1. Providers can access the portal from the MercyCareAZ.org website under the Mercy Care
Web Portal link or the Mercy Care RBHA Web Portal link on the top right hand of the page.
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2. Provider must have a secure log on and password.
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3. At the bottom of the home screen is a list of all the Health Tools and select the Provider
Deliverable Manager with Provider Report Management Tool.
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4. Using the PDM tool — First select Provider Reports. Then select External Provider Report.
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5. The External Provider Report page will open. It will list your provider name and ID number at the
top left of the page. You will be able to select the report by provider and time period by using the
filters. The results will appear at the bottom of the page. Click the report name and the file will
open. The file contains the letter and claims data that is currently mailed out today. This is
accessible 24 hours a day/7 days a week.

Deliverable Manager Provider Report = External Provider Report

Welkcome 10 the Provider Rogorting Tool For help and ether dmtructions,
phowne chck here
Erineides Sgparki = Tree dpdicing separis sow ssaliable dor te Realth pler, B3 of Buens mury nod b svailabls (o yu
Report Hame Rapear Chtori poinn
pegative Balince R B ']

W R Rl 1 Cont b sedigallbvd Basland s i

Farpen| Sardrc o, Kty

Proprietary



