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INTRODUCTION 
 
The Colorado Access Provider Portal provides secure, web-enabled, role-based access. 
You will be able to perform the following functions: 

• verify a member’s eligibility 
• view member rosters 
• view a member’s benefits 
• view a member’s claim status 
• view remittance advice 

 
*Please note: information in the Provider Portal is only available to authorized users. 
The portal uses web protocols to ensure secure access to protected health information 
(PHI). An authorized physician’s practice will only have access to view authorizations 
and claim status for their practice/offices. 
 
SYSTEM REQUIREMENTS 
To run the application, you need a computer with the following specifications: 

• Internet Explorer (IE) 11.0 or higher or the latest version of Google Chrome, Firefox or 
Safari. 
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NEW PROVIDER REGISTRATION 

The new provider registration will be used to obtain access to the portal and provide health care 
services to subscribers and/or members. 

In order to successfully complete the registration process, the provider name, provider ID, federal 
ID, provider number and NPI number must match exactly with what is on file with Colorado 
Access. 

To begin the new provider registration, please type the following URL into your browser and 
click enter: coacwsprod.tzghosting.net/tzg/cws/registration/registrationLogin.jsp 
 

If you have problems registering, please contact our provider relations team at 
pns@coaccess.com for assistance. 
 
 
Provider Information 
 
New Provider Registration 
• To begin registration, click on ‘create new account’ 
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New Registration 
Step 1: Click on ‘provider’ 
 

 
 
 
 
Physician & Billing Information 
Step 2: Enter information to verify the user in the system 
 
To register, please send an email to pns@coaccess.com. Include your federal ID and organizational 
NPI number to request the provider ID number. After you receive the provider ID number, enter 
your full name (optional), federal ID (required) and the provider ID number (required) to complete 
the registration process. 
 
• Full name of provider/facility: Name of the provider registering. 
• Federal ID: Tax identification number (this could also be your SSN if you do not have a federal 

ID). 
• Provider ID: Provider number 
• Confirm information then click on ‘verify’ 
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Account Information 
Step 3: Confirm physician and billing information and account information to verify the user in the 
claims system. 
 

 
 
If the information is not correct, click on the ‘clear’ button to remove the values and enter the correct federal 
ID number and provider ID number. 
 

• Street: Mailing address of facility. 
• City, state, zip code: Demographic information for the provider mailing address. 
• Phone number: Phone number for provider. 
• Email address: Provider email address. 

 

 
 

Step 3 (continued): User ID & password 
• User ID: This unique user ID will be set up by the provider and will be used each time the you 

access the application. The user ID should be between six and 30 characters. An email address 
can be used as a user ID. 

• Password: Passwords should follow the below criteria: 
o A minimum of eight characters 
o Use a combination that has at least three of the four following character types: 

1. upper case letters 
2. lower case letters 
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3. numbers 
4. special characters: * % ~ ! @ # $ ^ ( ) + - = [ ] { } ; : , . ? | _ 

o Spaces are not allowed 
• Security questions: Select a pre-set security question from the drop down menu for security 

questions. The answers you provide will be used to recover your password. During the password 
recovery process, one of the security questions will be randomly displayed. The answer entered 
will be compared to the previously entered answers to validate the user. 
o Security question #1: Select the appropriate security question from the drop down menu 

and enter the answer. 
o Security question #2: Select the appropriate security question from the drop down menu 

and enter the answer. 
o Security question #3: Select the appropriate security question from the drop down menu 

and enter the answer.  
o Security question #4: This security question is determined and entered by the registering 

provider group. 
• Multiple users: Multiple user IDs can be created for each provider registration 

o Log in to the portal 
o Click on ‘create new account’ 
o Enter provider & billing information 
o Enter contact information 
o Enter user ID and password information 
o Select and enter password recovery security questions and responses 
o Click the ‘register’ button 
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Confirmation 
Step 4 Registration complete 
• To access the provider portal from this page click on ‘log in’ 

 
LOGIN PAGE 
 
Sign In 
• User ID: Unique user ID set by the physician or provider when creating a new account. 
• Password: Unique password set by the physician or provider when creating a new account. 
• To login into the provider portal click on ‘Login.’ 

