Registering for a Cohere Account

To get started using Cohere'’s portal, your organization should designate one administrator to
register for an account. The person who completes registration will be set up as an admin
user and will be responsible for managing user access for your entire organization. Admins
will have the ability to set up other organization administrators.

Step1: Step 2: Step 3:
Complete registration Activate account Login
Visit Cohere’s registration Once registration is Create a password and
page, to start the process complete, you will receive choose your security
of registering for an an email* prompting you to question and image.
account. activate your account. This
email will include your When logging in, your
username. username will always be
your email.
*Don't forget to check your spam
folder.
Steps to Register

Visit Cohere's reqistration page, and
click the pink “Start my registration”

button.

To start registration, enter the main
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Practice TIN
11-0000000

Your emai I
brooke.ross@coherehealth.com

Create an account

Already have an account? Sign In
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After entering this information there are a few possible options you may
experience from the results returned.

@ Your Orgdnization is Iisted. Join an existing organization
What to do? Select the “join” button to the
right of the corresponding organization.

% Lakeside Lutheran Home
12-3456789

Authorization requests are viewable at the
organization level within the Cohere portall. - et
This means that you will be able to view and
submit requests for all of the associated
organizations regardless of the physical bont see your orgeniationlstd?
location that is selected. \

ﬁ Brooke's PT
12-3456789

@ Your organization has multiple tax ID numbers (TINs).

What to do? If your organization is not listed, but, you have multiple tax IDs, please
enter the additional TINs to view your organization has multiple tax ID numbers,
you are able to add more to learn more about if it is in our system.

@ Your organization is not listed.

What to do? Start by entering additional TINs in the search bar at the top of the
page to expand the organization options. If you still do not see your organization,
press “Create a new organization”.

If you submit authorization requests for multiple locations under the same tax ID
number, please select the location that constitutes the majority of your
pre-authorization requests. If submissions are roughly equal, select any of the
listed organizations. Admin users will be able to add additional TINs.

Join an existing organization

Showing O results

No Organizations Found...

Try adding additional TiNs to locate an existing organization, or create a new one below

Not seeing your organization? Try adding another TIN associated with your organization.
Add another TIN

11-2233445 X
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Share more about yourself by answering
a few basic questions, including: Share more about you
e Name &Title About you

e Contact information .
e Specialties you submit Yo contoct fomaton

Phone rumber
(555) 123-9658 Ext. Fax number

About your role

Your title

Account Verification Options

Cohere requires account verification to ensure the security of sensitive patient
information. After completing the screening questions, you will be asked to verify your
account. You may do so in three ways:

Option 1: Verify by email domain

If you are an admin completing the registration on behalf of your organization, you will be
able to set up what is called auto-verification based on email domain. This means that
other users at your organization will be given full access to start submitting authorizations
immediately after they register.

You can enable this option when initially creating the organization.
In order for this to work as described above, users must have the same emaiil
domain as the admin.

e If this option is not enabled during the registration process, the administrator at the
organization must manually verify all new users requesting access.

Would you like to make it faster for other people at your organization to set up accounts
' by enabling auto-verification based on email domain?

email@orthotenessee.com

@ Yes O No

By selecting yes, you are confirming that other members from your organization using the same email domain (email@orthotenessee.com) can

o Important information
| join your account. Anyone who requests an account with this email domain will be able to automatically join your organization.
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Option 2: Verify by member info

If an administrator has not enabled auto-verification by

email domain for your organization, you will be asked to Verify your account
provide the member ID and date of birth for 5 patients at
your practice. e

this information, and entering it here does not violate HIPAA.

*If a member's ID is associated with additional B [
dependents, please use the member ID and DOB of the B [
primary policy holder. 2

After entering this information, you will automatically
receive an activation link so you can sign-in to the portal
and start submitting authorizations. However, users will
not be associated with their organization until the admin
on the account verifies the request.

cohere —
Those “pending” users will see a
. E Pending Ortho Tennessee admin approval for full access
purple bOnner, ||ke the One belOW, Contact your admin or Cohere will reach out on your behalf in 1-2 business days
upon signing in to the Cohere
pOFtO| Fibecby st Q_  Search (Patient name, Member ID, Auth ID)

® A0

Q Pending review (0)

]
\S Approved (0) /

Don’t have member ID and date of birth information? Review option 3 to learn more about how to continue
your registration without this information.

Option 3: Manual verification

You may need to use this option in the case where auto-verification by email domain is not
setup and you do not have member ID and date of birth information for 5 memlbers at your
practice.

In these situations, you should press the “verify manually” link at the bottom of the same
page asking for member IDs. A Cohere team member will manually process this request
and send an activation email once the account has been created.

Don’t have member data?

Verify manually
It often takes 1-2 business days to verify manually
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Admin Responsibilities

As the administrator of your organization, we rely on you to verify the users that register for
an account at your practice.

Please do the following to ensure that users at your organization receive access as soon as
possible:

e Periodically check the management page within the Cohere portal to verify those
new users (screenshot below)
e Keep an eye out for email notifications of the addition of these users.

Additionally, if auto-verification by email domain was not setup during the initial registration
process, an admin will be able to enable that on the management page so subsequent
users registering will be able to auto-verify as they complete registration.

Follow the steps below to verify new users within the management page of the Cohere
portal.

a Click the “review” button next to FlodniRandieinan

Review member information

the users name.

e A popup screen with the users e
information will populate, please

confirm that the information is

125-456.78%
Ortho Tennessee

Emall
florin.handelman@orthotennesee.com

correct and then select “verify
account” or “reject access”.

e This user will then be added e

Stieet address
239 Causway St

itle (6.9, Pre-cort manag
Pre-cert associate

User specialties (for any vendor, not just Cohere)
OB/GYN, Urology

Organization admin ()

under the ‘General members’
header.

Verify account

Reject access

Users & Permissions

Unverified members © @

Name. Email Phone number

I FloJo  New eth, Review

Seth Snyder th, Review

A blue line to the left of a user, indicates
they are a new member. This will refresh s .
after each time you visit the
management page so it is clear who is
new to the organization.

General members © @

Email Phone number Admin Status

emailadomain.com 123-456-7890 No B Pending

emailadomain.com 123-456-7890 No B Pending
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