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Overview

The Account Administration feature allows providers to control website access for their Tax
Identification Number (TIN). Each person who needs access must first register to create an account.
Then, an Account Administrator can sign into the secure site and approve or deny access for those
accounts. This guide will show you how to become an Account Administrator and how to use the feature
once you have access. Each TIN can have multiple Account Administrators.

Account Administrators are responsible for:
e Approving website registration requests for new users
e Denying website registration requests for new users or existing users
e Promoting users to Account Administrator
e Demoting other Account Administrators to a non-administrator role
e Serving as a point-of-contact for other users within their organization/TIN

The Account Administrator role selection for myVACCN.com is subject to attestation that you:

1. Have the authority on behalf of your organization to make decisions and manage account access
for users under its TIN

2. Have the authority to control other user's access to the Account Administration role, while
acknowledging that there can be multiple Account Administrators under the same organization

3. Agree to be responsible for managing and disabling access as necessary and to be the point of
contact for users under your organization/TIN

4. Accept responsibility on your behalf as well as on behalf of your organization for which you are
making use of this application

Please note: Billing Agencies cannot sign up to be an Account Administrator.
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Account Administration Sign Up

Sign up to be an Account Administrator during website registration as a new user. Existing users will see
an option to sign up when returning to the secure website for the first time after this feature is
implemented.

“d oPTUM B ACERN

YOUR INFORMATION

Hamie:
ane Doe

Tax [0 Numsber [TIM]):
1IZA5E7ES

Provider State and ZIP;
North Caroling 28262

ﬁimdm: Rogeter  Account Infeemation  Venificabon

Date of Birth: -
10/ 10/1581 Sign up to be an Account Administrator

An Accoynt Administrator has the authority o manage acoess for other usgrs within their organization/

Tax Identification Mumber (TIN). There can be multiple Account Administrators for the same organizationy N,
INSTRLUCTIONS

Accounl Administratorns are résponsibde for:

Wiou must sign up and acoept the
XPress(lim Agfeamant in ordes to
sutemall Claitel secinoracally.

Approving registration reguests for new users

Demying registration reguests for mew users of exisling users
Promaoling users to the Account Adminisirates roke

Demaling other Actaunt Administratons to 4 non-administrator role
Sening as a point-ofcontact for othesr users within their onganizatson/TiM

@ & & & &

Plense note Bl“lﬂi dAgentcies CANNOT be Account Administrators
Yas, | ks the suthonty within my onganzatssn/TIN to be an Account Adminisirabar snd would ke to Ss30 up

Mo, | don't have the authority within my organization to be an Accownt Administrator but would ke to regater asa
regular uger,
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Account Administration Attestation Form

Each user must first agree to the Account Administration Attestation and submit an electronic signature
as shown below in order to be an Account Administrator.

‘;\\' OPTUM’
— my
VACCN

Account Administration Attestation

The Account Administrator role selection for my VACCN.com is subject to your attestation that vou:
1. Have the authority on behalf of your organization to make decisions and manage account access for users under its Tax Identification Number (TIN)
2. Have the authority to control other user's access to the Account Administration role, while acknowledging that there can be multiple Account Administrators
under the same organization/Tax Identification Number (TIN)
3. Agree to be responsible for managing and disabling access as necessary and to be the point of contact for users under your organization/Tax Identification
Number (TIN)
4, Accept responsibility on your behalf as well as on behalf of vour organization for which you are making use of this application

I agree to the above by signing on 12/09/2020.
Facility/Business Name: Provider's TIN:

NC Family Care XXXXX3474

Authorized Officer: * Title: =

Accept Agreement and Continue

Please note: If a user declined to sign up initially, he/she can be promoted to an Account Administrator
at any time by another Administrator for the same Tax Identification Number (TIN).
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Secure Homepage

The Account Administration option will display in the top blue navigation bar of the secure homepage. If
there are accounts pending approval, a message will display in the yellow notification bar. Select either
Account Administration or the “view now” link to navigate to the Account Administration feature.

Please note: Users who are not administrators will not see either link on their homepage.

~\~ Home Print Provider Feedback Logout
N OPTUM’
"YvAccN

Veteran Information Claim Information myAccount Information KPressClair 1 Account Administration

Your password will expire in: 90 day(s)
change it now

You have pending approvals.
yiew now

John Smith
Last visit: Today

eeeLlaim: When a patient does not have Other Health
Insurance (OHI), please do not enter zeroes in the OHI Paid
field; leave the field blank. Remember that providers can submit
corrected claims through XPressClaim!

