Table of Contents

Frequently Asked QUESTIONS .....c.oiiiieieieeee ettt 4

About Accessing ENrollSafe.... ..o 4
How can | resolve my Tax Identification Number (TIN) not being located by the EnrollSafe
POITAIT etttk ettt 4
What should | do if it says my TIN is already registered? ........cccoeveirennineieesceeeeeae 4
Is a National Provider Identifier (NPI) required to register for a username and password
WIth ENFOIISATET ...ttt 4
What is the difference between Registration and Enrollment? ... 4
How would a provider know if the Registration was successful?..........cccoceveviniieininecnne. 4
What are the reasons why a Registration would be denied?..........cccocoieiiiiiiniiiiee 5
Can a contact add another Tax Identification Number (TIN) to a Registration or Active
BCCOUNT? Lottt e e e e s a e b 5

ADBOUL ENFOIMENT ...ttt 5
What if I'm already getting paid via EFT? ..o 5
Are any fees associated with using this Website? ........cccocciiiiiiiiccce 5
Where can | find a list of Payers that are participating in EnrollSafe? ..........cccccoeniinncnne 5
Can a contact add another Tax Identification Number (TIN) to the account?........ccceceun... 5
Can a contact add more than one bank account per TIN?.........ccooiiiniinenreee, 5
Can more than one contact be listed per TIN? ... 6
What are the reasons a Bank Document would not be accepted?.......cccveirineiiinecnenne 6
How would a provider know if the Enrollment request was successful? ..o, 6
How do | update the banking information? ..........cccooeiiiiiiii e 6
How can a provider get assistance after their enrollment is complete (e.g. Network,
Payment, or claim-related iNQUITIES)? .....oiiiieieeee s 6

About Technical SUPPOIt ISSUES.......c.ciiiiiiiiceeee et 6
General Troubleshooting STEPS ....coviiiiiieeeee e 6
My Password Reset [ink isnt WOrKing......couoeieiiiiiiececeee s 7
My document isn't being uploaded onto the website/General error when attempting to
submit an ENrollmMent On STEP 4 ..o 7
| cannot click the | Agree button for Terms and Conditions .........cccceceveivineinenecneeee, 7
| don't know how to convert my documentinto a PDF.........cccccooiiiiiiiiiiieee 7



I'm not receiving e-mails related to my account, such as assistance with username or

PASSWOIT. 1.ttt ettt ettt etttk etttk b ekttt 8
About Claims and PaymMents........c.cceciriiieieeiee e 8
Why are my payments not coming through the EFT | requested?.........ccocoiviniininicncnne 8

My EOBs/ERAs are going to the wrong address, how can | update that?.........cccccoeeveenee. 8
About Contacting PayeeHub Customer SUPPOIM.......cocoviiriiiiniineniceneeereeeeee e 8
How to Request Registration for ENrollment ...........ccoooiiiiiiiiiceeeee e 9
INTRODUGCTION ...ttt ettt sttt 9
Step 1a: Registering a Dental Provider?........ocooeiiieiee e 9
Step 1b: Provider Tax ID Number (TIN) or Employer ID Number (EIN).......ccccoooereirciiene. 10
Step 2: Provide Practice and Contact INformation .........ccooeiiiieiiiiiiieceeceeeee 11
Step 3: Upload Copy Of W= FOIM....ciiiieiieeisieeeee e 11
Step 4: Review Information Provided ... 12
ReGiStration: NeXt STEPS .couviiiiiiiiee ettt 13
Creating Log-in Credentials ..ot 13
Choosing Username and Security QUESTIONS .......ccoeuiiiiiiiiiirierieeeceeeee e 13
Creating @ PassWord ...ttt et 15
How to SUbMIit 1St ENrOlMENt......c.ciiiiieee e 16
Step 1: Selecting ENrollment TYPe. ..o s 17
Validate the TIN or EIN number currently logged in on the portal ........coccovveniiniincnnnne 17
Choose Enrollment Level = TIN ... 17
Choose Enrollment Level = NPl ... 17
Step 2: Review Provider INnformation ... 18
Step 3: Add Banking INfOrmation........c.ceieiie e 19
TIN L@Vttt b e b bbb sbeebe e b bbb enes 19

NPT LEVEL. ..ttt ettt bbb bbb bbb b b enes 21
Step 4: Review & Submit Your ENrollment ... 22
ENrollmeEnt: NEXE STEPS c..ouiiieiieieieeeee ettt sttt et ebe bbb b b enas 23
ResolviNg ACtioN REQUITEA .....c.oiuiiiiiiieiieieeeee ettt 24
Action Required - Pending Enrollment ... 24
Cancelling Requested ENrollmMent........cociiiiiiieiieeeceeee e 24
Updating Bank DOCUMENT........cociriiiiiiitcieeee ettt 25
Action Required - Post Enrollment Decline ..o 26



How to Manage EnrollmMent (S).....o et 26

RepOrt SUSPICIOUS ACHIVILY .....ouviiiiieieieieieieeee e 26
Changing ENrollmMent TYPE ..ottt 27
TIN O NP ettt ettt et e sbe e st et 27
NNPTEO TIN ettt ettt ettt et e sbe e sttt e b e s e e e eae 29
NPILEVEI EQIES ..ttt nneneas 31
Add/Remove NPIto a Pending Bank ACCOUNt.......ccceiiiiiiiiiiieeceeee e 31
Add Additional Bank ACCOUNT(S) .....vei i 32
Updating Banking INformation ..o 33
CANCEIIATION ...ttt 33

y £



Frequently Asked Questions
About Accessing EnrollSafe

How can | resolve my Tax Identification Number (TIN) not being located by the
EnrollSafe portal?

