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Login
Paradigm Health Plans will assign a user name and password
based on the security approved
by your group.
Go to www.paradigmhealthportal.com and enter the username
and password that has been provided to you here.
If you have lost or forgotten your
password, you can click on the
link for “Lost or Forgot your password”. The system will walk you
through how to obtain a new
password.
Following the login screen there
is a disclaimer page. This is used
for tracking purposes to comply
with HIPAA security guidelines
and in order to continue onto the
site you must agree.
Note:
Due to security issues, do not
share your user name and password with any individuals. If other individuals need to access this
secure site, please contact your
Paradigm Account Manager.
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Once you are on the Main Menu
page, you will have icons that assist in navigating throughout the
site. This screen may look different depending on your specific
security access.
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Folder Type of Files included in that folder
Monthly Reports

High Dollar Alerts

· Aggregate/specific reports

· High Dollar Alerts

· Month end check register

Enrollment

· Paid claims report

· HIPAA Certs

· Pend letter reports

· Other Miscellaneous Enrollment Information

· Misc monthly reports

COBRA

Accounting

· COBRA Reporting

· Claim Funding
· Fixed Cost Invoices

Secure Mailbox
Within the Secure Mailbox, there
are two separate sections, Group
Files and My Messages.
My Messages:
My Messages is an email system
which allows Paradigm Health
Plan and partners a secure system for sending messages that
contain Protected Health Information (PHI).
All messages are kept within this
system in the user’s personal
mailbox.
The system has many of the
same capabilities as other email
systems. When messages are
sent through this system, the system automatically sends an alert
to the recipient of the message.
The recipient must then go to the
On Line Reporting system to retrieve the message. The system
also puts a message at the top
of the main screen notifying you
that a message is waiting.
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Group Files:
Paradigm Health Plan places all information in the Group Files section. This includes reports that are
generated monthly. Each group has a set of folders within the Group Files section.
These folders have their own security levels and permission to access them is based on the request by
the group therefore some people may not have access to every folder.
To open any of the folders, click on the folder name. To open any of the files within a folder, click on the
file name.
Within each folder, you may have the ability to:
Sort Files:
Click on the name, date or size buttons. The system will automatically resort alphabetically or numerically by that field (name, date or size).
Delete Files:
Some security will not allow you to delete files. If you have that security, you can delete a file by clicking on the (red x) button on the right hand side of the screen. The system will prompt you verifying if
you want to delete this file.
Move Files:
Some security will not allow you to move files. If you have that security, you can move a file by clicking
on the (paper with green arrows) button on the right hand side of the screen. The system will pull up a
separate box asking where you want to move the file.
Rename Files:
Some security will not allow you to rename files. If you have that security, you can rename a file by
clicking on the (ABC) button on the right hand side of the screen. The system will pull up a separate box
asking how you want to rename the file.
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Upload Files:
Some security will not allow you to upload files. If you have that
security, you can upload a file by clicking on the button at the
top of the page. The system will pull up a separate box asking
you to select the file that you want to upload. If you want to upload several files, click the button. The system will pull up a separate box asking you to select the files that you want to upload.
Note:
The system allows the file name to be 35 characters long. If they are
longer than that, you will need to shorten the name before uploading.
After you upload the file, you will be prompted to send an alert.
This alert allows you to notify the recipient(s) of the file. We recommend that you send an alert every time you upload a file.
•If you choose to not send an alert, click the “Do Not Send an
Alert” button.
•If you choose to send an alert, select the person that you want to
send the alert to from the listing on the screen. Click the right arrow button to move that name to the recipient listing. To select
multiple people, hold down the “Control” key on your keyboard.
You can type your message to the person that the alert is going to
or you can select from one of the wordings that are listed under
the Template drop down Menu. Once you have finished, you can
click the “Send Alert” button.
Note:
When sending alerts, do not include Protected Health Information in your alert message as it is delivered to a standard unsecured email addresses.
Other Navigational Tools:
Each folder has several navigational tools on the top of the page.
Below is a listing of those navigational tools:
• (green and yellow arrows)- allows you to refresh your screen.
• (little house)- go the home folder of the group files.
•(folder with blue arrow)- Select a mailbox- this option is only
available if you have access to several mailboxes.
•(folder with green plus)- allows you to add a new folder.
•(paper with green plus)- add a new file to this folder.
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Health Portal
The Health Portal allows you
and your members access to
the following information:
•Review enrollment and claims
information
•Track claims
•View Explanation of Benefits
•View Deductibles and Out of
Pocket Maximums
•Access Plan Documents and
Amendments
•Contact Customer Service
•Link to Network Providers
•Link to Prescription Drug Vendor
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Online Enrollment
Submissions prior to 1:00PM
Central Time Monday-Friday will
be included in that day’s billing
and extracts to PPO/PBM vendors, unless manual review is
necessary. Any submissions after
that time will be transmitted the
following business day.
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Adding a New Enrollee:
Click on “Start an Add” (if the
enrollee or dependent was on
the plan at one time, it would be
considered a reinstatement and
would fall under Changes).
The system will ask you if you are
adding an Enrollee, Spouse or
Dependent. To add an Enrollee,
click on Enrollee and then click
“Select this member type”.

