
Eligibility Verification 
 
Our online eligibility verification tool can be used by providers to verify enrollment in one of Colorado Access’ health plans, verify 
Primary Care Provider (PCP) assignment, and PCPs can use this tool to update a member’s PCP. 
 
Eligibility Verification requires a provider logon ID.  If you do not have a provider logon ID, you can request one by downloading 
the form located on our Web site at http://www.coaccess.com/sites/default/files/logon_id_request.pdf 
 
The following provides a brief overview for using this tool.  If you need additional assistance, please contact your Provider and 
Community Relations Liaison at pns@coaccess.com, or call Customer Service.  Customer Service numbers can be located on our 
Web site at http://www.coaccess.com/contact-us 

1. Go to the For Our Providers Page 
 
From the Colorado Access homepage 
(www.coaccess.com), click on For Our Providers.  
This will bring you to the provider page  
(http://www.coaccess.com/our-providers). 



2. Login to Eligibility  
 
From the provider page, locate the heading, 
Colorado Access Provider Tool Kit.  Below 
this heading is a series of buttons.  Click on the  
button labeled Eligibility.  A Colorado Access 
Network Login screen will open in a new  
window.   

Colorado Access Username 

Colorado Access  Password 
Enter your Colorado Access  
Username and Password and then 
click Login.   



3.  Search for a Member 
 
After you login, you will be brought to the 
search screen.  On this page is a list of  
available search criteria (Colorado Access ID, 
State ID, etc.).  Click on the circle next to the 
search criteria you would like to use. 

After you choose the search criteria, enter the 
text you would like to search for in the blank 
field.  The correct format is indicated in an  
example below the blank field.  

Click Search.  You will notice that the circle  
below the search button will turn blue.  This 
means that the tool is working.  

Sometimes, when searching by name, you may receive multiple 
results.  Search through the list until your locate your member.  
Once you locate your member, double click on the line in which 
their information appears. 



Verify the member demographic 
information to make sure the  
tool has found the correct  
member 

4. Verify Member Coverage 
 
Once the tool finds the member you are searching 
for, you will be brought to the Member Eligibility 
page.   
 
Member eligibility is located below the member’s 
demographic information.   

Active (current) coverage is below a green line. 

Inactive (past) spans of  coverage will be located 
below the red line.   

Click this button to  
expand or collapse 
certain elements of the 
page  



5.  Change PCP (FOR PCPs ONLY) 
 
If a member would like to choose your  
office as their Primary Care Provider 
(PCP), you may do it for them from the 
Eligibility Verification tool.   
 
NOTE: This is only enabled for providers 
who are designated as PCPs by Colorado 
Access. 

From the Member Eligibility page, click on 
the Change PCP button.   

Once you click on Commit to Change 
a printer window will open.   
Remember to print the PCP change 
after you click on Commit to Change 

Have the member or member representative 
sign the printed copy of the PCP change  

Click the Commit to Change button in order 
make the PCP change.  After you click on 
Commit to Change the date and time of the 
request will appear below the Provider  
Signature line. 

Then, a printer window will open.  
 
Remember to print the PCP change after 
you click on Commit to Change. The provider should sign the printed copy of 

the PCP change. 

Verify that your office/practice name is in 
the Request Change to PCP Name drop 
down box 


