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Welcome to the SIHO iTransact portal. 

Primary access codes will be given to key contacts at offices once they noti-

fy SIHO that they wish to use the iTransact portal.  Additional users can be 

added by the primary account holder.   
 

Requests for access codes or any questions can be directed to SIHO’s Pro-

vider Relations. 

 

Email: provider.services@siho.org 

Phone: (800) 443-2980 

Provider and Vendor Access Portal 

One stop access for your guide to utilizing SIHO’s new iTransact platform. 

www. siho.org 
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Roles & Permissions 
Please note that at least one role must be assigned to each user. Please also be advised that roles have different permissions within 

the portal. Protected Health Informa$on (PHI) may not be accessed, used or released without a member’s authoriza$on except for 

specific purposes related to administra$on of the health plan. Therefore, please make sure the roles assigned to each user are lim-

ited to those necessary for proper administra$on of the plan. If a user should not have access to PHI informa�on, you should no�-

fy SIHO prior to the user’s account crea�on so we can remove PHI access. If you have ques$ons, please contact Provider Rela$ons 

by email at provider.services@siho.org or by phone at 800-443-2980.  

Role Name Descrip�on Poten�al Key User Screens Available to Role 

PrimaryWebAccount This role has access to member’s Pro-

tected Health Informa�on (PHI).   

This role is responsible for the Provider 

and Vendor Portals (including edi"ng 

users’ accounts). In addi"on, this role has 

access to all of the func"ons of the other 

roles and can assign roles to others. 

• Primary Contact 

• Office Manager 

• Billing Manager 

• Provider 

 

• View Claims 

• View and Submit Authoriza"ons 

• View and Submit Referrals 

• Check Eligibility 

• View My Offices, My Profile, My 
Preferences 

• Talk To Us 

• A3achments 

• Manage All Users Accounts 

• Resources 

WebVendor  

 

This role may or may not have access to 

member’s Protected Health Informa�on 

(PHI).   

This role is able to see all vendor infor-

ma"on and is able to view financial infor-

ma"on. This role may be given or denied 

access to PHI. 

*If access to PHI is denied, the role will 

not be able to view claims. Please contact 

us prior to user account crea"on to re-

move PHI access.  

• Addi"onal Contacts 

• Billing Managers 

• Billing Personnel 

 

• View Claims* 

• My Checks 

• My Providers and Offices 

• View and Submit Referrals 

• Check Eligibility 

• My Members, My Profile, My 
Preferences 

• Talk To Us 

• A3achments 

• Manage Users (Personal Account) 

• Resources 

WebProvider This role has access to member’s Pro-

tected Health Informa�on (PHI).   

This role is only able to view personal 

account informa"on and has no access to 

other accounts. This role is not able to 

see financial informa"on. 

• Providers 

 

 

• View Claims 

• View and Submit Authoriza"ons 

• View and Submit Referrals 

• Check Eligibility 

• My Offices, My Profile, My Prefer-
ences 

• Talk to Us 

• A3achments 
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The Provider Portal 
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Getting Started - Provider Portal 

Logging On 

1. Go to h7ps://my.siho.org 

3.   You now have the ability to navigate through the Control   

Panel that is located on the leE-side of your screen. At the click 

of a bu7on, these tabs will allow you access to all of your docu-

ments, reports, and tools.  

2. Once there you must sign in using the username and 

password that was provided to you by SIHO. Please 

contact us at provider.services@siho.org to get your 

access code informa"on. 
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View Claims 

The Control Panel located on the leE-hand side of the screen makes it easy to navigate the Provider Portal. 

This sec$on discusses each tab on the Control Panel.  AEer you read this sec$on you will be ready to navigate 

the Provider Portal on your own. 

Navigating the Provider Portal 

The Provider’s Claims page allows you to see the claims that have been submi7ed for each of your members. 

From the Provider’s Claims page you are able to select the member, check claim informa$on, and see an EOP 

for the claim. 

1. Search for a member’s claim by entering format for which you wish to search at the top of the screen: 

Search by Date, Search by Claim Number, Search by Pa$ent Account Number 

2. Select the details for which you would like to filter your search including Claim Type, Claim Status, Date of 

Service, etc… and click Refresh. 