 
User Agreement 
• The user will receive the below user agreement message. Please scroll through to review the 

complete list of terms and conditions. 

 
• Clicking on ‘accept’ indicates you have reviewed the user agreement and agree to the terms and 

conditions mentioned. It will allow you to move on to the provider information page and will 
not display the ‘user agreement’ popup again. 

• Clicking on ‘decline’ will bring you back to the login page 
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Access Provider Information 
• The user will receive the message “Welcome, your experience is loading” if your user ID and 

password are authenticated. 
• The initial landing screen will display. If you do not want this initial landing to display, click on 

‘don’t show me this again’ at the bottom of the screen. 
• The provider home page will display. 

 
 

 
Forgot Your Password 
Users who forgot their passwords can click ‘forgot your password’ for help to get their password 
reset. 

Step 1 
User ID verification: Enter user name click ‘next.’ 
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Step 2 
User answer verification: Enter the answer to the selected security question and click ‘next.’ 

Step 3 
Change password: Enter a new password and confirm your new password. 

 

Step 4 
Password reset: Complete. 
Login: Click ‘Log in’ to bring you back to the login page of the portal. 
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PROVIDER HOME PAGE 
When you log in, you will see arrows pointing to ‘manage member,’ ‘search,’ ‘manage 
account,’ and ‘log out.’ If you do not wish to see this each time you log in, you can select 
‘Don’t show me this again’ in the bottom right corner of the screen. 
 

 
 
The Provider Portal opens to the provider home page. This page lists the provider 
name, as well as additional provider information in the provider snapshot in the center 
of the page. 

 
 
Contact Us 
• You will have access to our address, customer service phone number and email as well as 

provider outreach email address. 
• Click on the drop down arrow to find our information: 

Customer service: customer service phone numbers 
Address: office address 
Compliance: compliance hotline phone number 
Email us: page to email us 
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Home 
 

 
Provider Snapshot 
Please review your provider snapshot. If any information has changed or is incorrect, please contact 
our provider relations department at pns@coaccess.com. 
 

 
Provider Snapshot 
• Provider: Provider name on file with us 
• ID: Provider ID number 
• NPI: National Provider Identifier 
• Type: Type of provider 
• Specialty: Provider specialty 
• Languages: Language provided by provider 
• Primary Address: Provider address 

 
Click on the associated providers to view provider details and the primary location along with 
driving directions and hyperlink navigation. 
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Provider Details 
• ID: Provider ID number 
• NPI: National Provider Identifier 
• Type: Type of provider 
• Specialties: Provider specialty 
• Languages: Language provided by provider 

 
Primary Location 
• Address: Physical address of the provider 
• Phone: Office phone number 
• Fax: Office fax number

 
Associated Providers 
This page will show a list of providers that have a direct affiliation to you. 
You can click on the dropdown arrow and see other list of associated providers that you are 
associated with (i.e. other providers that do business with you). Example: provider group logged in 
and sees list of other hospitals and provider he/she does business with. 
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Claims 
You can obtain a list of claims. Click on the drop down arrow to view the claims list. 

 

• Claim ID: System generated number assigned to the claim 
• Service Dates: Date(s) the service was performed 
• Patient: Name of Colorado Access member 
• Service Provider (NPI): National Provider Identifier 
• Status: Reflects current claim status  

To view claim details, click on the ‘claim ID.’ 
 
Right Navigation Menu Options: 
Listed on the right side of the screen is the provider toolkit. This contains the links to the 
functionality available on the Colorado Access provider home page. 

 
 
 
MANAGE MEMBER 
 
Member Search 
• This function requires you to enter the member’s last name, first name and birth date or state 

ID. 
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Required for Search 
 
Search by last name, first name and birth date 
 

• Last Name: Last name of the member. 
• First Name: First name of the member. 
• Birth Date: Birth date of the member listed as MM/DD/YYYY.  
• State ID: Unique identifiers for health plan.  

 
Click on Search 
 

• Member’s name, date of birth, address and phone number will be displayed.
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• Click on the member’s name to view additional details.