Please reach out to the specific participating payer and request they submit your TIN
information to sync with our systems. Once this is completed, your TIN will be available to
register.

What should I do if it says my TIN is already registered?

For security purposes, our agents are not able to provide any information to callers who are
unable to identify the current associated contact. You will want to reach out to your internal
peers to determine who originally initiated the request and/or if there are any third-party
billers who may be associated to the account.

Is a National Provider Identifier (NPI) required to register for a username and
password with EnrollSafe?

If the provider has an NPI they should populate the applicable box in the registration process.
If the provider does not have an NPI, it is not required to register.

| do not have an NPI

What is the difference between Registration and Enrollment?
¢ Registration is the process required to be completed to be able to create the
credentials to access the EnrollSafe portal.
¢ Enrollment is the process required to be completed to submit banking information
for the EFT payments.

How would a provider know if the Registration was successful?
Provider contacts should anticipate an e-mail being received from help@payeehub.org within
1-7 business days. They should ensure adding this domain to their whitelisted group,
reviewing junk/spam folders, and speaking with any ISP, VPN, or additional teams if their
office would have something that prevents delivery.
o |f approved, the e-mail will contain a link with instructions of the next step for creating
login credentials for the EnrollSafe portal.
o If denied, the e-mail will contain referenced into what needs to be corrected prior to
submitting an additional registration request.

7.


mailto:help@payeehub.org

What are the reasons why a Registration would be denied?

e If the associated document is not the latest revision found at
https://www.irs.gov/FormW9

e Line 1isblank

e If there are any signs of correction on the form

e Ifthe TIN is not listed appropriately on the form

e Ifitwas not completed, signed, and dated

e The Provider Contact First and/or Last Name is initials, a title, or the practice name (not
including individuals).

Can a contact add another Tax Identification Number (TIN) to a Registration or
Active account?
If the TIN being referred to is a Disregarded Entity, it should only be added on Line 2 of the
W-9 for reference.

The EnrollSafe portal will only allow one unique contact per TIN.

About Enroliment

What if I'm already getting paid via EFT?
If payments are already being completed to a correct account, no action is required at this
time unless otherwise notified for future changes by a Payer.

If payment information needs to be updated, a Registration request must be completed prior
to submitting an Enrollment with the new banking information.

NOTE: EnrollSafe enrollments will replace ALL historical EFT enrollments the participating
plans may have for the entire TIN. If submitting a TIN+NPI level enrollment, ensure all
desired TIN+NPI combinations are included; any TIN+NPI not included will be paid by an
alternate method of payment. The alternate method of payment can be in the form of Virtual
Credit Card, Zelis ACH+, or Check which may result in third party service fees.

Are any fees associated with using this website?
No, there are no fees associated for EFTs processed via this portal.

Where can | find a list of Payers that are participating in EnrollSafe?
The list is available once Registration has been completed and the user is logged in to the
portal.

Can a contact add another Tax Identification Number (TIN) to the account?
No, there can only be one unique TIN per account.

Can a contact add more than one bank account per TIN?
Only if enrolling at the NPI-level. A bank account may have multiple NPIs associated, but
each NPl may only have one active bank.
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NOTE: An account may not have both a TIN and NPI level enrollment active at the same
time.

Can more than one contact be listed per TIN?
No, there can only be one contact listed per account.

What are the reasons a Bank Document would not be accepted?
e The banking information listed is either incomplete or does not match what was
submitted.

e The submitted document was a starter/sample check.
e The bank letter does not complete all the criteria required.

e ltis not considered an acceptable document.

How would a provider know if the Enroliment request was successful?
If the validation is successful, an e-mail advising of Activation will be sent to the contact on
record.

Providers can check the status of their bank account(s) request after logging in to the
EnrollSafe Portal.

How do | update the banking information?

You will need to CANCEL the current Enrollment request. Once the Status appropriately
reflects CANCELLED, you can use the ADD BANK button to complete a new submission.
Please refer to How to Manage Enrollment(s) - Cancellation for a walkthrough on completing
the original action.

How can a provider get assistance after their enroliment is complete (e.g.
Network, Payment, or claim-related inquiries)?

The provider should contact their local Provider Experience Representative from their
specific Payer for further assistance. Click on the specific Payer link after logging in to
EnrollSafe to be redirected to their website and utilize the appropriate Contact method
listed.

