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• Choose Create your account to 
get started

• Review the Consent notification 
and the Privacy Act notice and 
then choose Continue

Create user ID and password

• From the homepage on 
HumanaMilitary.com, choose 
Provider self-service

https://www.humanamilitary.com/
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Create user ID and password

• Each person should create their 
own account for security purposes

• Create a unique user ID 
and password

• There are two password questions 
that must be chosen and answered

• This will allow for an easy password 
reset if the need arises



East Region PROVIDER SELF-SERVICE TUTORIAL | 5

Create user ID and password

• Review the User agreement, 
accept and Submit

• After creating an account, you 
must Add TIN to utilize all the 
features in provider self-service

• To add TIN later, choose Skip and 
log in to go to your profile
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Add a Tax ID/Employer ID Number (TIN/EIN)

Add a TIN/EIN to 
the account
• If you chose to Skip and log in, 

you will be taken to this page

• This will allow you to add a TIN/EIN 
to your account

• Click the Add a TIN/EIN to your 
account link near the top of the page

• This page includes TIN/EIN 
information and how to 
gain access

• Once you are ready to proceed, 
click Next to continue

Name John Smith

Email johnsmith@domain.com Update

Phone (555) 555-5555 Update

Street Address n 1234 Update

User ID *****678

Last Login 4/10/2024 2:30:00 PM

Password Changed 4/10/2024 2:30:00 PM Change Password

• Enter the nine-digit Provider TIN  
or EIN with no dashes and enter 
the ZIP code of the TIN/EIN 
primary location

• Note: The TIN/EIN must be 
TRICARE certified to be accepted
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Add a Tax ID/Employer ID Number (TIN/EIN)

• See the definitions of the two 
options by hovering over each

• Choose the option that best 
defines your role within this TIN/EIN

• If the Third Party option is chosen, 
we will require the approver’s name 
and contact information

• This page will not appear for 
Employee/Owner

• There are four approval options

• You must choose one

• We will look at each one on the 
following pages so you can choose 
the most appropriate option
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Add a Tax ID/Employer ID Number (TIN/EIN)

• Immediate access for those on 
the phone with a Humana 
Military associate

• Enter the activation code on the 
next page

• Once this is completed, you will 
have full access

• The Fax key code is located on an 
auto-fax referral or authorization 
received by Humana Military

• The auth order number at the top 
of the fax and the four-digit key 
code near the bottom are required

• This information should be entered 
on the next page

• Note: The TIN/EIN you are requesting 
access to must also be included on 
the referral or authorization

• The on-site option is used by a 
Humana Military associate who will 
be in the office with you when you 
are requesting access

• The associate will enter his/her own 
key codes to gain immediate access
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Add a Tax ID/Employer ID Number (TIN/EIN)

• If you do not have an activation 
code, an auto-fax key code or a 
Humana Military associate on site, 
you must choose the Manual option

• Your request will be sent to your 
practice site administrator, if you 
have one, for approval

• If there is no site administrator, your 
request will be reviewed by a Humana 
Military associate for approval

• You will receive an email when 
your access is approved

• When your access request has 
been approved and you log in, you 
will have access to all features in 
provider self-service

• Note: You may add as many TIN/
EINs as needed by repeating this 
process
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User ID and password reset

• Correctly answer the questions 
you entered when you created 
the account

Reset password
• You can reset your password 

two ways:

• Choose Forgot user ID or 
password, or

• Enter your password incorrectly 
three times and you will see the 
error message at the top with 
the option: How do I get my 
password restored?
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User ID and password reset

Retrieve user ID
• If you have forgotten your user 

ID, you can retrieve it by choosing 
Forgot user ID

• The password has been reset

• You may return to the sign in page 
and log in

• You may reset your password

• You must also reset your two 
security questions
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User ID and password reset

• You user ID will appear

• You may return to the sign in page 
and log in

• Enter your email and first and  
last name

• Select the security questions you set

• Answer the security 
questions correctly
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Ask a question

• Chat is available during business 
hours only

• Chat Now means you may use this 
feature now

• Not Available means you should 
check back later

• Secure message is available anytime

• To use secure message, choose the 
envelope of the appropriate category

• You have access to chat and 
secure messaging by choosing 
Ask a question

• Note: Chat and secure message is 
only available in provider self-service
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Ask a question

• Choose the envelope on  
the homepage to retrieve  
your messages

• Both sent and inbox messages are 
located here

• Once you have chosen the 
category, you may add your text in 
the message field

• You may also add an attachment

• Once you send the message, you will 
be able to view it in your sent box
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Referral and authorization center

