
 

 

 

 

Training Manual 
 

 



To access the new EzNet 6x, simply click on the Internet Explorer icon on your desktop 

 

This will bring up the internet. 

 

In the browser window, type: 

https://eznet.rchsd.org 

 

You will be directed to the Login Page for EzNet 6x.  Please login, using your assigned username and 

password.  Reminder: passwords are case sensitive.  Click, “Login” (New users: you were given a 

temporary password to login, you will be asked to change your password after you login). 



NEW USERS:  

You will be prompted to change your password after logging into the system.  Reminder: passwords 

are case sensitive and must be 8 characters long.  Please set up a recovery question and answer and 

password recovery hint prior to clicking on “submit”.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Create a new password 

that is unique to you. 

 

Will be the temp 

password you were 

given 

 



EXISTING USERS:  

Once you log into EzNet 6x, you will see several tabs on the screen: 

Dashboard Tab: contains quick links to the various Health Plan websites. 

Main Tab: You will be able to access several different areas (Providers, Members, Authorizations, 

Claims, References and Favorites).  Reminder: you may not have access to all areas as access levels are 

configured based on role/title and business need. 

Ez-EDI Tab:  We look forward to enabling this tab in the future to accept online claims, eligibility and 

authorization processing. 

 

Click on the Main Tab to access submenus: Providers, Members, Auths, Claims, References and Favs 

  

 

 

 



PROVIDERS: 

From the Providers drop-down menu you can perform Provider Searchs.  To access provider search, click 

on the drop-down arrow and then click on “Provider Search”.   

 

 

 

 

 

 

This will bring up the provider search screen.  Enter the the Last Name and First Name of the provider 

and then click on the Search button.  Note: the more search criteria entered, the narrower the search. 

This will bring up the list of Provider Name and demographic information associated with the provider.  

Double-click the provider name to access more information. 
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MEMBERS:  

From the Members drop-down menu you can perform Member/Eligibility Searchs.  To access member 

search, click on the drop-down arrow and then click on “Member Search”. 

 

 

 

 

 

 

This will bring up the member search screen.  Enter the the Last Name and First Name of the member 

and then click on the Search button.  Note: the more search criteria entered, the narrower the search. 

 

This will bring up the list of Member Name and demographic information associated with the member.  

Double-click the member  name to access more information. 

 

 

 

 

 

     

     



 

 

 

 

 

 

 

 

 

 

 

 

 

By double-clicking on the member name will access the Eligibility- Member Information screen.  From 

this page you will see member demographic information, Health Plan, PCP assignment, and PCP Office 

Visit copay.  Note:  For full benefit information, please contact the Health Plan directly. 

AUTHORIZATIONS: 

From the Authorizations  drop-down menu you can perform Authorization Inquiries.  To access 

authorizations, click on the drop-down arrow and then click on “Inquiry”. 

 

 

 

 

 

 

 

 



This will bring up the Authorization/Referral Search  screen.  The easiest way to search for an 

authorization is by authorization #, if available, or by Member ID.   If you do not know the Member ID, 

simply click on the magnifying glass   button next to the Member ID field  to search by first and last 

name. 

 

 

 

 

 

 

This will bring up the Member Search box. You may search for a member by last name, first name 

(partial names are accepted).  Note: the more search criteria entered, the narrower the search. 
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Members matching your search criteria will appear in the bottom of the Member Search.  Select the 

member that matches and click the OK button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

By clicking OK, the member ID field will be populated.  Click the Search button to bring up the 

authorizations for the member.  Please note: You will only be able to view those authorizations for 

your office/specialist or if you are the assigned PCP. 
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Authorizations requested by your office or for your office, will appear at the bottom of the screen.  

Double- click on the authorization number that matches your search criteria to access more information.  

 

 

 

 

 

 

 

This will allow you to view the Authorization/Referral Details: Authorization, Patient, Diagnosis, 

Referring Physician, Performing Physician and Services Information.   You have the ability to print out a 

copy of the authorization for your records, by clicking on the Printable Version button.  Please note: Fax 

Cover is not an option at this time.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

      



To print out the authorization form, simply click on the Print button.  To return to the authorization 

details screen, you can click on the ‘back to auth details’ button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

We currently do not offer on-line authorization submission but look forward to implementing this 

feature at a later date.    

 

 

 

 

 

 

 



CLAIMS: 

From the Claims  drop-down menu you can perform Claim  Inquiries.  To access claims, click on the drop-

down arrow and then click on “Inquiry”.  We currently do not offer on-line claim or appeal submission 

but look forward to implementing this feature at a later date.    

 

 

 

 

 

 

 

 

 

This will take you to the Claims Search screen.  To check status on a claim that your office submitted for 

services, you can search by claim #, Provider name, or Member ID.  If you do not know the Member ID, 

simply click on the magnifying glass   button next to the Member ID field  to search by first and last 

name.  Please note: You will only be able to view those claims submitted by your office. 

 

 

 

 

 

 

 

 

 

 



This will bring up the Member Search box. You may search for a member by last name, first name 

(partial names are accepted).  Note: the more search criteria entered, the narrower the search. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Members matching your search criteria will appear in the bottom of the Member Search.  Select the 

member that matches and click the OK button. 
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By clicking OK, the member ID field will be populated.  Click the Search button to bring up the claims for 

the member.  Please note: You will only be able to view those authorizations for your office/specialist 

or if you are the assigned PCP. 

 

 

 

 

 

 

 

Claims submitted by your office, will appear at the bottom of the screen.  Double- click on the claim 

number that matches your search criteria to access more information. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



From the Claim/Encounter Details screen you will be able to view Status, Provider, Additional and 

Services Information.  You may also access additional claim line details under the Services portion.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

From the Claim Line Item Details screen, you will be able to view status information pertaining to the 

specific line item.  To return to the Claim/Encounter Details screen, simply click the ‘Back to Claim 

Details’ button. 

 

 

 

 

 

 

 

 



Additional drop menus include - 

References:  Ability to look up Procedure, Diagnosis, Place of Service and CPT Modifier Codes. 

Favorites:  Ability to store commonly used Procedure, Diagnosis, Place of Service and CPT Modifier 

Codes.   

 

 

 

 

 

 

 

 

 

 

 

When Logging out of EzNet, always remember to click on the Logout Tab. 

 

 

 

 