Standardized Episodes of Care (SEOC): SEOC Billing Code
Information

Please note: In order to use the Chat, Rx Pharmacy and
Provider Feedback features, blocking third-party cookies must
be turned off in your browser settings.

Provider Services:
Region 1: 888-001-7407
Region 2: 844-839-6108
Region 3: 888-901-6613

So that we can update our files and keep your information
curreni, myVACCN_com is down for maintenance daily between
3:00 - 4:00 a.m. EST and Sundays from 5:00 p.m. fo midnight.
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Account Administration Feature

A list of accounts (except the signed-in user) for the Tax ID Number will display. The list can be filtered
by First Name, Last Name or account Status. There is also the option to sort by column (Profile Type,
First Name, Last Name, Business Name, Registration Type, Status).

‘\ Home Print Provider Feedback Logout

W OPTUM’
m— MYvnceN
by PGEA

Veteran Information Claim Information myAccount Information XPressClaim Account Administration

Home > Account Administration

Account Administration

This page will allow you to view and perform administrative tasks for the various accounts that are registered with your provider's Tax Identification Number.

Filter

First Name Last Name Status

. mm

Accounts - TIN XXXXX3474

Account Type First Name Last Name Business Name Registration Type Status 4  Admin Approval
Details ~ Admin Sylvia Worthington  NC Family Care sKC Approved n
Details  Billing Agency John Williams NC Anesthesiology Ctr  Inst Reg Incomplete Denied
Details ~ Provider Jane Lane NC Family Care Inst Reg Completed Inst Reg Completed n

Details ~ Provider Marie Small NC Lab Inst Reg Incomplete Inst Reg Incomplete n

Details ~ Provider George Smith NC Pediatric Care SKC SKC Completed n
Details ~ Provider George Roundtree NC Test Provider SKC SKC Incomplete n

Page 1 2 Next >

If there are more than 50 registrants for the TIN, the list may need to be filtered to locate an account. A
message will display:

A\ Please note: A maximum of 50 profiles are displayed. To see more, please narrow your search.
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Account Types

There are three Account Types:

Admin — This user has access to Account Administration in addition to all other features of the
secure provider website (if status is completed or approved)

Provider — This user does not have access to Account Administration but has access to all other
features of the secure provider website (if status is completed or approved)

Billing Agency — This user does not have access to Account Administration nor the option to sign
up to be an Administrator but has access to all other features of the secure provider website (if
status is completed or approved)

‘\ Home Print Provider Feedback Logout

W OPTUM'
T MYyyaccN
by PGBA

Veteran Information Claim Information myAccount Information XPressClaim Account Administration

Home > Account Administration

Account Administration

This page will allow you to view and perform administrative tasks for the various accounts that are registered with your provider's Tax Identification Number,

Filter

First Name Last Name Status

- CaEm

Accounts - TIN XXXXX3474

Account Type First Name Last Name Business Name Registration Type Status 4  Admin Approval
Details | Admin Sylvia Worthington ~ NC Family Care SKC Approved n
Details | Biling Agency John Williams MC Anesthesiology Ctr ~ Inst Reg Incomplete  Denied
Details | Provider Jane Lane NC Family Care Inst Reg Completed Inst Reg Completed n

Details | Provider Marie Small NC Lab Inst Reg Incomplete Inst Reg Incomplete n

Details | Provider George Smith NC Pediatric Care SKC SKC Completed n

Details | Provider George Roundtree NC Test Provider sKC SKC Incomplete n

Page 1 2 Next >
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Account Status

There are six possible account statuses:

Details

Details

Details

Details

Details

Details

Approved — This account has been approved by an Account Administrator. The user has access
to the secure website. An account administrator can reverse the approval by denying the
account at any time.

Denied — This account has been denied by an Account Administrator. When a denied user
attempts to sign into the secure website, a message will be displayed: “Your registration has
been denied. Please contact the Account Administrator from your organization if you feel this is
an error.” An account administrator can reverse the denial by approving the account at any
time.

Inst Reg Completed — This account has completed instant registration. The user has access to
the secure website. An account administrator can deny access at any time.

Inst Reg Incomplete — This account has started instant registration but has not finished. The
user does not yet have access to the site. An account administrator can approve this account.
Then, the user can access the site without entering claims data to complete instant registration.
An account administrator can also deny the account to prevent the user from accessing the
secure website.

SKC Completed — This account has completed registration by entering the Security Key Code
(SKC). The user has access to the website. An account administrator can deny access at any time.
SKC Incomplete — This account has not entered the SKC yet to complete registration. When this
user signs into the site, he/she would be prompted to enter the SKC. An Account Administrator
can approve this account. Then, the SKC will not be needed. An account administrator can also
deny this account to prevent access.

