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Hill Physicians Access Express Quick User Guide
Attachments (Clinical Notes) Submission CONTENTS:
PATIENT
Search
Note: If you are at the Authorization Summary page, skip to step 9. Eligibility
Benefits
1. From your browser, go to www.hillinsite.com and login. @m‘h""za““"s
Message from webpage ]
2. Click the eAuthorizations link under the Patient section. B b
0 =
3. Click OK to the prompt. Access Express will open
in a new window.
B Home
— MAIN MENU
4' From the IanIry menU, CIICk E“glblllty' :E:‘SQII\]:yncurrem termbet Please select from the following list:

= Display Authorizations

5. Within the Option Il search box, enter search e ——
. . 3 ast Name: test First Name: ae
criteria and press Enter, or click the Search button. DOB: (mmiddiyyyy)
Health Plan: - AllHealthPlans — - o
PCP:
. . Region: —AllRegions -+
6. Click on desired member name. Sub Region: — All Sub Regions - -
7. Click the View Authorizations link at the top of the
. . . . SELECT MEMBER
page. Alternately, Click Display Authorizations
H Member Name DOB Sex Health Plan
from the IanIry menu * [TEST-HPMG. AE-GIRL2 o 9/26/2006 F Blue Cross Commercial
* TEST-HPMG. AE-MAN-CHANGE 5/20/1946 M Health Net Commercial ar]
H . AWA H H IH TEST-HPMG. AE-MEMBER 12/3/1986 F Blue Cross Commercial
Tlp DO nOt Confuse the VIeW AUthorlzatlonS Ilnk TEST-HPMG. AE-WOMAN 12/23/1998 F Blue Shield CalPERS
with the ‘View Authorizations in Hill inSite’ link.
(Page: 1 of 1. Total Records

8. Click on the desired authorization date link.

o _ _ SELECTED MEMBER
The Authorization Summary page displays. This

page displays the authorization number, status [\giw AUt\f}OriZEﬂiCt)QS In Ftli” i”Site]S
and detailed authorization information. msite] [View authorizations ] [S€

9. Click the Upload Attachments link at the bottom Date "> Authlumber &>

of the page. The link may read Upload/View 2/19/2014 00826709
Attachments if the authorization already has one -
or more attachments.

© | [ Upload Attachments ]

10. Browse for the attachment, type a description, and

click Upload. When done, click Return. For detailed Authorization Atichment
instructions on the upload process, see page 2. No attachments curently exist
Des::riplion: — o
@
: Eing‘\‘z‘zdhgli ‘esx:\e;ram b - bin, doc, docx, efx, gif, htm, html, jpeg. jpg. pdf, tif, 1iff)



http://www.hillinsite.com/

P& Hill Physicians

Your health. It's our mission.

Upload Attachments Detail

Attachments include clinical data, chart notes, images,
or other documentation related to the member’s

authorization request. (2] [ UploadView Attachments ]
1. Follow the steps 1-8 on page 1 to access
the Auth0r|zat|on Summary page Authorization Attachment
No attachments currently exist.
2. Click the Upload Attachments link. The link (3 S e
may read Upload/View Attachments if
pl’eViOUS authorization attaChmentS eX|St : :?Err:lzlzt:‘::‘e‘ ‘e:zﬂﬂ;\uﬂrfaare bin, doc, docx, efx, gif, htm, html, jpeg, jpg. pdf. tif, tiff

3. The Authorization Attachment page displays.

Upload New Attachment
4. Click the Browse... button to locate the File: Browse_ ()
file you wish to attach. Description: |

UPLOAD

Note: Acceptable file formats are bin,
doc, docx, efx, gif, htm, html, jpeg, jpg, pdf,

tif, tiff, txt, xls, xlsx, xml, XpPs, Xsn. (3 Choose File to Upload |
@del Desktop » [ %3 |[ Search Desktop £
Organize »  New folder B O @
5. Find the desired file on your computer: 43¢ Frvortes .
= )
e You need to know where the file is saved on o e ] -
your computer. For example, the file may be e o (6] | g
saved to your desktop, or in your > o Music MR TEST-H MG
Documents folder. i Eame
o If your office uses Hill Physicians’ NextGen Fineme .
system, you should export your chart notes

to the g:\drive (shared drive). You can then
upload exported NextGen files from the

g:\drive. Upload New Attachment
File: C:\Users'\saal1882\Deskic  Browse__
Description: o |f'u'1RI Shoulder x
6. Double-click on the desired attachment. 0 -
UPLOAD

7. Type a description of the attachment. -

Authorization Attachment

. . Delete? N Descripti Size UploadedBy  Upload Date
8. Click the Upload button and wait for the e w:\.rvr;ep_dflf MRI o 2||:; s:Ao;ssz 412[320142:45:25 PM

progress dialog box to close.

Upload New Attachment

File: Browse...
Description: I:I
9. Repeat steps 4-8 for each attachment.

s Permitted file extensions are: bin, doc, docx, efx, gif, htm, html, jpeq. jpg. pdf, tif, tiff, txt. xls, xlsx,
xml, xps, xsn
« File size limit is: 5000 KB

10. Click the Return button when done. You will be
returned to the Authorization Summary page.

RETURN @
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