
 
 
 
 
 
 
 
 
 

 
 
 
 

Virginia Premier Health Plan, Inc.  . www.virginiapremier.com 
Care Link Support 866.616.1038  

20070821 v1.0  
 



 2 

�  
 
 
 
 
 
 
 
 
 
 
 

1. On the Virginia Premier website, click on VPHP Physician Web Portal  
 

www.virginiapremier.com 
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2. Login with the F5 user name and password you received from VPHP.  
(You will be prompted to reset it on the first logon) 

 
 

3. Key in your temporary password and setup a new password 

 
 

Initial sign on 
process only. 
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4. Click to logon 

 
 

5. Put in your user name and the new password that you created during 
setup 
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6. Click the link (VA Premier Physician Portal) 

 
 

7. Do you want to proceed, Click yes 
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8. Click Yes  
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If you receive this popup: 

·  Put your browser on the yellow high-lighted portion of the 
screen and click to install ActiveX Control 

OR 
·  Click on “Install new browser component” 

 
 

 
 
 
 
 

Check the box, then click Yes 
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Login to the Care Link Application using the user name and password you received 
from Virginia Premier via email 

 
 
If you need assistance please call (804) 819-5240, or toll free (866) 616-1038. 
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You will be prompted to change your password 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Password 

1. Password requires that the first letter must be capitalized and contains at least 
one digit.  

2. The password must be at least 4 characters, but not more than 12 characters. 
3. Password valid for 90 days 
4. You will receive a password-change-warning 10 days before a password 

expires. 
5. User account will be deactivated after 90 days of no activity (not logging into 

Care Link). 
 
 
If this is the first login attempt to Care Link:  
 
1. Type in your login ID in the Login ID field.    
2. Type your Password in the Password field. 
3. Click Login. 
4. When prompted, type your old password (that is, XXXXX , a new password, 
     and you’re new password again). 
5. Click the Change button to change your password. 
 
 
 
 
 

Remember: you only have three tries at 
entering your logon. 
All  pop-ups must be disabled. 

Change 
Change 
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The Care Link window appears displaying pending requests. 
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Before you get started with the user management tasks, you need to familiarize 
yourself with the basic navigation of Care Link. 

 
 After you log in, Care Link displays the window below: 
 
Navigation  Pop-up     Minimize, Maximize, 
Tree   Menu     and Close button 
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Navigation Tree  

The Navigation tree enables you to access the various Care Link task 
windows.  The Navigation tree is on the left hand side of the window. 

 

Pop-UP-Menu 
Use the pop-up menu to navigate to the appropriate task window.  The 
Pop-up menu appears when you click an item on the navigation tree. 

 

Logout, Minimize, Maximize, and Close Buttons 
To close Care Link, click the logout item on the navigation tree once.  In 
addition, you can minimize, maximize, or close Care Link by clicking the 
buttons in the upper right hand corner.   

 

Context-Sensitive Help 
Place your cursor over various buttons and icons and pop-ups display 
information about the item. For example, let the cursor rest over the 
magnifying glass icon in the practice field and receive the following 
message: 
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1. From the Care Link Navigation tree, click member look up. 

 

  
2. To look up a member you will need to search by member’s last name 
(optionally, member first name) and/or member’s date of birth. 

  
3. Click Search 
 
 
 
 
 
 
 
 
 
 
 
 

The members search 
result will indicate if 
the member is eligible 
or not. 
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If you are not sure of a name or it’s spelling, you can narrow your search. 
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Authorization Request 

 
Using Care Link, a provider office can request an authorization for admissions, referrals 
and Outpatient procedures by entering data in an authorization form.  The authorization 
request involves member, provider, and facility and eligibility checks. 
 

Stages of an Authorization Request 
 

Submitting an authorization request is a five-stage process.  After 
logging onto Care Link, a provider office: 
 
1. Finds and selects a member. 
 
2. Selects an authorization request template. 
 
3. Populates fields appearing on the authorization form.  (Required fields 

are marked with a red asterisk* ) 
 

 
4. If the selected authorization form requires an assessment, a required 

assessment button will appear at the bottom of the screen for the office 
staff or provider to complete. 

 
5. Submit the authorization request. 
 

   
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 16 

 
 
 
Sample Referral Template 

 
 

If the authorization is completed, the user receives an authorization number via a 
confirmation receipt. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Member to 
uncheck the 
Participating 
Provider Only Remember to uncheck 

the Participating 
Provider Only  
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Sample Confirmation Receipt 
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What is an Assessment? 
 