 
 
 
Member Information 
Member name, state ID, effective date, birth date, gender, address, country and phone number. 
Click on the drop down arrows to view the following links: 
• Primary Care Providers(PCPs): List of PCPs 
• Authorizations: List of members’ authorizations 
• Claims: List of status for claims 
• Eligibility Details: Member’s current benefits 
• Other Insurance:  Member’s other insurance 

 
Member Roster  
Select Manage Member > Member Roster to view the patient roster. 
1. The following page appears. 

 
The Office Admin of a given location can only view Associated Providers of that location. 

2. Provide search options. You can limit your search by any of the following items: 
Last name: Type the patient's last name. 
State ID: Type a state ID. 
Roster as of: Required field. Type or select a date from the calendar icon. The default is the 
current date. 
Choose a provider: Required field. Select a provider from the list. 
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Advanced search options  

 
First Name: Type the patient's first name 
Sex: Select the patient's sex from the list 
Birth date: Type a birth date or select the date using the calendar icon 
Effective (date): Type the effective date or select it using the calendar icon 
Termination (date): Type the termination date or select it using the calendar icon 

3. Click ‘show roster’ 
The search results appear as in the following example: 

 
4. Do any of the following: 

a. Sort by column using the icon ( ). 
b. Click the link under the ‘name’ column to navigate to the patient information page. 
c. Download the roster as a .pdf file using the PDF icon ( ). Example 
d. View the roster in an Excel spreadsheet after clicking the Excel icon ( ). Example 

You are prompted to open or save the file.  
To view it, click ‘open.’ If you don't have Excel installed, you can download a free Excel 
viewer from the Microsoft website. 
To save it, click ‘save’ and specify a location. 
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SEARCH  
 
Claims 
• You will be able to search claim(s) by using a full search or search by claim ID.  

 
 
Full Claim Search 
• From: Enter the date or select the correct date for the claim from the calendar link 
• To: Enter the date or select the correct date for the claim from the calendar link 
• Type: Select institutional or professional claims from the drop down menu. Selecting 

‘institutional’ from the drop down menu will only return institutional claims. Selecting 
‘professional’ from the drop down menu will only return professional claims.

• Status: Select the correct status of the claim 
• Member: Enter the member’s last name, SSN, or health plan ID 
• Provider NPI: Provider’s National Identifier number 
• Click on ‘search’ to see claim detail 

 

 
 

Search by Claim ID 
• Claim ID: System generated claim number that identifies your submitted claim
• Click on ‘search’ 
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Search Results 
You will receive information on the submitted claim 
 

 

• Claim ID: System generated claim number that identifies your submitted claim 
• Service dates: Date service was given 
• Member: Member name 
• Service Provider (NPI): Provider performing the service 
• Status: Status of the claim

 
 
Claim ID 
 
• Click on “claim ID” to view the claim in detail. 

 

 
 

 
 
 
REMITTANCE ADVICE 

You will be able to view remittance advice by using ‘full search’ or ‘search’ by claim ID. 
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Full Claim Search 
• From: Enter the date or select the correct date for the claim from the calendar link 
• To: Enter the date or select the correct date for the claim from the calendar link
• Status: Select the correct status of the claim (denied or paid) 

 

 
 
Search by claim ID 
• Claim ID: System generated claim number that identifies your submitted claim 
• Click on ‘search’ 

 
 
Search Results 
 

 

• Click on ‘claim ID’ to view the remittance advice. A PDF containing the remittance advice 
opens in a new tab or window. 
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OFFICE MANAGEMENT 
 
Manage Office Locations 
Click on ‘manage office locations’ to view details. 

 
 
 

 

 
If you need to create a new admin, click on ‘+New’ under ‘manage office admin.’ 

 
 
The office admin has the ability to assign access levels from the roles listed. 
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• Click on ‘+New’ to create a new office user in ‘manage office user.’ 

 
 
 

 
 

• Provider clerk: Has access under ‘manage member’> ‘member search’ and ‘member 
roster’ 

• Claim admin: Has access under ‘manage member’> ‘member search.’ Under ‘search’> 
‘claims search’ and ‘remittance advice.’ 

• UM admin: Do not use 
• Super admin: Has access under ‘manage member’> ‘member search’ and ‘member 

roster.’ Under ‘search’> ‘claims,’ ‘claims search’ and ‘remittance advice.’ 
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• The office admin has the ability to terminate access or change the password for these roles. 
 
 


