
Page 1 of 23                           UCare Provider Portal v1.0 Provider Portal Quick Reference Guide 

Copyright 2010, UCare, All Rights Reserved. UCare® is a registered service mark of UCare Minnesota and UCare Wisconsin, Inc.  

Provider Portal Quick Reference Guide 

Contents 

Additional Documentation ............................................................................................................................ 2 

Overview ....................................................................................................................................................... 2 

Provider Services Section .......................................................................................................................... 3 

Provider Inquires Section .......................................................................................................................... 4 

The Grid ......................................................................................................................................................... 5 

Login .............................................................................................................................................................. 5 

Forgotten Password .................................................................................................................................. 5 

Change Your Password.................................................................................................................................. 8 

Change E-mail address .................................................................................................................................. 9 

Change Security Question ............................................................................................................................. 9 

Send a Secure Message to the Provider Assistance Center ........................................................................ 10 

Provider User Profile ................................................................................................................................... 11 

Roster Data ................................................................................................................................................. 12 

Authorization Information .......................................................................................................................... 12 

Claims Search .............................................................................................................................................. 13 

Search Member Eligibility ........................................................................................................................... 15 

EOP Information Search .............................................................................................................................. 17 

Provider Administrator Tasks ...................................................................................................................... 18 



Page 2 of 23                           UCare Provider Portal v1.0 Provider Portal Quick Reference Guide 

Copyright 2010, UCare, All Rights Reserved. UCare® is a registered service mark of UCare Minnesota and UCare Wisconsin, Inc.  

Create a New Users ................................................................................................................................. 18 

Reset a User’s Password ......................................................................................................................... 21 

Update/Delete Users .............................................................................................................................. 22 

Unlock a User’s Account ......................................................................................................................... 23 

 

Provider Portal – Provider Assistance Center Direct line: 866-245-9297 For the best user 

experience within the UCare Provider Portal, please use one of the following web browsers:  

Microsoft Internet Explorer 7+ 

FireFox 3.5 

Safari 5 

 

 Additional Documentation 

Provider Administrator Registration: 

http://www.ucare.org/SiteCollectionDocuments/portal/Provider%20Portal%20Administration%20Regist

ration%20Help.pdf   

Provider Re-Registration: 

http://www.ucare.org/SiteCollectionDocuments/portal/Provider%20Portal%20Re-

Registration%20Help.pdf  

Provider FAQ: https://providercs.ucare.org/pages/faq.aspx  

Overview 

The UCare Provider Portal is a secure website which allows your clinic, facility, or system to access your 

UCare information.  All providers who use the portal will be able to: 

 Send secure message center to communicate directly with our Provider Assistance Center 

 View EOPs 

 View Claims with details 

 View, Print and Download Roster 

 View Authorizations 

 Change your password, email address and security question/answer 

Provider Administrators (1 per clinic) will be able to perform the above tasks and also: 

http://www.ucare.org/SiteCollectionDocuments/portal/Provider%20Portal%20Administration%20Registration%20Help.pdf
http://www.ucare.org/SiteCollectionDocuments/portal/Provider%20Portal%20Administration%20Registration%20Help.pdf
http://www.ucare.org/SiteCollectionDocuments/portal/Provider%20Portal%20Re-Registration%20Help.pdf
http://www.ucare.org/SiteCollectionDocuments/portal/Provider%20Portal%20Re-Registration%20Help.pdf
https://providercs.ucare.org/pages/faq.aspx
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 Create Provider User accounts for your system 

 Change Provider User passwords 

 Modify Provider User profiles (change names and delete) 

Provider Services Section 

The UCare Provider Portal is broken into two main sections.  The Provider Services section gives you 

access to all of the self service features, like change password, change email, change security questions 

and answers, send a secure message to the Provider Assistance Center and update your profile 

information.  Provider Administrators will also be able to create and modify their users through the 

Provider Services section.  

 

 

Provider Services:  

Manage profile information, change your 

password, change your email, change your 

security question and answer, send a secure 

message to the UCare Provider Assistance 

Center. 

