


How to Guide: Enroll in Electronic Funds Transfer (EFT) and Reconcile your
Electronic Payments with ECHO's Provider Payments Portal.

If your bank or financial institution is not located within the United States, you are
not eligible for EFT of your payments to your account. In addition, your bank
must have an American Bankers Association (ABA) routing number.

HOW DOES IT WORK?
o Complete the ERA/EFT enroliment form. Upon submission, paperwork outlining the

terms and conditions will be emailed to you directly along with additional
instructions for setup.

e ECHO Health supports both National Provider Identifier (NPI) and the Tax
Identification Number (TIN) level enrollment. You will be prompted to select the
option that you would like to use during the enrollment process.

e If you need assistance, contact ECHO Health at 888.834.3511.

¢ Please make sure you have an ECHO Health draft number and payment amount so
we can validate your enrollment request. A draft number is listed as the EPC draft #
on ECHO Health explanation of payments. If you do not have an ECHO draft
number available, please dial 888.834.3511.

Please Note: For security and verification of our providers during EFT enrollment, you
must have received a payment from any payor implemented with ECHO before you
can proceed with the enrollment process.

If you have never received a payment from ECHO for any payor, then you must wait to
enroll for EFT after your first virtual card or check payment from ECHO is received.

Enroll in EFT:
Step 1
There are two different EFT enrollment options available:
Option 1

Enrollment with only this payer (no fees apply) visit,
http://enrollments.echohealthinc.com/EFTERADiIrect/GHCEauClaire

Enrollment to receive EFT from All Payors processing payments on the
Settlement Advocated platform (A fee for this service will apply) visit,

hitps://enroliments.echohealthinc.com

The URL option selected above will redirect you to the appropriate page to start your
EFT enrolliment.
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Provider EFT/ERA Enrollment Process

Step 2

Begin the EFT enrollment process by selecting the “Click Here"” button.
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ECHO Account Authentication

Step 3
Providers who have a Provider Portal Account through another ECHO enrollment
will select the first option to authenticate their account.

The screen will change allowing the provider to access their Provider Portal
Account with their username and password credentials.
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Enroll using your ECHO Provider Portal Account

Step 4

Once the EFT enrollment is submitted, the enrollment information will be associated
to the providers’ existing provider payments portal account.
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TIN Enrolilment with an ECHO Draft No

Step 5

Most providers will select the second enrollment option “Enroll using TIN”. The
option to “Enroll using Enrollment Code™” is no longer available due to security
reasons.

The screen in this step displays the required fields for a provider who has received
an ECHO payment, also referred to as an “ECHO Draft” from any payor. The
ECHO Draft is a unigue number assigned to a payment and is also the check
number if the payment is a check.

Once the information is completed on this page and the Submit button is
selected, the provider will be prompted to complete the online enrollment form.
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TIN Enrollment without an ECHO Draft No

Step 6

The screen in this step displays the required fields for a provider who has also
received an ECHO payment from any payor. The difference between this screen
and the previous is that the provider has a Payor check number instead of the
ECHO draft number available.

The Payor Check No field must be populated with a Payor assigned check number
from a payment issued by ECHO.

The Patient Account No is assigned by the provider to a patient and is included on
the claim submitted fo the Payor.

Once the information is completed on this page and the Submit button is selected,
the provider will be prompted to complete the online enroliment form.

Please Note: If you have never received a payment from ECHO for any payor, then
you must wait to enroll for EFT after your first payment from ECHO is received.
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Step 7
Complete the EFT/ERA Enroliment Form
o Complete all sections that apply to your enroliment.

e Enrollments are handled at the TAX ID level. All NPIs associated with the specified
TIN will be automatically enrolled.

e If your TAX ID would like to receive payments info more than one bank account,
please contact EDI@EchoHealthinc.com.

e If you prefer to enroll with multiple NPI's per Tax ID, please submit an excel
spreadsheet using the following information:

e E-sign or print and manually sign the form.

o Mailto: ECHO Health, Inc.
810 Sharon Drive
Westlake, OH 44145

o Faxto: 440.835.5656

o Email to: EDI@EchoHealthinc.com
(secure email is recommended)

For information about the status of your enrollment, or for any other questions,
please contact ECHO at 888.834.3511 or EDI@EchoHealthinc.com.
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EFT and ERA Enrollment Form
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Enroliment Form continued
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STATUS Page

After submitting the enrollment form, the provider will be redirected to the
"EFTERAENnrollmentStatus” page.