About Technical Support Issues

General Troubleshooting Steps
e Access the website using a personal computer. Tablets and mobile devices are not
supported.

e Please ensure you are using the most recent version of Google Chrome. This is the
preferred browser.

e Clear your cache and cookies, making sure to choose the Time range of “All time”.

e Restartthe browser.
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My Password Reset link isn't working

Verify that your Internet Service Provider (ISP), Virtual Private Network (VPN), IT group,
and/or browser security settings are not in place that would prevent utilizing the link.

Follow the General Troubleshooting Steps outlined.

Use the URL bar of your browser and manually type in the portal you are attempting to
access.

Click the Forgot Password from the main page and attempt to access the new link via
e-mail.

My document isn’t being uploaded onto the website/General error when
attempting to submit an Enroliment on Step 4

Access the website using a personal computer. Tablets and mobile devices are not
supported.

Please ensure you are using the most recent version of Google Chrome. This is the
preferred browser.

Clear your cache and cookies, making sure to choose the Time range of “All time”.

Restart the browser.

If attempting to attach a document, confirm the file's type, size, and location.

o It needsto be a standard PDF.

o Ifitistoo small or too large, the website will produce a general error when
attempting to submit - ideally about 3.5 MB and under 4 MB.

o The file should be saved on your PC somewhere - if trying to use a cloud-
based system, there may be issues with it uploading appropriately.

I cannot click the | Agree button for Terms and Conditions

If you step away at any point while completing an Enrollment request, the portal may time out
and you will need to log in again. If still having issues after logging in, please refer to the
General Troubleshooting Steps outlined.

| don’t know how to convert my document into a PDF

Open the document you want to save as a PDF.

Click on the File tab.
o InWord, click Save As | PDF from the drop-down menu.
o In Google Docs, click File | Download | PDF.

o In Pages, it's File | Export to | PDF.
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e In the file name box, .pdf will automatically appear at the end of your file name. You
will select this new PDF when it is time to upload to our portal.

I’'m not receiving e-mails related to my account, such as assistance with

username or password.
Please make sure to have @PayeeHub.Org added into your Whitelisted domains.

E-mails related to accessing your account will come from help@payeehub.org.
E-mails related to changes in your account will come from no-reply@payeehub.org.

About Claims and Payments

This section is intended to try to provide directional information that may be available. Our
EnrollSafe portal has no transactional information. Providers will need to reach out directly to
their Clearing Houses or Payers for answers regarding these issues.

Why are my payments not coming through the EFT | requested?
Please review the following pieces of information to confirm if we're able to provide insight
on why payment(s) were not received to your account of record:
e Isyour EFT listed as “ACTIVE" in the portal?
o If not, then the request is not completed and acknowledged by the Payer(s).

e  Were the claims submitted before or after the contact received the Active confirmation e-
mail?
o If after, all prior claims are processed and paid via the previous payment method.

e Is it NPl specific?
o If so, isthe NPl associated with an Active Enrollment?

e Is the specific Payer listed among the participating plans?
o If not, they are not going to be able to honor the request.

My EOBs/ERAs are going to the wrong address, how can | update that?

The address associated with the EnrollSafe portal is not forwarded to the Payer. You would
need to reach out to them directly and request the steps required to have your information
updated in their systems.

NOTE: Click on the specific Payer link after logging in to EnrollSafe to be redirected to their
website and utilize the appropriate Contact method listed.

About Contacting PayeeHub Customer Support
The support team’s normal hours of operation are Monday to Friday from 9:00 AM to 8:00
PM EST via (877) 882-0384.
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How to Request Registration for Enroliment

INTRODUCTION
The contact for the provider submitting the registration is required to be authorized to make
payment related decisions for the practice.

NOTE: Registration is used for requesting access to the EnrollSafe portal and does not
constitute an EFT Enrollment request for setting up direct deposit.

Once the contact has selected the Register link at the top of the screen, they will be walked
through a series of steps to provide the information required.

Please make sure to review for accuracy during the process and use the Go Back button to
move to a previous screen for updating. Once submitted, the information is not able to be
changed.

How may we help you: % 877-882-0384 & support@ payechub.arg

Step 1a: Registering a Dental Provider?

The provider will be asked to specify if the Tax ID Number (TIN) they are registering is
associated with a Dental Provider. The Provider will select Yes, | am a Dental Provider
orNo, | am not a Dental Provider and then click Confirm to continue.

Step 1

Are you a Dental Provider?
In order for us to provide you the best registration experience, we need to first understand what kind of provider you are,

Yes, | am a Dental Provider

Mo, | am mot a Dental Provider
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Step 1b: Provider Tax ID Number (TIN) or Employer ID Number (EIN)
The provider will enter their TIN or EIN in the field provided and select Verify to confirm
eligibility.

TIN or EIN Verification

In order to continue, we need to verify if your TIN or EIN is in our system.
Only the primary assignee of the TIN or EIN will be permitted to register.

Tax ID Number (TIN or EIN)

There are three possible outcomes:
1. If aresponse of Your TIN has been successfully verified is received, select Continue.

TIN or EIN Verification

In order to continue, we need to verify if your TIN or EIN is in our system.
Only the primary assignee of the TIN or EIN will be permitted to register.

