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Non-Utilizer Report

Non-Utilizer Report Instructions

The Non-Utilizer Report provides the Main Office Contact with the account status for all users attached to their HPHConnect
account. This report should be used during the annual Account Revalidation process or at any time the Main Office Contact
would like to view the status of users attached to their HPHConnect account.

Below are instructions for running the Non-Utilizer Report:
1. Loginto HPHConnect for Providers.

2. Click on "Reports” in the navigation bar under the Office Management section. This will bring up the list of available reports.

OFFICE MANAGEMENT ADMINISTRAT
Eligibility
Authorizations & Notifications
Referrals
Claims

AIM Specialty Health
Provider Directory

Reports

3. Click on "Non-Utilizer Report.” This will open the Non-Utilizer Report screen where report criteria may be selected.

ey ———

Available Reports

Report Name Report Description
Membse Roster et a list of mambers with a panticular Primary Care Physician
Non-Utilizar Repaort get a list of users and their utilization and login status
Provides Report geta list of providers
Transaction Reports view the number of transactions for a length of time you specify

For more information, visit https://hphcproviders.healthtrioconnect.com/



https://hphcproviders.healthtrioconnect.com/

4. Choose the report criteria.

Report List Batch Report Status Legacy Reports

Non-Utilizer Report

Selection Criteria

Amerita, Inc. dba Infusion Reso
Harbor Health Services Inc. (14

Access List HPHC All Claims (715)

HPHC No ee Claims (716)
LCU Reparting (1092)

Reporting Period

Days Since Last Sign-on H Days

Sort Criteria

* Access Group
Status

o User Name

& User ID

Additional Selection Criteria

9 Include Locked Out Users

Download This Report

Select Download Format  Display Results H

@ CLEAR

Reporting Period—Days Since Last Sign-on
Allows the Main Office Contact to determine the number of days he/she wants reported since the user's last sign-on.

e The range is from 5 days to 65 days. Harvard Pilgrim recommends selecting 5 days.

Sort Criteria
Allows the Main Office Contact to determine how the report should be sorted. The options are:
e Access Group
« Status (Active, Account Expired)
« User Name (recommended)
* UserlID

Additional Selection Criteria—Include Locked Out Users

Select this option to see users whose accounts have been locked for inactivity or for too many failed login attempts.

Download This Report—Select Download Format
 Display (on screen display)
* Download Delimited file
» Download MS Excel file

» Download PDF file
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5. Once report criteria have been selected, click on the "Generate” button.
6. View the report.
7. Review the report and proceed to Step 9.

Report List Batch Report Status Legacy Reports

Return to Previows Paga
Pages: (112 FResults: 241|

HealthTrio connect
MNon-Lhilizer by User 1D

As of: 3 Mar 2020

provider_sbusiness_sarvices

CW5_Admi 14 Feb 2020 18
@harvardpilgrim.ong Admin

Admin C¥S Admin_ X200

provider_ebusinass_sarvices

Adrmi 3 2019 182
@harvardpilgrim.org Progerny Admin Sap

Admin Progeny Admin_ 300000

Active

Account
Expired

8. a) When the confirmation message displays, click on the link to access the Document Manager.

Report List Batch Report Status Legacy Reports

Confirmation

@ Download Your Report

Your report is available in Document Manager.
Click here to go to Document Manager.

b) At the File Document Manager inbox, click on “Download.”

My Documents ( EDI UPLOAD )( ADD DOCUMENT )
=
Name: Category: Date Range
Al - @ ]
Owner Status
Show All Statuses -
Sorted By:  NEWEST - PerPage 25 v =z] @
n-Utilizer for HPH: Jaims.x: . Uploaded: 03/03/2020
E Owned By: Hphe All Claims Expires: Does Not Expire
Uploaded
( VIEW/EDIT ) ( DOWNLOAD ) C ARCHIVE ) ) Permanently Delete
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c) Select "“Open” to open and view the file, or “Save"” to save the file to your computer.

Opening Non-Utilizer Report for HPHC No ee Claims.xls [0

You have chosen to open:
|| Non-Utilizer Report for HPHC No ee Claims.xls

which ist Text Document
from: https://www.healthtrioconnect.com

What should Firefox do with this file?

@:0pen withi | Microsoft Excel -

(") Save File

[ Do this automatically for files like this from now on.

| ok || cance

d) View of the reportin MS Excel and proceed to Step 9.

AutoSave (@ off) =l B Nan-Utilizer Repd
File Home Insert Page Layout Formulas Data Review View Help 0 sear
Eﬁ X cut [ Calibri == ®- | BWaepTe 6
Paste f@Copy i = _._. — ==

B T U~ = = = | &= 3= -
+  <¥ Format Painter - - = === MErge 8t Cantat j
Clipboard [F] Font [F] Alignment [F]

Qu4 B
d e | & | & | ® | 6 | bt | © | W | U | & |
1 |ACCESS_LI ACCESS_LIDAYS_SIN EMAIL LAST_LOG LAST_NANNAME ROLE_MNARNSTATUS_DUSER_ID

9. Delete users, if applicable

* Review the report and determine if any User accounts listed as expired need to be deleted.

* If the user accounts do need to be deleted please refer to How to Add, Delete or Modify a User’s Information.
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