Step 8

The screen above is your confirmation page that your enrollment has been
submitted. Within 5 — 7 business days, a small deposit between $.01 and $.99 will
be added to your account. Please check to see if you have received this
amount from HNB — ECHO. If you have not received the small deposit within 10
business days, please contact the enrollment team at ECHO 888.834.3511
otherwise, with the small deposited amount, continue with the confirmation steps
in the provider payments portal on the following pages.
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ACH Deposit Confirmation Process

Step ¢

To confirm your ACH Deposit, you do not have to register in the Provider
Payments Portal account. Confirm your ACH deposit by selecting the link at the
bottom of the screen on the www.providerpayments.com log in page.
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Account Confirmation

Step 10

Enter the TIN and Deposit Amount associated with the enrollment found on your
bank statement or through your online banking account.

Successful Account Confirmation

Step 11

When a valid TIN and deposit amount have been entered, the Congratulations
screen will display. At this point you are still not registered in
ProviderPayments.com. Credentials will automatically be sent to you.
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Provider Payments Portal - First-time Users

Step 12

Providers who register in the Provider Payments Portal for the first time can access
the site by typing in the URL www.providerpayments.com

Create a New Account
To create a new account in the Provider Payments Portal, select the “clicking

here” link at the bottom of this Log In page.
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Create a New Provider Payments Account

Step 13

To setup access to your provider payments account, complete and submit the
“Create a New Account” form shown on this page. After your account is
created, you can log in using your credentials.
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Start using the Provider Payments Portal

Once you have logged in using your credentials, the Inquiry page lists the most
recent payment documents delivered via ECHO. Additional capabilities include:

e a printable PDF copy of the remittance by clicking on the “EFF” link
e an “835" link to view the associated 835 file

e viewing the seftlement status (including an image of the cleared check for
payments issued on paper) via the links in the “Settlement” column

e an arrow icon that when selected expands the document to show claim
details

Reconcile EFT payments with ERA

When you enroll to receive EFTs, a Corporate Credit or Debit Entry (CCD) will be
generated by ECHO and passed to your financial institution for each payment
issued. The CCD is a related addenda record transaction received with your EFT
payment.

Each CCD contains a re-association trace number created by ECHO. You can use
the re-association tfrace number to reconcile your EFT with your ERA. A re-association
trace number is the check number that is associated with the payment transaction.
The same check number can be found on the ERA record.

The re-association trace number is the check number.
Payee ID: 123456 NPI #:5555555555 Checkreference Payment amount: $500

TaxID: 1111111111 Check #0529999 ID: 1234567890123 Date: 6/1/2017

To get your re-association trace number, contact your bank. Ask your bank to
include the re-association trace number in the CCD transaction.

Billing system auto reconciliation process

When your billing system receives a CCD transaction, the re-association trace
number will be in field 3 of the addenda record. If you auto-post your remittance
advice into your billing system, contact your billing system vendor and ask where the
re-association frace number is populated on the ERA report, and how the ERA and
EFT payments are married.

Manual reconciliation process

If you do manual reconciliation, you can request a downloadable EFT report from
your bank that contains the re-association frace number. This re-association trace
number will also be found within the corresponding ERA file in ECHO's Payment
Manager. Once you have the EFT report and the ERA file and know where the re-
association trace number is located on each report, you can match the EFT and
the ERA together.
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