Provide portal feedback: 

Tell us what is wrong or what we should 

do to make the portal better.  This is not 

a means to submit a technical support 

case, please call the PAC with issues. 
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Provider Inquires Section 

The second section within the UCare Provider Portal is the Provider Inquires Section.  The Provider 

Inquires section gives you access to all of the data elements that you need while working with UCare 

members.  You will be able to view claims, EOPs (Explanation of Payment), Roster, Authorizations, 

Member lookup for eligibility, and Provider Search to search the UCare network.  You may use the 

graphic on the main page to access the Provider Inquires Section or select the link at the top of the page 

for a drop down of all options. 

 

 

 

 

 

Provider Inquiries:  

Look up claims, EOPs (Explanation of 

Payment), Authorizations, Member Search 

for Eligibility, Roster, and Provider Search.  

You may click this link or Select the Provider 

Inquiries link above to see a drop down of 

choices. 

Provide portal feedback: 

Tell us what is wrong or what we should 

do to make the portal better.  This is not 

a means to submit a technical support 

case, please call the PAC with issues. 
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The Grid 

Data within the UCare Provider Portal is displayed within a grid that has built in features to help you 

filter and page through your data.  You can change the number of entries per page, filter by using the 

search field to show any data that matches what you type.  For example, if you are looking for a claim 

that was paid on 01/02/2010, type that date in the search field.  The next page feature is in the lower 

right.  You may also sort by the column headers. 

 

 

 

Login 

To log into the UCare Provider Portal, you may go to http://www.ucare.org, click on Providers at the 

bottom of the page, and then click the graphic to access the Provider Portal.  You may also use this link 

to directly access the portal: https://provider.ucare.org. 

 Forgotten Password 

1. If you have forgotten your password, go to the Provider Portal login screen:  

http://provider.ucare.org/pages/login.aspx and click on Forgot Password. 

Filter your 

results. Change how many 

items show per page. 

Change the sort direction. 

Go forward 

or back 

pages. 

http://www.ucare.org/
https://provider.ucare.org/
http://provider.ucare.org/pages/login.aspx
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2. Enter your Username and click Submit, if you do not know your username, contact your 

Provider Administrator.  If you are the Provider Administrator or do not know who your Provider 

Administrator is call UCare at 866-245-9297.                             

 

3. Enter the answer to the security question.  If a Provider Administrator created your account, you 

were emailed this information.  If you used the re-registration process, this security question 

and password was created by you. 
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4. Check your email for the uCare Password Recovery email.  The email will be sent from 

portal@ucare.org and may be in your Junk Mail folder.  Make sure to add portal@ucare.org to 

ensure you receive all communications from the UCare Portal.  The password is everything after 

the colon.  It is strongly recommended that you change your password as soon as you log into 

the portal. 

 

  

mailto:portal@ucare.org
mailto:portal@ucare.org
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Change Your Password 

To change your password, follow these steps: 

1. Click on the Customer Services link on the main page or select the Customer Services drop down 

at the top of the page. 
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2. Select Change Password; enter your existing password and then your new password twice. Then 

click Change Password.  You will receive a notification that your password has been changed. 

      

Change E-mail address 

1. Select Customer Services at the top or on the main home page, and then select Change E-

mail Address on the left. Enter your new E-mail address twice and click Update. 

 

Change Security Question 

1. The security question is used to help you reset your password if you should happen to forget 

it.  Select Customer Services and then Change Security Question.  You must enter your 



Page 10 of 23                           UCare Provider Portal v1.0 Provider Portal Quick Reference Guide 

Copyright 2010, UCare, All Rights Reserved. UCare® is a registered service mark of UCare Minnesota and UCare Wisconsin, Inc.  

existing password first, as a security precaution, and then enter your new security question 

and answer.  Some examples of a security question are: What was the name of my high 

school mascot?  Where was I born? 

 

Send a Secure Message to the Provider Assistance Center 

A secure message is like an email, but the message will remain within the portal at all times and is not 

transmitted across systems or the internet.  To send secure messages to the Provider Assistance Center 

follow these steps: 

1. Select Customer Services on the main home page or select the Customer Services link at the top. 

2. Select Contact the Provider Assistance Center, select a subject, enter a message and click Send 

Message.  You may view your sent messages via Sent Messages link on the left, or the Inbox via 

the Inbox link. 
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Provider User Profile 

The link to the Provider User Profile page under Customer Services shows details about your profile.  