Tax 1D Number (TIN or EIN)

rovider TIN should be sxoctly 9 chorocers

v Your TIN has been succesfully verified

2. Ifthe TIN is unable to be found, please speak out with the specific participating payer and
request they submit your TIN information to sync with our systems. Once this is
completed, your TIN will be available to register.

4\ We are having trouble locating your TIN or EIN within our system.
To enrell, visit our provider website and select " Join Our Network” from the home page.

3. If the response is This TIN or EIN has already completed registration, the system will
not proceed further as there is already a request associated. You may review additional
information in our FAQ portion of the document related to this notification.
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A\ This TIN or EIN has already completed registration.
If you should be updated as the individual responsible for this TIN or EIN, please call PayeeHub Support at 877-882-0384

Step 2: Provide Practice and Contact Information
The provider populates the Provider Information and Provider Contact Information fields.
Required fields are indicated with an *.

NOTE: A full contact name is required, this should not have initials, the practice name (unless
of an individual), or a title for the First and Last Name.

Once completed, the provider selects Continue.
Step 2

Let's collect some information about you

Provider Information Provider Contact Information

Provide: Name First Name Last N

Select v

s} )

An NPI should be supplied if any are available at group or individual level. If a provider does
not have an NPI, they can click “Submit” and a box will pop up confirming no NPI should be
submitted.

;-;I.n

| do not have an NPI

Step 3: Upload Copy of W-9 Form

For security purposes, the provider is required to submit a W9 in PDF form associated with
the TIN or EIN being enrolled. Please refer to the FAQ regarding Registration for
requirements.

The provider will click Select File and a file explorer window will display in their browser. The
Provider will locate the appropriate file within their desktop and attach it, then select
Continue.
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For further assistance regarding issues of uploading or ensuring the correct file type is
available, please review our FAQ regarding Technical Support.

Step 3

Upload your W-9 Form for verification purposes

Upload W-9

In order to continue, we need you to upload your W-9 form so that we can use this in our provider verification process

Please upload W-9 for TIN

W-9 must be:
* The latest W-9 version from the IRS
» Signed and dated within 3 years of today's date

No file selected Select file

Step 4: Review Information Provided
The provider contact will be asked to review the information they have entered. If correct, the
provider selects Submit. If any of the information is incorrect, the provider selects Go Back.

Please note once this is submitted, there is no way to change the information associated
during the registration process.

Step 4

Please review the information provided before you submit your request

Provider Information Provider Contact Information

Provider Name: First Name:

TIN or EIN: Last Name:

NPt Tite:

Street: Telephone Number:

Street (continued): Emall Address:

Dental Provider:

W9 File
File Name:

File Size:

)
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Registration: Next Steps

Once the provider has reviewed the information entered and selected Submit, they have
successfully requested an account be created for their practice. The provider will have the
option to return to the Portal’s Welcome Page.

NOTE: The provider will be sent an email with instructions on how to create their login
credentials within 5 to 7 business days from help@payeehub.org.

These actions will only allow for logging in to the portal, no EFT request has been completed
at this time.

Thank you for registering!

Your registration request has been submitted for review. Please allow 5-7 business days for your request to be finalized

Next Steps

Your registration information is being reviewed for verification purposes.

If approved, you will receive a registration code via email with 3 link to complete your registration,

If we cannot validate the information provided, you will receive an email notification with instructions to resubmit

your request.

Creating Log-in Credentials

Choosing Username and Security Questions

A link will be e-mailed directly to the contact submitted by the provider to confirm their user
account request and complete registration. The contact will be asked to choose a unique
username. The provider will enter the desired username and select Check username to
ensure it is not already in use.

Once completed, the provider will select two security questions and fill out each answer
accordingly.

NOTE: There can only be one contact and one username per portal per TIN.
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Complete your registration

Please review your registration information below for accuracy

Provider Information Provider Contact Information

Provider Name: First Name:
TIM or EIN: Last Name:
Titte:

Telephone Number:

Are Emall Adaress:
City:
State:
Zipx
Dental Provider:
Create a Username
Usermame: *
Q, Check Username:
|
= P
Select Your Security Questions
Question 1: * Answer 1: *
Please Select w
Question 2: * Answer 2 *
Please Select v

The provider will review all information displayed on the screen for accuracy. The provider
will review the agreement, click the | agree to the Site Agreement checkbox, then click
Finish Registration.

NOTE: If the information associated is not correct, please do not click Finish Registration.
Reach out to Customer Support and advise you are requesting to have your registration
Cancelled due to incorrect information.
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Site Agreement

| agree to the Site Agreement (Scroll to Enable) 8 Ciick here for prnter friendly version

Creating a Password
After submitting the information and completing the Site Agreement, the contact will receive

an additional e-mail titled “Please Create Your Password” that will contain a link allowing
them to create a password. The provider will fill out the fields provided and select Create

Password.