3. The claim informa$on for the selected member will populate below. 

1. Find the Claim You Wish to View 

4. From here, you are able to see member informa$on as well as claim status 

5. Select the highlighted link under “Claim #” to view further claim details. 

6. From the “Provider Claim Summary” screen, you will be able to view addi$onal member and provider 

informa$on on the claim as well as an EOP. 



 8 

1. Select the “My Authoriza"ons” tab on the Control Panel  

2. You may search for an authoriza"on by date or by authoriza"on number. 

3. You should then select your specific search criteria for the authoriza"on you are trying to find including 

your role as the provider. Once you enter your criteria, authoriza"ons will populate below and you will 

be able to select the one you would like to view 

1. Select the “Submit Authoriza"ons” tab on the Control Panel  

2. You should enter the appropriate informa"on into the required boxes including Pa"ent informa"on, 

Diagnosis Codes, General Informa"on, Facility Informa"on, Trea"ng Providers, etc… and select “Submit” 

3. Once you have entered your informa"on, your authoriza"on informa"on confirma"on will appear on 

the next screen. 

View Authorizations 

1. View Authorizations 

2. Submit Authorizations 



 9 

1. Select the “Provider’s Referrals” tab on the Control Panel and enter the appropriate informa"on 

2. Referrals will populate at the bo3om of the screen once the appropriate informa"on is entered 

1. Check Eligibility 

1. You are able to check the eligibility for members both in singular and mul"ple formats. To look at one 

member’s eligibility select the “Check Eligibility” tab and to check mul"ple members’ eligibility, select the 

“Check Mul"ple Eligibili"es” tab. 

2. Enter the appropriate informa"on for the member. This includes a combina"on of the member’s first 

name, last name, and either member number, policy number, or date of birth. 

View Referrals 

1. View Referrals 

Check Eligibilities 

3.   If the member is eligible, he or she will appear below and have links to the Member Facesheet, Benefits, 

and U"liza"ons which will give more specific informa"on on the member’s plan benefits, demographic in-

forma"on, and current usage of his or her plan. 
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1. You are able to select your primary office loca"on from the offices that are a3ached to your account 

1. You are able to see your demographic informa"on, office informa"on (both primary and secondary offic-

es), and your contract names and effec"ve dates from the “My Profile” tab 

1. You will be asked to set up your account based on  how your informa"on is displayed to you including re-

ferral details and claim submission default op"ons 

My Offices, My Profile, My Preferences 

1. My Of%ices 

2. My Pro%ile 

3. My Preferences 
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The Vendor Portal 
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Getting Started - Vendor Portal 

Logging On 

1. Go to h7ps://my.siho.org 

3.   You now have the ability to navigate through the Control   

Panel that is located on the leE-side of your screen. At the click 

of a bu7on, these tabs will allow you access all of your docu-

ments, reports, and tools.  

 

2. Once there you must sign in using the username and 

password that was provided to you by SIHO. Please 

contact us at provider.services@siho.org to get your 

access code informa"on. 
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View Claims 

The Control Panel located on the leE-hand side of the screen makes it easy to navigate the Provider Portal. 

This sec$on discusses each tab on the Control Panel.  AEer you read this sec$on you will be ready to navigate 

the Provider Portal on your own. 

Navigating the Vendor Portal 

The Provider’s Claims page allows you to see the claims that have been submi7ed for each of your members. 

From the Provider’s Claims page you are able to select the member, check claim informa$on, and see an EOP 

for the claim. 

1. Search for a member’s claim by entering format for which you wish to search at the top of the screen: 

Search by Date, Search by Claim Number, Search by Pa$ent Account Number 

2. Select the details for which you would like to filter your search including Claim Type, Claim Status, Date of 

Service, etc… and click Refresh. 