The next screen will ask you to
pick the location and plan. This
will be specific to your group. Select the appropriate plan and location for this enrollee.
The next screen will ask you
whether this is an Open, Timely,
Late or Special Event. This will be
specific to your group. If you do
not have open or late enrollment,
you will not see this option.
The system will walk you through
the different screens as needed
for entry. Each of the screens has
different criteria that validate the
information that you are entering.
If the system cannot validate the
information that you are entering,
you will get a message indicating
why this information is not valid.
If you have questions about this,
please contact your Paradigm Enrollment Coordinator.
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This screen will request Date of
Birth and Date of Hire of the employee, along with the date the
employee signed the enrollment
form. These dates will need to be
entered in YYYY/MM/DD format. If
the dates are not entered in this
format you will receive an error
messages requesting the proper
format.
Once the system has validated
that the member is eligible under
the plan, you will be asked to pick
the benefits that are enrolling
this enrollee in.
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Select the appropriate benefits
for this enrollee. Click “Select
this Benefit” to continue.

This screen summarizes the eligibility for this enrollee. If it is
correct, enter the pertinent demographic information for the
enrollee (name, address, SSN,
phone number).
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You will also be asked if the member has other medical insurance.
If you have other insurance information available to you, indicate
“Yes” and update all information
given to you.
If the member does not have other insurance, indicate “No” and
leave all other information blank.
If the employee has not answered
the question, indicate “Yes” and
leave all other fields blank. This
will generate a letter to the member from Paradigm.
Click “continue” when done entering this information.

The system will provide a summary screen for you to review
and make changes as needed. If
everything is OK, please click on
“Add this individual”.
Your next screen will note that the
enrollee was successfully added.
If there is anything special that
needs to be noted for this entry,
it will be highlighted in the additional notes section in orange.
If you wish to start adding another new enrollee, click on “Start a
new add for a different enrollee”.
If the employee has dependents
to be added, Click on the link
“Add a dependent for this enrollee”.
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Adding a New Spouse or
Dependent:
To add a spouse or dependent,
click on the appropriate type and
then click “Select this member
type”. The next screen will ask
you which enrollee is to have the
spouse or dependent added to. If
you are adding a dependent after
adding the enrollee, it will default
to the enrollee that you just added.
Select the enrollee and click
“Select this enrollee”
The next screen will ask you
whether this is an Open, Timely,
Late or Special Event. Again, this
will be specific to your group. If
you do not have open or late enrollment, you will not see this option.
The system will walk you through
the different screens as needed
for entry. Each of the screens has
different criteria that validate the
information that you are entering.
If the system cannot validate the
information that you are entering,
you will get a message indicating
why this information is not valid.
If you have questions about this,
please contact your Paradigm Enrollment Coordinator.
For dependent children, the system will ask specific questions
about their eligibility such as
50% support, full time student,
disabled, Qualified Medical Child
Support Order. Each of these will
depend on your specific plan language.
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Once the system has validated
that the member is eligible under the plan, you will be asked to
pick the benefits for the enrollee
(it will default to the benefits that
the Employee was enrolled in)
Select the appropriate benefits
for this enrollee then click “Select this Benefit” to continue.
The system will walk you through
the different screens as needed
for entry.
Each of the screens has different
criteria that validate the information that you are entering.

Once the screens are validated
based on the plan language, you
will see the Member Summary
screen:
From this screen, you will enter
the pertinent demographic information for the spouse or dependent (name, address, SSN, phone
number). If the dependent SSN
is not given, leave blank and select the appropriate reason for no
SSN.
Click “Continue” when done entering this information.

