers Providers Q

HOME  JOINOUR NETWORKS ~ PROGRAMS/SERVICES ~ RESOURCES

-

Login

| Cre—

1 Forgot User ID

Get Started

Login Create An Account >

B Rememberme (@

Carehirst @@

Provider - Create Account

Medical Providers must be in Maryland, District of Columbia or Northern Virginia area to register for CareFirst Provider
access

Step 3 My Info

TaxID*

9-digit Federal assigned number
Billing NP1 *

10-digit National Provider ID (Billing) associated with Tax ID
"Required
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Please type your name in the below box. After
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I Accessing and Registering

Important Note:

Your email address must
be unique (Duplicate email
addresses not allowed.) for
the Tax ID and not contain
any of the following:

u info@

= sales@

= admin@

= webmaster@

Unigue email address for this Tax ID. Email must not contain info@, sales@, admin@
or webmaster@ or any of the following @
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Accessing and Registering

You will receive an account
confirmation message alerting

yOU tO Check yOUr email tO Eamymer‘mi;g&amil:::;;?‘?ommw.com) account for a message from CareFirst, which includes a link to
complete the process Of updating “You have 24 hours to confir your email address and complete the account creation process.

your account.

Provider - Create Account

Step 1
Check your Email

Note: You will have 24 hours to
confirm your email address and
complete the account creation
process.

A\ confirming your email. &

CON FIRM EMANL s

Email Sent -

bis link will expire in 24 houg
5t an email updale, pleas Logh:

Important Note:

Once you Create your
account, you will emailaddress@company.com
automatically receive p

access to the following:

Eligibility and Benefits

Claims Status and
Claims Inquiry
(Inquiry Analysis and
Control System—
IASH)

Referrals and
Authorizations

If you need additional access, Note: CareFirst is unable to approve these access requests; they can only
you can request it directly from be approved by an internal designee.

Settings or contact your office

administrator for assistance.

Once you have confirmed your CareRist &©
email and logged in to your
account, you will receive a
notification that access has been
successfully created.

The user account then must be
approved by your organization’s
administrator. Once approved,
the account will become
operational. You will receive an
email when the administrator
responds to your request.
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Accessing and Registering
Instructions for Facilities

To begin the registration process,
V|S|t pr‘OVidel’.CareﬁrSt.Com. Camm@@ NeedInsurance? ~ Members Employers  Brokers Providers Q

HOME  JOINOUR NETWORKS ~ PROGRAMS/SERVICES ~ RESOURCES

Click on Create an Account.

Get Started

1—My Organization
Step 1—My Organization ¢, ohirst @
You will need your TIN and Billing

NPI to register. Provider - Create Account
Once you enter that information, Step 2 My Job Step3 My Info
dICk Next. Medical Providers must be in Maryland, District of Columbia or Northern Virginia area to register for CareFirst Provider
access
TaxID*
9-digit Federal assigned number
Billing NP1 *
10-digit National Provider ID (Billing) associated with Tax ID
“Required

Cancel | Next
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Step 2—My Job

From here, you can begin
entering the name(s) of the
facilities you support. After
typing a few characters, results
will begin to appear allowing you
to quickly make your selection.

If your facility is not listed, select
My Facility/Institution name is not
listed and click Next.

Note: If, based on your Tax ID,
you are only associated with one
facility, you will go directly to
Step 3—My Info.

Once you have located your
facility, select it from the drop
down and it will appear on
your screen.

You can continue to add facilities
by clicking on ®. You can delete
a facility you may have added by
mistake by clicking on the X next
to its name.

You are able to add up to 50
facilities.

When you have added all of your
facilities, click Next.
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Carehirst @©

Provider - Create Account

Step 1 My Organization m Step3 My Info

Please tell us about your job at NAME OF FACILITY (Tax ID Number)
Find the narm-~~ -~ _[___..__ .. .1 "~ ~“tions that you support in the below list

Start typing a name in the box below. After a few characters, results will appea. You can select up to 50

O My Facility/Institution name is not listed @

*Requirad

Carehirst @@

Provider - Create Account

Step2 My Job Step 3 My Info

Please tell us about your job at NAME OF FACILITY (Tax D Number)

Step 1 My Organization

Find the names of the facilities andior institutions that you support in the below list

8 . (yping a name in the box below. » “>r a few charaeters, results will appear. You can select up to 50

Facility Name

[ My Facility/Institution name is not listed. @

“Required
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Important Note:

Your email address must
be unique (Duplicate email
addresses are not allowed.)
for the Tax ID and not
contain any of the following:
info@
sales@
admin@

webmaster@

Unique email address for this Tax ID. Email must not contain info@, sales@, admin@
or webmaster@ or any of the following @
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You will receive an account

confirmation message alerting
yOU tO Check yOUI’ email tO Zmy::&imi:ag;\lamil:::;;:sl?company.com) account for a message from CareFirst, which includes a link to
Complete the process Of updating “You have 24 hours to confir your email address and complete the account creation process.

your account.

Provider - Create Account

Step 1
Check your Email

Note: You will have 24 hours to
confirm your email address and
complete the account creation

A\ confirming your email. &
Proses N ‘
Email Sent |
bis link will expire in 24 houg _
st an email updale, pleas Logi

Important Note:

~. 051610

Once you create your

account, you will emailaddress@company.com
automatically receive

access to the following:

Eligibility and Benefits

Claims Status and
Claims Inquiry (IASH)

Referrals and
Authorizations

If you need additional access, you  Note: CareFirst is unable to approve these access requests; they can only
can request it directly from be approved by an internal designee.

Settings or contact your office

administrator for assistance.

Once you have confirmed your Carehitst &9
email and logged in to your
account, you will receive a
notification that access has been
successfully created.

ACCESS REQUEST

ed to your organization's Administrator. You will receive an email response once the Administrator

The user account then must be
approved by your organization’s
administrator. Once approved,
the account will become
operational. You will receive an
email when the administrator
responds to your request.

CareFirst BlueCross BlueShield is the shared business name of CareFirst of Maryland, Inc., and Group Hospitalization and Medical Services, Inc. which are independent licensees of the
Blue Cross and Blue Shield Association. The Blue Cross® and Blue Shield® and the Cross and Shield Symbols are registered service marks of the Blue Cross and Blue Shield Association,
an association of independent Blue Cross and Blue Shield Plans.
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