3. The claim informa$on for the selected member will populate below. 

1. Find the Claim You Wish to View 

4. From here, you are able to see member informa$on as well as claim status 

5. Select the highlighted link under “Claim #” to view further claim details. 

6. From the “Provider Claim Summary” screen, you will be able to view addi$onal member and provider 

informa$on on the claim as well as an EOP. 
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1. Select the “My Checks” tab on the Control Panel to view the checks specific to your group 

2. You may search for a check using the “Search by Date or the “Search by Check Number” op"ons. 

1. Select the “My Providers and Offices” tab on the Control Panel to view the informa"on on the providers 

that prac"ce at your loca"ons 

2. You are able to select the providers and their offices for which you wish to view informa"on 

3. You may narrow down your search by entering demographic informa"on for the provider including 

name, office name, and office city 

4. Once you complete your search criteria, providers and their offices will appear below 

My Checks 

1. View Checks 

1. Select Provider and Of%ices 

My Providers and Offices 
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1. Select the “Vendor’s Referrals” tab on the Control Panel  

2. You may search for a referral by date, status, form type, or by member number. 

3. Once you search according to the appropriate referral informa"on, you will be able to select the referral 

informa"on below to pull up addi"onal details of the referral. 

1. Select the “Submit a Referral” tab on the Control Panel  

2. You should enter the appropriate informa"on into the required boxes including Pa"ent informa"on, Spe-

cialty Informa"on, and Referral Informa"on including Diagnosis Codes, Form Types, Period, etc...and se-

lect “Submit”. You may also include addi"onal documenta"on when submiIng. 

3. Once you have entered your informa"on, you will receive confirma"on that your referral has been sub-

mi3ed. Please keep this confirma"on number for tracking and receipt purposes. 

View and Submit Referrals 

1. View Referrals 

2. Submit Referrals 
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1. Check Eligibility 

1. You are able to check the eligibility for members both in singular and mul"ple formats. To look at one 

member’s eligibility select the “Check Eligibility” tab and to check mul"ple members’ eligibility, select the 

“Check Mul"ple Eligibili"es” tab. 

2. Enter the appropriate informa"on for the member. This includes a combina"on of the member’s first 

name, last name, and either member number, policy number, or date of birth. 

 

Check Eligibilities 

3.   If the member is eligible, he or she will appear below and have links to the Member Facesheet, Benefits, 

and U"liza"ons which will give more specific informa"on on the member’s plan benefits, demographic in-

forma"on, and current usage of his or her plan. 

My Members, My Profile, My Preferences 

1. Find Members 
1. You can find informa"on for certain providers by selec"ng the “My Members” tab on the Control Panel. 

The “My Members” tab provides a member roster that you are able to use to search members associated 

with your group by month. 

2. You may search for specific members by last name ini"al or all members present in the roster by month 
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2.  My Pro%ile 

1. You can view demographic informa"on for your group and corpora"on by selec"ng the “My Profile” tab 

from the control panel 

2. You are able to view address informa"on in text format on the main screen or in map format when you 

by select the “View Map” func"on next to the name of the vendor or corpora"on . 

3.  My Preferences 

1. In the “My Preferences” tab on the control panel, you are able to select the info you would like to see 

based on the providers that prac"ce at the vendor address. 

2. By selec"ng different providers, informa"on will populate based on the members and offices linked to 

the provider. Member informa"on for the selected provider will also appear, but other member infor-

ma"on for other providers will not be accessible, un"l his or her provider is selected under the “My Pref-

erences” tab 
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Additional Tools 
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Talk to Us 
SIHO’s Provider Rela"ons Team is here to assist you with any of your company’s ques"ons.  

1. Select the op"on that matches your reason for contac"ng Provider Rela"ons. 

2. Fill out all fields. 

3. If you wish to, you may 

upload an a3achment 

to assist with explaining 

your ques"on to SIHO’s 

Provider Rela"ons 

Team. 

4. Click Process Request to 

submit. 
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Attachments 

View the documents that have been added to your file. You may also request us to add addi"onal documents 
that you would like to be able to access from your account.  