@ Create Password

User Mame

Password (Fassword musi be at least 14 characters long)

Confirm Password
Password requirements:

« Mo spaces

" Must include 3 of the following:
« /Af 2357 one Upper case letter
« Al l2asl one lower case letter
» Al lcas! one number
« {\f l=ast one special character
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Congratulations! The contact has now completed their registration and is able to log in and
submit the Enrollment request(s). There is a link immediately available to login from the
Create Password Confirmation screen or they can navigate to the main portal page and click
Login.

@ Create Password Confirmation

Your password was successfully created.

Please click pergto login.

How to Submit 1st Enroliment
After logging in successfully, click the Enroll Now! Button.

Please make sure to begin process when you are going to be able to complete the request in
a timely manner so that there is no internal time-out on the portal due to lack of activity.

NOTE: EnrollSafe enrollments will replace ALL historical EFT enrollments the participating
plans may have for the entire TIN. If submitting a TIN+NPI level enrollment, ensure all
desired TIN+NPI combinations are included; any TIN+NPI not included will be paid by an
alternate method of payment. The alternate method of payment can be in the form of Virtual
Credit Card, Zelis ACH+, or Check which may result in third party service fees.

Welcome to the EnrollSafe Enrollment Hub

The EnrollSafe EFT Enroliment Hub enables you to enroll in electronic funds transfer (EFT) processing for all participating plans in one simple and easy-to-use portal at no cost to providers.

Now that you are registered, please click “Enroll Now" to start your EFT enroliment

Participating Plans
Your EFT enroliment will be applied to the plans noted below and any new participating plans as they become available. If you are not paid by any participating plans within 24 months of your EFT
enroliment effective date, your EFT enroliment will be deactivated and you will be required to re-enroll to ensure plans have your current banking information.
( EnrollSafe_
Your pat o - popmanes

Start your enroliment

=0
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Step 1: Selecting Enroliment Type

Validate the TIN or EIN number currently logged in on the portal
The contact will be required to re-validate the TIN or EIN that was submitted during
registration, to ensure the enrollment is linked to the correct account.

Step 1
Tax Identification Number (TIN) or Employer ID Number (EIN) Verification

In order fo continue, we need fo verfy and see if your TIN or EIN s in our system

Choose Enrollment Level - TIN
The contact will choose TIN and click Continue.

NOTE: EnrollSafe enrollments will replace ALL historical EFT enrollments the participating
plans may have for the entire TIN. If submitting a TIN+NPI level enrollment, ensure all
desired TIN+NPI combinations are included; any TIN+NPI not included will be paid by an
alternate method of payment. The alternate method of payment can be in the form of Virtual
Credit Card, Zelis ACH+, or Check which may result in third party service fees.

Step 1

Select your enrollment type

Please indicate the provider's preference for the level of EFT enroliment

O Provider Tax Identification Number (TIN) or Employer ID Number (EIN) - Recommended

Select this option if the bank account will receive reimbursements for ALL providers associated with the TIN or EIN specified when you setup your profile. All providers with
this TIN or EIN will be paid using a single bank account.

National Provider Identifier (NPI)

Select this option if multiple bank accounts under this TIN or EIN will be enrolled and associated to specific Billing NPI(s). You will be asked to map the NPI(s) you want to
associate to the bank account(s) provided during your enrollment.

Choose Enrollment Level - NPI

The contact will choose NPl and then add all associated NPIs that will be enrolling, clicking
Add NPI to populate the list or highlight one already listed in Approved NPI(s) and
choosing Remove to delete. Once completed, click Continue.

NOTE:
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e If receiving an error “We are having trouble locating your NPI within our system.”,
please reach out to your specific payer by clicking their link from the list of
participating payers after logging in to EnrollSafe to be redirected to their website.
Utilize the appropriate Contact method listed to request they update their records
with that NPl and sync with our systems.

e EnrollSafe enrollments will replace ALL historical EFT enrollments the participating
plans may have for the entire TIN. If submitting a TIN+NPI level enrollment, ensure all
desired TIN+NPI combinations are included; any TIN+NPI not included will be paid by
an alternate method of payment. The alternate method of payment can be in the form
of Virtual Credit Card, Zelis ACH+, or Check which may result in third party service
fees.

Step 1
Select your enroliment type

Please indicate the provider's preference for the level of EFT enroliment

© National Provider Identifier (NPI)

Select this optisn if multiple bank accaunts under shis TIN ar EIN will be enrallad and assacisted to specific Silling NPYs). You will be asked t2 map the NFI(s) you want o assaciste to the bark sccount(s) pravided during yeur anrallmans

Lo

Step 2: Review Provider Information

The contact will review the current Practice and Contact information associated with the
account from registration. If there are any discrepancies, please reach out to the Customer
Support to have the registration cancelled. The contact will need to submit a new
Registration request with corrected information.
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Step 2

Please review the registered provider information and provider contact information for accuracy.

Contact PayeeHub Support at 877-882-0384 if a change to the primary contact is needed.

Provider Information Provider Contact Information
Provider Name: First Name:

TIM or EIN: Last Name:

NP1 Title:

Street: Telephone Number:

Street (continued): Email Address:

City:

State:

Zip:

Dental Provider:

(== =

Step 3: Add Banking Information
Click Add Bank Account. The options will look slightly different depending on if TIN level or
NPI level was previously chosen.