• Filter your search by:

• Filter by date
• Status
• Place of treatment

• By turning on the Pending 
notification, you will see only the 
referrals and authorizations that 
require your attention

• The green icon indicates we would 
like acknowledgement of a change

• The plum icon indicates we need 
information from the provider

• Use the referral and authorization 
center to:

• Enter a new request for referral 
or authorization

• Check or update an 
existing referral

• Check or update by provider
• Search by auth/order number
• Sign up for email notifications 

to receive alerts when a change 
has been made to a referral 
(i.e., approved, return needing 
additional information)
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Referral and authorization center

• The beneficiary’s TRICARE ID is 
required to begin

• The diagnosis is required to 
complete the request

• To view an on-demand referral-authorization demonstration, click on this link: 
Referral and Authorization Demonstration | Provider On Demand Webinar

• To view an on-demand referral-authorization change request tutorial, click on this link: 
Submit a referral and authorization change request + adding documentation

• To submit a new request for a 
referral or authorization, choose 
Submit a new request

https://www.brainshark.com/1/player/hgb?pi=zHnzThKQmzRw6Vz0&r3f1=&fb=0
https://www.brainshark.com/1/player/hgb?pi=zHXzKff7gzRw6Vz0&r3f1=&fb=0
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Patient profile

• The eligibility page will display:

• Name
• Address
• Up to two phone numbers
• TRICARE program
• Other Health Information (OHI)
• Sponsor information
• PCM, if applicable
• Referrals/authorizations
• Catastrophic cap and deductible
• Claims
• A link to View Plan Costs
• Coverage history

• Visit: Patient eligibility and out of pocket costs | Provider On Demand Webinar for more information

• To check eligibility, the TRICARE ID 
and Date of Birth is required

• Enter that information from the 
home page and choose View

• Note: You may check up to five 
beneficiaries at one time by 
choosing Show Extra Profile Fields

https://www.brainshark.com/1/player/hgb?pi=zH5z8vcQ7zRw6Vz0&r3f1=&fb=0
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Provider access claims center

• There are many options on the 
claims home page

• From the Claims Summary tab, 
you may search by:

• Date of service
• TRICARE ID
• Payment date
• Check Number
• Practitioner

• From the homepage, click on the 
link Provider Access Claims Center
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Provider access claims center

If there is a recoupment case for 
the provider and location, a fourth 
Recoupment Summary tab will visible.

• From the Recoupment Summary 
tab, you can search for a case by:

• Entering the six-digit case number
• Case status

• The recoupment results will show:

• Reason for recoupment
• Claims affected
• Offset information
• And more

• From the Correspondence tab, you 
may search by:

• General
• Offset

• Adjust dates as needed

• From the Remittance tab, you 
may search by:

• Created Date
• Check Number

• Adjust dates as needed
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Provider access claims center

• To view an on-demand claims center demonstration click on this link: 
Claims Center Demonstration | Provider On-Demand Webinar

• To view an on-demand recoupment summary search demonstration click on this link: 
Recoupment Summary Search | Provider On-Demand Webinar

Web Claim Submissions
To setup the tax ID for web claim 
submissions, choose Submit an XPC 
from the claims homepage

• This will take you to the registration

• Once registered, this link will take 
you directly XPC

• You can submit professional and 
institutional claims

• You can submit secondary claims

• You can submit corrected claims

https://www.brainshark.com/1/player/hgb?pi=zIDzgUqApzRw6Vz0&r3f1=&fb=0
https://www.brainshark.com/1/player/hgb?pi=zHXzU9jHuzRw6Vz0&r3f1=&fb=0
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Care management dashboard

• The beneficiary’s TRICARE ID and 
date of birth is required

• Enter in the fields and Search

• From the home page, click to 
View dashboard
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Care management dashboard

• To refer a beneficiary to a care 
management program, choose the 
link under the dashboard

• Fill out the electronic form and 
submit

• The dashboard will display all 
programs for the beneficiary

• For beneficiaries enrolled in the 
Autism Care Demonstration (ACD), 
you will have access to:

• The Comprehensive Care Plan 
(CCP)

• Medical Team Conference notes
• A link to send a secure message 

to the Autism Services Navigator 
(ASN)

• For beneficiaries enrolled in 
case management, you will have 
access to:

• Program name
• The case manager’s name and 

phone number
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 You can report a Potential Quality 
Issue (PQI) from provider self-service

• Choose Submit PQI Form from  
the homepage

• The fillable form will appear

• Fill out the form and Submit
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