1. Click the a3achment File Name to view the document you have asked us to upload. 

2. Examples of documents that you may wish to upload to your file: 

 -W-9s 

 -Contracts 

 -Special Amendments 

 -Special Fee Schedules 

 -Provider Data Sheet 

 -Addi"onal Informa"on 
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Manage Users 
Managing Users is simple on the Provider Portal.  

1. The Manage Users screen will display all registered users accessing the Provider Portal. 

Note: Only the PrimaryUserAccount can modify users’ account  

2. Click Edit to modify a users account to change a user’s User Name, Pass-

word, Last Name, First Name, Middle Ini"al, and Email Address.  Addi-

"onally, the Primary Web Account users can also change a persons sta-

tus (Disable and enable an account) and call SIHO directly  

Note: New passwords must be at least 8 character(s) long,                  

include at least 1 capital le3er, and 1 number and/or special               

 character. 

Note: Passwords expire aMer 180 days. 

Modifying Users 

3. Click Update User when finished. 

Changing User Role(s) 
Please note that at least one role must be assigned to each user. Please also be advised that roles have different permissions within 

the portal. Protected Health Informa"on (PHI) may not be accessed, used or released without a member’s authoriza"on except for 

specific purposes related to administra"on of the health plan. Therefore, please make sure the roles assigned to each user are lim-

ited to those necessary for proper administra"on of the plan. If a user should not have access to PHI informa�on, you should no�fy 

us prior to the user’s account crea�on so we can remove PHI access. If you have ques"ons, please contact Provider Rela�ons by 

email at provider.services@siho.org.  

1. Click View Roles. 

2. Here you can remove and 

add roles to each account.  

HR@demo.com 
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Adding a User 

1. Select Add a User. 

Note: Only the  

 PrimaryWebAccount can add new users. 

2. Fill in addi"onal user informa"on. The PrimaryWebAccount user must 

communicate the First-Time password to any new users being added to 

the employer’s account. 

Note: New passwords must be at least 8 character(s) long,                  

include at least 1 capital le3er, and 1 number and/or special               

 character. 

Note: Passwords will expire aMer 180 days. 

4. Assign Role(s) to this new user account.  

 Remember: The roles assigned to each user are limited to those necessary for proper administra�on of the plan. 

6. The new user must now log into their email account that the PrimaryWebAccount linked to this user.  

3. Click Add User. 

HR@demo.com 

HR 

DEMO 

******* 

******* 

HR.DEMO 

5. An ac"va"on email will be sent to the user with informa"on on how to ac"vate their account. 

7. To ac"vate the new account, the new user must open the email and select Ac�vate My Account. 

8. Upon selec"ng Ac�vate My Account, the new user must then input the first-"me login password provid-

ed by the PrimaryWebAccount user. 

9. Upon signing in for the first "me, the new user will be asked to change his/her password.  
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Resources 
Providers and Vendors may find documents out on the Resources tab to help with their daily opera"ons. 

 

Tools 

Provider Data Sheet- new provider informa"on who have or wish to contract with SIHO. 

SIHO Provider Manual– informa"on which talks about SIHO’s policies for topics such as creden"aling, 

medical management, quality management, preventa"ve health benefits, etc... 

Member Submit Medical Claim Form– allows member’s to submit a claim on their own behalf to be re-

viewed by SIHO. 

HCFA 1500 Claim Form– the newest HCFA 1500 claim form  which will be required to submit claims 

Physician Dental Claim Form– claim form for dental providers who are submiIng claims to SIHO 

SIHO Prior Authoriza�on Request Form– correct form for submiIng a Prior Authoriza"on Request 

Authoriza�on to Release Informa�on (PHI)– allows members to submit a request to disclose PHI infor-

ma"on to selected persons so that SIHO is able to provide informa"on to the intended recipients 

Clean Claim Le7er– SIHO’s le3er to providers reques"ng submission of clean claims for faster reim-

bursement 

W-9– correct form for provider to submit Tax Id changes, address changes, and billing address changes 
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We know that managing your practice is very important. You deserve all the 

information you need to make the right choices with regards to your information. After 

reviewing this User Guide, please feel free to contact SIHO Provider Relations at 

provider.services@siho.org or (800) 443-2980 with any questions. 