Account Type First Name Last Name Business Name Registration Type Status 21 Admin Approval
Admin Sylvia Worthington  NC Family Care SKC Approved n
Billing Agency John Williams NC Anesthesiology Ctr  Inst Reg Incomplete | Denied
Provider Jane Lane NC Family Care Inst Reg Completed Inst Reg Completed

Ea
] -
N |
] -

Provider Marie Small NC Lab Inst Reg Incomplete Inst Reg Incomplete

Provider George Smith MNC Pediatric Care SKC SKC Completed

Provider George Roundtree NC Test Provider SKC SKC Incomplete

BREAA
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Account Details

The details link will open a window with more information about the selected user such as job title,
phone number and physical address.

dose X

First Name Last Name Business Name Physical Address
Sylvia Worthington NC Family Care PO BOX 555 City NC

27617
Job Title Phone Registration Type Status

Office Manager (555) 555-5555 ext 18555 SKC Approved

Admin Approval

Promote

Demote
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Admin Promotion or Demotion

Account Administrators (Admins) have the option to promote a Provider to an Admin or demote an
Admin to a Provider using the arrow buttons in the Admin column from the Account Administration
page or from the Details window.

Use the blue up-arrow button to promote a Provider to Admin. When this user accesses the secure
website and navigates to the Account Administration page, he/she will be presented with an Account
Administrator Attestation form to complete before the Administrator feature can be used.

Use the gray arrow-down button to demote an Admin to Provider (remove Account Administration
access). When the user accesses the secure website, he/she will no longer see the Account
Administration option but will still have access to all other secure features.

Account Type First Name
Details  Admin Sylvia
Details  Billing Agency John
Details  Provider Jane
Details  Provider Marie
Details  Provider George
Details  Provider George

Deetails

M_:m i

[apeai i

Last Name

Worthington

Williams

Lane

Small

Smith

Roundtree

Business Name

NC Family Care

NC Anesthesiology Ctr

NC Family Care

NC Lab

NC Pediatric Care

NC Test Provider

Registration Type

SKC

Inst Reg Incomplate

Inst Reg Completed

Inst Reg Incomplete

SKC

SKC

Plysacal Address

77 Hospital Lane Cfy RC
Iy

Status

SKC Incamphetn

Status L

Approved

Denied

Inst Reg Co‘mpleted
Inst Reg Incomplete
SKC Completed

SKC Incomplete

BB RA

Approval
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Account Approval or Denial

Account Administrators have the option to approve or deny access for their Tax ID Number (TIN) using
the options in the Approval column on the Account Administration page or in the Details window.

Use the green check button to approve an account. The user will be able to access to the secure website
without entering a Security Key Code (SKC) or claims information for Instant Registration.

Use the red x button to deny an account. The user will not have access to the secure website. When
he/she attempts to sign in, a message will be displayed: “Your registration has been denied. Please
contact the Account Administrator from your organization if you feel this is an error.”

Account Type First Name Last Name Business Name Registration Type Status 4+  Admin Approval
Details  Admin Sylvia Worthington  NC Family Care SKC Approved n
Details  Billing Agency John Williams NC Anesthesiology Ctr  Inst Reg Incomplete  Denied
Details  Provider Jane Lane NC Family Care Inst Reg Completed Inst Reg Completed

Details  Provider Marie Small NC Lab Inst Reg Incomplate Inst Reg Incomplete

Details  Provider George Smith NC Pediatric Care SKC SKC Completed

Details  Provider George Roundtree NC Test Provider SKC SKC Incomplete

BEBAA
[

Deetails

St

[ A At S X SKC Incomplats
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Before the system completes an action (Promote, Demote, Approve or Deny), a confirmation window
will display to ensure the Administrator wants to follow through with the action.

Examples:

Promotion

As an Account Administrator for my organization’s Tax Identification Mumber
(TIN), I approve promoting this user's role to Account Administrator and
acknowledge an email notification will be sent to the user.

Approval

45 an Account Administrator for my organization’s Tax Identification Mumber
(TIN), I approve this website access request and acknowledge an email
notification will be sent to the user.

A message will display once Confirm is selected, and the action is complete:

@ The account has been successfully updated.
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Email Notifications - New Registrations

Account Administrators will receive an email each time someone registers with their Tax ID Number
(TIN). This will give them the opportunity to sign in and approve or deny the new accounts. All
administrators for the TIN will receive an email.