An assessment is a series of question to determine a member’s current condition and help 
the care manager understand the member’s needs. 

 
Sample Assessment 
 

 
Assessments can be in conjunction with an authorization request or stand-alone. 
 
   Example 
   -OB Registration 
   -General Authorization Request 
   -OB Delivery Request 
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Provider Admissions 

From the Care Link navigation tree, click View Provider Reports, and then click 
Provider Admission. 

   
 

 
To see the status of all your admissions for this date range, click Display. 
To change the date range, type a new date or click the calendar button. 
To re-display the default dates, click Clear. 
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Providers associated with this practice will be listed here.  

 
 

To see all the admissions for a provider, click the Provider ID or Provider Name. 
To see only the admissions of a particular status for a provider, click the number in the 
Pending, Approved, or Denied column. 
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To view the detail of an authorization, click the Authorization ID. 
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Provider Referrals 
 
From the Care Link navigation tree, click View Provider Reports, and then click Provider 
Referrals. 

 
To see the status of all referrals for this date range, click Display. 
To change the date range, type a new date or click the calendar button. 
To re-display the default dates, click Clear. 
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Providers associated with this practice will be listed here.  

 
 
To see all referrals for a provider, click Referring Provider ID or Referring Provider 
Name. 
To see only the referrals of a particular status for a provider, click the number in the 
Pending, Approved, or Denied column. 
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To request a new user account: 
 Type the correct first and last name. (Required fields are mark with a red 
asterisk* ) 

1. Type a descriptive comment (for example new office staff).  
2. Click Send Request. 
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To request deactivation of access privileges or a change in name: 
   

1. Click a row to select a user  
2. Click the appropriate button (for name change, you will be asked for the new 

name). 
 
To sort the list, click the column heading. 
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To remove a pending request: 
 

1. Click the row to select the pending request. 
2. Click remove. 

 

 
To see pending requests, click pending requests. 
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1. Operating system: Windows 2000 SP4, Windows XP Professional SPI or SP2 or 
Windows XP Tablet PC Edition SP2. 

2. RAM: 512 MB RAM 
3. Processor: 450 MHz Pentium III or better 
��  Other: Internet Explorer 6.0 or lower and Screen resolution 1024x 768 SVGA�

�
�������	� Specs
�
� �

1. Place your cursor over My Computer icon, than right click 
2. Click on properties 
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1. What is Care Link?  
 
 Care Link is designed to give provider offices and health plans more timely 

access to information and the ability to share member information efficiently and 
effectively over the Internet.  Care Link enables providers to check the status of 
their referrals and basic information about their patients.  

 
2. What are the benefits of Care Link? 
 

�  Faster Authorizations 
�  Eliminates the need of Manual Systems 
�  Streamlines Medical Review 
�  Quick Eligibility and Benefit Checks 
�  Ease of Access to Assessment Data 
�  Interfaces with Care Manager 
�  Provider Reports on Demand 
 

3. How does a Provider Office sign up? 
 
 Sign up with your Provider Services Representative for secure web access. 
 
4. How much does a Provider Office pay to use this service? 
 
 This service is at no additional cost to the Provider Offices. 

 
5. How are accounts created? 
 
 Your Provider Services Representative will contact a System Administrator.  Once 

the System Administrator has created an account, you will receive an email 
containing your user name and password (you will be prompted to reset your 
password on the first logon). 

 
 
6. How many user names are given out to each Office? 
 
 The provider at each office will be able to determine how many users should have 

access. 
 
7. Are there any System Requirements? 
 
 Yes, the client workstation should have Windows 2000 SP4, Windows XP 

Professional SP1 or SP2 or Windows XP Tablet PC Edition SP2, 512 MB RAM, 
450 MHz Pentium III Processor or better, and Internet Explorer version 5.0,6.0  
or 7.0. 
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8. What are your hours of operation for any type of questions or issues? 

 
 For technical assistance please contact Virginia Premier Health Plan, inc. at 1-

888-616-1038 during normal business hours; 8am-5pm Eastern Standard Time. 
 

9. Does the user account expire? 
 

 Every 90 days you will be prompted to reset your passwords.  Your password 
should be 4- 12 characters long and contain at least 1 number and 1 cap letter. 

 
 If your account sits for at least 120 days without being used, the account will be 

locked out.  You would then have to contact technical assistance. 
 
10. How many times can I try to log into Care Link? 
 
 You will have 3 attempts to log into the application.  After the 3rd attempt the user 

gets locked out and should contact technical assistance. 
  
 

�
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