15

The system will provide a summary screen for you to review
and make changes as needed.
If everything is correct, click on
“Add this individual”.
Your next screen will note that
the spouse or dependent was
successfully added.
If there is anything special that
needs to be noted for this entry,
it will be highlighted in the additional notes section in orange.
If there are additional dependents to be added, Click on the
link “Add another dependent for
this enrollee”. The system will
walk you through adding these
dependents.
If you wish to start adding another new enrollee, click on “Start a
new add for a different enrollee”.
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Making Changes:
If you need to reinstate a terminated member, change a
member address, change a
member’s elected benefits, or
terminate a member, click on
“Start a Change”.
You will be asked to Select the
member.
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The next screen will ask you what
type of change you would like to
make:
This screen may be different
based on the types of changes
that are allowed under your plan.
Select the type of change and
click on “Select this change”.
The system will walk through
the basic information needed to
make this change. In most cases, you will be asked to overwrite
the information (address, name,
SSN, date of birth, other insurance information). Once you are
done, click “Continue”.
There will be some types of
changes that cannot be made on
the Paradigm Online Enrollment
system. These changes are more
complex and will require intervention by the Paradigm enrollment staff. In these cases, you
will get a message on the site to
contact Paradigm for assistance
with this change.
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The system will highlight the
changes that you made. If the
changes are correct, click on
“Complete this Change”.

This screen will then give you the
links to other options: “Make another Change for this Individual”
- “Make another change for a Different Individual” - “Start an Add
or View History”
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History of Changes:
Paradigm maintains a report
showing the changes that have
been made for your plan.
You can see what changes were
made and when they were loaded into our system.
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Reports:
Within the section, you have the
option of selecting:
Standard Reports: reports that
can be run based on dates/options you choose
Report Package: a comprehensive group utilization report
Scheduler: allows you to schedule any of the standard reports to
run at a specific time.
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Standard Reports:
Types of Reports that are Available:
1. Check Register - listing of the checks that are issued.
2. Claim Lag Matrix – amount of claims paid based on date of service
3. Claim Ledger- a listing of claims that are run for a group. There are several types of ledger reports 		
that can be run:
a. Basic - provides detail by line item of each claim
b. Basic by Claim Number
c. Grouped by Member
d. Grouped by Family
e. Grouped by Coverage Code
f. Grouped by Provider
4. Claims Coverage Analysis - a breakdown of claims by coverage analysis code.
5. Consolidated Enrollment - an enrollment report as of a certain date.
6. Enrollment by Age - a report that provides members that are at or above a certain age.
7. Provider Ledger - an extension of the top Provider Report but it provides more fields on the provider.
8. Top Providers - a listing of the top providers by paid dollars.
9. Wellness Report Card - a report that provides information on how many members are using the 		
wellness benefits.
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After selecting the report that
you would like to run, you will
be asked to enter specific timeframes for the report.
You can run the time-frames by
paid or incurred dates.
Many of the reports have different
options available to them but all
allow you to run by either plan or
location.
After selecting these options, you
will be able to run the report and
display on the screen, export to
Excel or as an Adobe PDF file.
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Report Package
When requesting the report, you have the option of selecting claims that have been either paid OR paid
and incurred for a select time period. You also have the option of including runout claims. There is also the
ability to run by plan or location.
Runs the following reports in one package:
• Enrollee Counts
• Total Claims Under Group Specific Amount
• Health Plan Claims vs Benchmark
• Average Fixed and Claims Cost Trend
• PEPM Trend vs National Average
• Cost Distribution vs Benchmark
• Costs by Coverage Analysis
• Provider Discounts and PPO Utilization
• Top 25 Claim Dollars by Provider
• Top Diagnosis by Paid Dollar Amount
• Place of Service Analysis
• Members Meeting Deductible,
• Members Meeting OOP Max and Copay Analysis
• Cost Allocation by Claim Paid Range
• Cost Allocation by Gender and Age
• Cost Driver Highlights
• Aggregate Report
• High Dollar Claimants
• Distribution of Billed Claims and Plan Reductions and Savings
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Report Scheduler
This section allows you to schedule any
of the Standard Reports to run at a specific time.
First create and name the report and
then you can schedule it to run at a
specified time.
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My Profile
This section allows a user to build
a profile for your access. This profile is printed on all alerts sent out
via the Secure Mailbox.
In addition, this section allows
you to change your password.
Creating a Profile: Click the My
Profile Button. The next screen
provides a space for you to enter
your information.
Changing Password: Enter your
new password in the section
called “New Password”. Reenter
the new password in the section
called “Retype New Password”.
Click the “Save” button. You are
then prompted with a message
“your changes have been saved”.
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Paradigm Health Plans does not support Windows XP operating systems accessing the portal as of April
8, 2014. Due to the fact that Microsoft will no longer support this operating system, there is substantial
risk for anyone using a computer that runs on Windows XP operating system. This risk could include
the computer being compromised by malicious software, websites, emails or remote connections that
compromises the security and privacy of protected health information (PHI). Because of this risk, Paradigm will not allow logins to our secure areas of the website from any machine that uses the Windows
XP operating system after April 8, 2014. This decision is being made because Paradigm feels that any
breach in security could comprise the security and privacy of protected health information (PHI) that is
accessible on the Paradigm Health Plan Portal website (www.paradigmhealthportal.com).
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