NPI Crosswalk Quick-Reference Guide

Before You You will need the following items before you begin:
Begin - The document with your NPI Crosswalk logon information
- Your tax ID(s) and NPI number(s)
- Electronic claim submissions for two different patients that were sent to Emdeon
Business Services without rejections, including patient subscriber IDs, date of service,
and claims dollar amount; see Determining If a Claim was Rejected on page 5 of the NPI
Crosswalk User's Guide for more information
About This This document provides procedures for each stage in the NPI Crosswalk setup process
Document outlined in the table that follows. You will find the procedure for each stage in the process

in this document. For more detailed information, refer to your NPl Crosswalk User Guide.

Stage Description

1 Log on to the NPI Crosswalk application

Verify site information

Register tax IDs

Set up secondary providers

Add rendering providers

2
3
4 Set up billing providers
5
6
7

Add a crosswalk for rendering providers

@ Don't know how to get to a certain place within the Crosswalk? You can find

& specific instructions on how to navigate to each part of the NPl Crosswalk
application in the Navigating to Specific Setup Areas section of the NPI
Crosswalk User Guide.

Checking For an Itis important to use the most up-to-date version of this document as content is updated

Updated as needed. New versions are placed on the www.sagehealth.com/npicrosswalk web page.
Document Confirm your documentation is the most up to date by comparing it to the footer of the
online documentation. If the footer date on your printed version is older than the date on
the document currently on the web site, then you should discard your old document and
print the newer version.
Logging On Use the following steps to log on to the NPI Crosswalk web application. For more
information about logging on, refer to page 5 in your NPI Crosswalk User's Guide.
Step Action
1 Navigate to the NPI Crosswalk application from your web browser: https://access.emdeon.com.
2 Type your username and temporary password using the provided credentials.
Click the Login button.
3 If this is ... Then...
Your first time logging in Go to step 4.
Not your first time logging in You are logged in after step 3.
4 Review the site terms and conditions and then click the Accept button to continue.
Complete the Update Security Questions page and change your password.
NOTE: The security questions and answers are free text. You can provide whatever questions and
answers you wish; however, take the care to use questions that you can answer unambiguously later.
5 . . . . : >
That is, you must answer the questions exactly as written. These questions will be used if you forget
your password. See About Your Security Questions on page 6 of the NPI Crosswalk User's Guide for
more information.
6 Click the Update button.
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NPI Crosswalk Quick-Reference Guide, Continued

Verifying Your Follow these steps to verify your site's information in the NPI Crosswalk application:
Information
Step Action

On the Home page, click the Enrollment Manager link, shown below.

welcome Pro Admin | Home | Logout | Help

() emdeon-

b

1 Iy Profile
User administration
Enrollment Manager,
2 On the Provider Site Maintenance Screen, verify that the provider site information is correct.
3 Make any necessary changes and click the SE88S81 button. If you have no changes, no action is

required. Continue to Registering Tax IDs.

Registering Tax The following table identifies steps for registering tax IDs. Each tax ID used to submit
IDs claims must be registered; therefore, repeat this procedure if you use more than one tax
ID. See page 13 of the NPI Crosswalk User's Guide for more information.

Step Action

Click the Details link next to the NPl X-WALK Service, shown below.

Provider Site Maintenance

Facility Marme:* My Practice, PA |

Tax ID:* 000000000 Custornar ID: I:l
Address:* 1057 Alan Lane City:* Pensonville

state:* | Rhaode lsland v Zip +* 02914

Subrnit Site

Associations History

Previous Page | Mext Pags
Parent Service Effective Date Status
MM - Matwark Saruices NPT X-WALK &/26/2007 subrittfd details

Q CAUTION: If you see more than one NPI X-WALK service is listed, select the
one that does NOT state "MM-Network Services."

2 Click the Register Tax IDs tab.

Type your tax ID in the space provided, and then click the Next button. Generally, you should not need

3 to change your submitter ID, as it comes directly from the information you already use to submit claims.
Enter data from two different electronic claims for two different patients on the Check Eligibility page,

4 and then click the Check Eligibility button. Look on your billing report for this information. Each claim
must have been submitted to Emdeon Business Services at least 48 hours prior and without rejections.
Information entered is case sensitive.

5 Click the Return to Enrollment Manager button after successfully registering all tax ID's.
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NPI Crosswalk Quick-Reference Guide, Continued

Setting Up Billing Follow these steps to set up a billing provider:

Providers
Step Action
Click the Billing Provider tab (below the Provider Site Maintenance page). The following page displays.
1
Click the Submit button to identify a provider based only on a tax ID; the Selected Columns box should
> be empty in this case. If needed, select data elements required to differentiate billing providers by
moving the data element from the box on the left to the Selected Columns box on the right. See the
caution below.
3 Select a tax ID from the Tax ID drop-down list.
4 Type the NPI number.
5 Click the Submit button.
6 Verify the NPl number, and then click the OK button.
7 Repeat this procedure until each tax ID has an associated NPl number.
Billing The Billing Providers page allows you to select how billing providers are identified. That
Provider is, you can select which fields on the claim will uniquely identify a provider's NPI in
Setup addition to the standard tax ID. Generally, you will not select any additional data
Caution elements because the tax ID is sufficient. Whatever elements you select in step 2 of
Setting Up Billing Providers will be required for all billing provider crosswalks in
subsequent steps. The fewer exact-match requirements, the more likely the claim will
be selected for NPI injection within the crosswalk process.
Setting Up Use the following steps to set up secondary referring providers. You will need to maintain
Secondary this list as new referring providers are identified. In addition, you will need to create a
Providers secondary provider crosswalk for each provider's name variation. Simply, repeat this
procedure for each secondary provider name variation.
Step Action
On the Provider Site Maintenance page, click the Secondary Provider tab (circled in the figure):
1
2 Click the Create NPI Crosswalk button.
3 ONLY complete the NPI, Last Name and First Name fields of the provider.
4 Click the Submit button. Repeat this procedure for each secondary provider.
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Adding Follow these steps to add your providers, also known as rendering providers, in the NPI
Rendering Crosswalk application. You will need to maintain this list as new providers come to the
Providers practice.
Step Action
1 On the Provider Site Maintenance page, click the Associations tab.

2 Click the Provider tab.

Click the Add Provider button (circled in the figure):

Type the provider's first name, last name, and tax ID.
NOTES:

- Only one valid tax ID is required.

- An NPI number is not required in this step.

5 Click the Add Provider button. CAUTION: Add a rendering provider only once.

To add other rendering providers, click the Associations tab, the Details link next to the provider site

6 name, the Associations tab (for the provider site), the Provider tab, and then click the Add Provider
button.
Creating a After adding a rendering provider, you are in the Provider Maintenance page. Follow these
Provider steps to create an NPI crosswalk for each provider:
Crosswalk
Step Action

1 On the Provider Site Maintenance page, click the Pencil icon next to the provider's name.

On the Provider Maintenance page, click the Products/Services tab.

Click the Pencil icon, shown in step 2 above.

Move the Last Name and First Name fields from the left to the Selected Columns box by selecting the
field then clicking the Add button.

Click the Submit button.

Type the NPI number, last name and first name, and then click the Submit button.

~N oo b~ (W

Verify the NPl number is correct by retyping it at the prompt. Click the OK button.

Repeat this procedure for each rendering provider and for each variation of a provider's name and to
include any variations of the physicians name based on what comes in on claims. For example, if William
Smith also submits claims under Bill Smith, Bill Smith MD, or William Smith MD, you will need to add
providers and create provider crosswalks for each variation.
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