If an administrator does not sign in and approve or deny an account, the user can still access the site by
entering his/her Security Key Code (SKC) or claims information to complete Instant Registration.

Example email:

From: myVACCN Admin <myVACCN.Auto.Admin@PGBA.COM>
Subject: New Notification From myVACCN

Dear myVACCN Website Account Administrator,
The following office staff person has requested access to myVACCN.com. Please log into myVACCN to
approve or deny his or her profile.

Tax ldentification Number (TIN): XXXXX9999
First/Last Name: Full Name
Primary Work Location: Business Name, 123 Main St City, ST 99999

Please do not reply to this email. Thank you for using myVACCN.com!
This email was sent to the following profile administrator(s):

John Smith, (555) 555-5555, PO BOX 555 CITY, ST 12345
Jane Doe, (555) 555-1212, 999 UNIVERSITY BLVD, CITY, ST 99999

Please note: The myVACCN Admin email address sends outbound emails only. Replies or new messages
to this address will not be reviewed or answered.
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Email Notifications — Approved or Denied Accounts

An approved user will receive an email when an Administrator approves his/her account.
Example email:

From: myVACCN Admin <myVACCN.Auto.Admin@PGBA.COM>
Subject: New Notification From myVACCN

Dear Provider Staff Member,

The myVACCN Website Account Administrator from your organization has approved your access request
for Tax Identification Number (TIN) XXXXX9999. Please log into myVACCN to manage your VA CCN
business.

Please do not reply to this email. Thank you for using myVACCN.com!

Administrator: John Smith, (555) 555-5555

A denied user will receive an email when an Administrator denies his/her account.
Example email:

From: myVACCN Admin <myVACCN.Auto.Admin@PGBA.COM>
Subject: New Notification From myVACCN

Dear Provider Staff Member,

The myVACCN Website Account Administrator from your organization has denied your access request
for Tax Identification Number (TIN) XXXXX9999. Please contact your myVACCN Website Account
Administrator for further details and assistance:

John Smith, (555) 555-5555

Please do not reply to this email. Thank you for using myVACCN.com!
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Email Notifications - Promoted or Demoted Accounts

A promoted user will receive an email when an Account Administrator promotes his/her account to an
administrator.

Example email:

From: myVACCN Admin <myVACCN.Auto.Admin@PGBA.COM>
Subject: New Notification From myVACCN

Dear Provider Staff Member,

The myVACCN Website Account Administrator from your organization has promoted your profile to
have administrative access for Tax Identification Number (TIN) XXXXX9999. Please contact your
myVACCN Website Account Administrator for further details and assistance:

John Smith, (555) 555-5555

Please do not reply to this email. Thank you for using myVACCN.com!

A demoted user will receive an email when an Account Administrator demotes his/her account from an
administrator to a provider (removes Account Administration access).

Example email:

From: myVACCN Admin <myVACCN.Auto.Admin@PGBA.COM>
Subject: New Notification From myVACCN

Dear Provider Staff Member,

The myVACCN Website Account Administrator from your organization has removed your administrative
access for Tax Identification Number (TIN) XXXXX999. However, you still have access to the non-
administrator features of the website. Please contact your myVACCN Website Account Administrator for
further details and assistance:

John Smith, (555) 555-5555

Please do not reply to this email. Thank you for using myVACCN.com!
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Web Contact Information - Email and Phone Number

It’s important to keep your contact information up to date since the Account Administration feature will
rely on it being accurate. Please periodically check your Web Contact Information located under the
myAccount Information menu to ensure appropriate notifications are received.

-

4 OPTUM'
WA Community Care Network myVAc “C_U

Home Print Provider Feedback Logout

Veteran Information Claim Information myAccount Information XPressClaim Account Administration

Change your password

John Smith You have pending approvals. Your password will expire in: 90 day(s)
. i hanage it
Last visit: Today ‘ Web contact information view now change it now

( \ v XPressClaim: When a patient does not have Other Health
Insurance {OHI}, please do not enter zeroes in the OHI Paid
field; leave the field blank. Remember that providers can submit
WL corrected claims through XPressClaim!
S

i

f Standardized Episodes of Care (SEQC): SEOC Billing Code
\ > Information

Please note: In order to use the Chat, Rx Pharmacy and
Provider Feedback features, blocking third-party cookies must
be turned off in your browser settings.

Provider Services:
Region 1: 888-001-7407
Region 2: 844-839-6108
Region 3: 888-901-6613

View Referrals »

So that we can update our files and keep your information
current, myWVACCN. com is down for maintenance daily between
3:00 - 4:00 a.m. EST and Sundays from 5:00 p.m. to midnight.
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