The provider will now be asked to submit the Banking Information associated with their
enrollment. The provider will be required to submit a digital copy of a Bank Verification
Document during this portion of the enroliment. The provider should review the
requirements carefully to avoid delays.

The document(s) associated must be in a PDF format. If any issues arise while trying to upload
the document, or there is a general error when attempting to submit the Enrollment request,
please refer to our FAQ section.

Step 3

Banking Information

Please provide the banking information that you wish to link to this enrollment. Select the 'Add Bank Account’ button to get started.

TIN Level
Only one bank may be added at a TIN level enrollment. Complete the requested information
and click Add Bank Account.
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Step 3

Banking Information

Please provide the banking information that you wish to link to this enrollment. Select the 'Add Bank Account’ button to get started.

Bank Account Information Bank Verification Document™

Please upload a digital image of either:

Type of Account at Financial Institution * @
O A voided check

Please Select hd - - .
(deposit ticket is not acceptable; routing numbers maybe different)
Ownership Type * @ OR
~ A letter from your financial institution

Please Select
Confirming the provider bank account and routing number. (The verification letter must be on

Bank Account Holder Name/DBA * bank letterhead a_nd include a bank_au_thanzer name, title, physical address, email address,
phone number, signed and dated within 90 days.)

No file selected

We only accept paf files and files less than SME in size

Financial Institution Mame *

Financial Institution Routing Number * @ SEETHELL NPI(S) B T AL AT
You've selected a TIN Level enroliment. NPI linkage is not required.

Re-enter Financial Institution Routing Number *
Provider Account Number with Finandial Institution *

Re-enter Provider Account Number with Financial Institution *

* indicates o required fieid

Add Bank Account

There will be an additional place to review the bank account information and click Continue.
If the information is not correct, click Actions and choose either Edit to have the information
drop down to be updated or Remove to delete completely.

Step 3

Banking Information

Please provide the banking information that you wish to link to this enrollment. Select the 'Add Bank Account’ button to get started.

1 Bank Mame Account ABA Routing # Type Linkage Status

That One Bank 2233 @ 123456789 Checking TIN Mot Sent Actions =
Edit
Remove
Details
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NPI Level

Multiple banks may be added, but a specific NPl may only be actively associated with one of
them. In the lower right-hand corner, click on a number listed within the Available NPI(s) and
use the orange arrow keys to move any that should be in the Associated NPI(s) for the
current bank account being entered.

Step 3

Banking Information

Please provide the banking information that you wish to link to this enrollment. Select the '"Add Bank Account' button to get started

Bank Account Information Bank Verification Document*

Please upload a digital image of either:
Type of Account at Financial Institution * @

O A voided check

Pl Select ~
Fase seled (deposit ticket is not acceptable; routing numbers maybe different)
Ownership Type * @ OR
Please Select ~ A letter from your financial institution

Confirming the provider bank account and routing number. (The verification letter must be on
bank letterhead and include a bank authorizer name, title, physical address, email address,
phone number, signed and dated within 90 days.)

No file selected

Financial Institution Name * We only acce

Bank Account Holder Mame/DBA *

Associated NPI(s) for this Bank Account

Financial Institution Routing Number * €

Available NPI(s) Associated NPI(s)

0000000000
Re-enter Financial Institution Routing Number *

Provider Account Number with Financial Institution *

000

Re-enter Provider Account Number with Financial Institution *

it e easreel fackl

o

There will be an additional place to review the bank account information and select an option
to proceed.

e If the information of any account is not correct, click Actions and choose either Edit to
have the information drop down to be updated or Remove to delete completely.

e If there are any NPIs left to distribute, both the Add Bank Account and Continue
option will be available.
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Step 3

Banking Information

Please provide the banking information that you wish to link to this enroliment. Select the 'Add Bank Account' button to get started

NPis left to distribute:

1 Bank Name Account ABA Routing #

® Checking  NPI Not Sent D

Add Bank Account

& D

If no further accounts needed, only Continue will be active.
Step 3
Banking Information

Please provide the banking information that you wish to link to this enroliment. Select the 'Add Bank Account' button to get started.

NPIs left to distribute:

1 Bank Name Account ABA Routing # Linkage

Checking Not Sent

I Bank Name Account ABA Routing #

~ @ Checking  NPI Not Sent [ Actons - |

Step 4: Review & Submit Your Enrollment

The last step will provide a summary of all the information associated with the Enrollment
request to for a final review for accuracy before submission. If any of the pieces are wrong,
the contact should utilize the Go Back option to update.

Once completed, the provider will review the agreement and enter their Name and Title for
an e-signature, then click the 1 Agree to the Terms of Service checkbox and then Submit.

l22



Step 4
Review & Submat Your Enroliment

Plessse rrview e réonmaston Debw ©r accuracy. Select e S0 bution neat 10 e secion 10 rrafke 2y ad] Lsimens

Provider information Frovider Contact information

Enroliment Details o

Baniang Information o

m

Terms of Service

Agree to the Terms of Service (Soxal %o Enatile [T L T upeer—

o) [ o )

Enrollment: Next Steps

A confirmation message will display to let the provider know that the Enrollment process is
complete. The provider may click Finish to be directed to the homepage. The contact will
also receive an e-mail confirming the successful submission.