From this page you will see your first and last name, email address, and affiliated facilities.  You are also 

able to change your security question and answer and also change your password right from this page. 
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Roster Data 

To view a list of all members by UCare plan, who have chosen your clinic as their Primary Care Clinic, 

select Roster Data under Provider Inquires.  You will be able to view a list of members, print the list and 

also download the data into a Microsoft Excel formatted file. 

 

Authorization Information 

To view a list of authorizations, go to the Provider Inquires section and select Authorization Information. 

For authorization status inquiries, search by using the following combinations along with the "Service 

From" and "Service To" dates:  

 Member # (including the zeros).  

 Authorization #.  

 First/Last Name and Date of Birth.  

Please note that you will only get results for your organization. 
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Claims Search 

To search for your claims, click on Provider Inquires, and Claims on the left navigation.  Enter a Member 

#, PMI #, Claim #, and/or First/Last Name and Date of Birth.  It is also strongly recommended that you 

enter either a service or paid date (From and To).  Narrow your search criteria to increase the speed of 

the search.  Search is limited to 500 results. 

 

View only your clinic or location’s 

claims.  If you wish to view all claims 

for all your affiliations, uncheck the 

box and click Find. 
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After your results have been displayed, select one claim or multiple claims, then click Display Claim 

Details. 
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Search Member Eligibility 

To search a member’s eligibility information, select Provider Inquires and then click Member 

Information. You will be able to look-up any UCare member for their eligibility information by entering 

the member’s member ID OR PMI OR their Last Name, First Name, and Date of Birth. 
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After you click Find, scroll down and you will find the member’s information. The member’s enrollment 

history will be displayed below: 
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EOP Information Search 

You will be able to view your Explanation of Payment (EOPs) by clicking on Provider Inquiries and then 

EOP – Explanation of Payment on the left navigation pane.  Enter search criteria and click Find.  If you 

check Only my EOPs, only the EOPs associated with your facility will be displayed.  If this box is not 

checked you will see EOPs for other affiliates.  The search results are limited to 500.  Narrow your search 

criteria to narrow your results. 

 

 

 

 

Click the EOP link to view your 

EOP.  You must have Adobe 

Reader to view the EOP. 

No affiliated EOPs will show 

if you check this box. 
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Provider Administrator Tasks 

Provider Administrators have the ability to create new Provider User accounts to access data within 

their system and associated clinics and facilities. 

Create a New Users 

To create a new user, log into the portal and select Provider Services, and select Create New User on the 

left navigation pane.   

TIP: ALL E-MAIL ADDRESSES WITHIN THE PORTAL MUST BE UNIQUE, SO EACH PROVIDER ADMINISTRATOR 

AND PROVIDER USER MUST HAVE A UNIQUE E-MAIL ADDRESS. 

 

After you have entered in all the information, and click Create User.  The user will receive two e-mails 

from portal@ucare.org.  The first e-mail will contain the user name and the security question to allow 

them to reset their password if they should forget it.   The second e-mail will contain their system 

generated password and the secret answer. 

mailto:portal@ucare.org
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First e-mail: 
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Second e-mail: 

 

You new account holder must 

activate this account before 

logging into the portal. 
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Reset a User’s Password 

To reset a user’s password for them, first view the Update User Profile page to find the user’s e-mail 

address. 

 

After finding the e-mail address for the correct user who needs a password reset, select User Password 

Reset on the left, enter their e-mail address, then click Reset.  An e-mail will be sent to the user with a 

new system generated password.   

TIP: THE PASSWORD WILL BE DIFFICULT TO TYPE, TRY COPY AND PASTE USING YOUR MOUSE TO SELECT THE 

NEW PASSWORD AND PASTE IT INTO THE PASSWORD FIELD.  ADVISE THE PROVIDER USER TO RESET THEIR 

PASSWORD AFTER LOGGING INTO THE SITE. 
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Update/Delete Users 

To update a user select Update User Profile on the left navigation, then enter their user name and click 

Search.  Change the information and click up or delete the user. 
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Unlock a User’s Account 

If a user enters their password 4 times incorrectly, their account will become locked out.   Select User 

Unlock Account on the left navigation, enter their email address, and click Search.  If the account is 

locked out, a button will appear to unlock the account.  It is also recommended to reset their password.   

 