NOTE: In some instances, a phone call is required to complete the verification. Outreach will
be made from 877-882-0384, PayeeHub's toll-free number. The contact will be required to
provide information submitted during Registration and Enrollment, including the full routing
and account number of any associated bank.
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You've successfully submitted your enroliment!

A confirmation email will be sent shortly to the email address on file

Next Steps:
Your enroliment will be reviewed by a member of the PayeeHub Support team and you will be contacted within 5-7 business days for verification purposes
Contact your financial institution to arrange for the delivery of the CCD+ Data Elements necessary to re-associate your EFT payment with remittance advice. The required fields are listed below.

o Effective Entry Date

* Amount

¢ Payment Related Information

If approved, the enroliment information provided will be enabled for EFT within an additional 2-3 business days

s

An additional e-mail will be received once the Enrollment has been completed, accepted and
processed by the Payer(s), and is Active in the portal.

EnrollSafe.

Your portal for e-payments

Active

Hello

Congratulations! Your enrollment has been approved.

Resolving Action Required
Action Required - Pending Enrollment

Cancelling Requested Enroliment
If the account associated with an Enrollment has an Action Required that results in requiring
the request to be cancelled, click the Action drop down and select Cancel.

Aczion Required & m

Dretails

Cancel

The banking information selection will expand, and a reason must be chosen and the Yes
button clicked to complete the request.
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Are you sure you want to cancel this bank account?

Flease Seiect a Reason

Sefect a Reason v

Autopasting is Not Supported with Practice Management System
Bank Account No Longer Vaid

Enralliment Request Submittad in Error

Othen Free fom

0N

Tax 1D Number {TIN) or Employer ID Number {EIN) has changed

Once complete, a green box will appear in the lower right-hand corner advising of SUCCESS
and the Status of that specific Enrollment request will now show Cancelled.

Cancelled @

SUCCESS

Cancelled your enrollment successfully

Updating Bank Document

If the account associated with an Enrollment has an Action Required that results in requiring a
new bank document, click the Action Required link. This will result in the banking
information selection to expand and provide an option to choose the bank document type
and upload an additional file.
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The provider will be required to submit a digital copy of a Bank Verification Document during
this portion of the enrollment. The provider should review the requirements carefully to avoid

delays.

The document(s) associated must be in a PDF format. If any issues arise while trying to upload
the document, or there is a general error when attempting to submit the Enrollment request,
please refer to our FAQ section.

After selecting the file, click Submit for the updated document to associate with the request.

I Bank Name Account ABA Routing # Type Linkage Status

ActionRequired
The information on the bank document uploaded during enroliment did not match the banking information submitted

L/
if a bank document was submittted and the information provided was correct, please ensure all requirements detailed below are present on the document.

Bank Verification Document
Please upload a digital image of either:

O A voided check
(deposit ticket is not acceptable; routing numbers maybe different)

OR

A letter from your finandial institution
Confirming the provider bank account and routing number. (The verification letter must be on bank letterhead and include a bank authorizer name, title, physical address, email address, phone number, signed and dated within 90
days)

Action Required - Post Enrollment Decline

If a provider has had a Decline associated with their previously active Enrollment, the contact
will need to review the automated e-mail sent from PayeeHub. There will be information
advising of the issue and what step(s) need to be taken for resolution.

If issue is due to a payment failure, the contact should speak with their bank and reach out to
Customer Support to advise if the Enrollment should be Cancelled to add a new request or
sent to the Payer once more if resolved.

How to Manage Enrollment (s)

Report Suspicious Activity

If an Active Enrollment has a bank account that has had suspicious activity, a provider may
utilize the portal to notify PayeeHub who will then request the Payer prioritize cancelling the
associated bank account due to fraud-related activities.

Click the Actions Button, then Report Suspicious Activity.

NOTE: This measure should be used when suspicious activity has occurred, not as a general
method to cancel an account.
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Details

Edit

Report Suspicious Activity
Cancel

A confirmation screen will pop up, click OK to proceed or Cancel to return to close request
without further action.

NOTE: You may receive a call from a PayeeHub agent to confirm your request. An e-mail will
be sent to the contact on record notifying them once the suspected bank account
information has been forwarded to the Payer(s).

Report Suspicious Activity

MOTE: the "Report Suspicious Activity” button should enly be used if there is suspicious
activity on your enrolled bank account. Clicking "OK" below will Cancel your enrollment. If
you want to Cancel your enrcllment for any other reason than suspicious activity on your
enrolled bank account, select the Cancel button under the Current Enrollments section of
the portal.

Changing Enrollment Type

TIN to NPI
Click on the Actions button and choose Edit.

Details

Edit

Report Suspicious Activity
Cancel

The banking information tab will expand and have two options for modifying your existing
enrollment.
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Choose | want to change my enroliment to an NPI level enrollment using this bank
account and then Confirm.

Edit TIN Level Enroliment
How would you like to modify your existing enroliment
© | want to change my enrollment to an NP level enroliment using this bank account

| want to change the bank account associated with this TIN level enroliment

An additional section will display where the contact should list any NPI to be associated with
the specific bank account and click the Add NPI button.

Add an NP

ke NP erteresl ot be (1 diger

Each added NPI will populate in the Removed/Available NPI(s) list. These will need to be
selected and, utilizing the arrows between the subsections, moved over to the Associated
NPI(s) list.

Remowed fAvailable WPIs)

Confirm all NPIs desired to be associated are listed accordingly and click Submit.

Removed/Available NPs) Associated NPY(s)

NPI 1
NPI 2
NPI 3
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Once complete, a green box will appear in the lower right-hand corner advising of SUCCESS
and the Status of that specific Enroliment request will now show Change Enrollment Request
Pending.

NP Change Enroliment Request Pending ‘

SUCCESS X

Your enroliment has been converted to a NPI level enroliment

Once the change has been completed, the contact will receive an e-mail confirmation and
the status in the portal will now display Active again.

NPI to TIN
Click on the Actions button and choose Edit.

Details

Edit

Report Suspicious Activity
Cancel

The banking information tab will expand and have two options for modifying your existing
enrollment.
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Choose | want to convert this bank account to a TIN level enrollment and then Confirm.

Edit NPI Level Enroliment
How would you kke to modify your exsting enroliment
| want to add/remove an NP1 associated wath this enroliment

© | want to convert this bank account to a TIN level enroliment

 cwed ) ot

An additional message will be displayed with a notification about the impact a TIN level
enrollment request will have on any current NPI level enrollments.

TIN Conversion

Convert ng to TIM level enrollment vwill cancel all existing MPI level enrollments and

convert the selected enrollment to a TIN level enrollment. Click 'O 1o continue,

Once complete, a green box will appear in the lower right-hand corner advising of SUCCESS
and the Status of that specific Enrollment request will now show Change Enrollment Request
Pending.
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TIN Change Enroliment Request Pending m

SUCCESS X

Your envollment has been converted to a TIN level encollment

Once the change has been completed, the contact will receive an e-mail confirmation and
the status in the portal will now display Active again.

NPI Level Edits

Add/Remove NPI to a Pending Bank Account
Click on the Actions button and choose Edit. The banking information tab will expand and
have two options for modifying your existing enrollment.

Choose l want to add/remove an NPI associated with this enrollment and then Confirm.

Edit NPI Level Enroliment
How would you kke to modify your exsting enroliment
© | want to add/remove an NPI associated with this enroliment

| want to convert this bank account to a TIN level enroliment

oD

An additional section will display where the contact should list any additional NPI(s) to be
associated with the specific bank account and click the Add NPI button.
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Add an NP

Each added NPI will populate in the Removed/Available NPI(s) list. These will need to be

selected and, utilizing the arrows between the subsections, moved over to the Associated
NPI(s) list.

Current Enroliments

1] Bank Name Account ABA Routing # Type Linkage Status
Checking NPI Active [ Actons - ]
Details
£dt
Report Suspicious Activity
Edit NPI Level Enroliment i

NPI Management

You can either add a new NPl and associate it with this bank account or remove an NP1 from this bank account by removing it from the associated NPIs list. If you wish to remove all NPIs because you do not wish to utilize this bank account
moving forward, select "Cancel Edit” and select the "Cancel” button on the right-hand side of the page.

Add an NPI

emoved/Available NPI(s) Associated NPi(s)

000

cD

The Status will now read as Change Enrollment Request Pending until the updated roster is
submitted to the Payer and they have responded to the request.

Linkage

MNP Change Enrcliment Request Pending

Add Additional Bank Account(s)
Click the Enroll More button under the current list

It will follow the same steps under How to Submit 1 Enrollment, with already having NPI
enrollment type selected.

NOTE: Unique NPIs may only be associated with one non-cancelled enrollment request.
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Updating Banking Information
You will need to CANCEL the current Enroliment request. Once the Status appropriately
reflects CANCELLED, you can use the ADD BANK button to complete a new

submission. Please refer to How to Manage Enrollment(s) - Cancellation for a walkthrough on
completing the original action.

Cancellation
Click on the Actions button and choose Cancel.

Details

Edit

Report Suspicious Activity
Cancel

The selected bank will expand and now include an additional drop down menu to Select a
Reason for cancelling the account.

Are you sure you want te cancel this bank account?
Flease Sefect a Reason

Sefect a Reason v

Autopasting is Not Supported with Practice Management System

Bank Account No Longer Vaid

Enraliment Raquest Submittad in Error

Othen Free form

Tax 1D Number (TIN) or Employer iD Number {EIN) has changed l
gy

Once the Cancellation has been completed, the contact will receive an e-mail confirmation
and the status in the portal will now display Cancelled.

EnrollSafe._

Your portal for e-payments

Cancelled

Hello

Your enrollment has been cancelled.
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