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Employer of Record User
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Launch the AuthentiCare NMCC website

https://www.authenticare.com/nmcc1
Enter your email address and password and select 
Submit.2

Logging In
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Navigation and Searching
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AuthentiCare Home Page
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Primary Content Sections:
• Entities
• Services & Authorizations
• Timesheets
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Homepage Navigation Bar

Menu Option Function Menu Option Function

Home Link to homepage My Account Link to change 
password

Create Allows creation of 
new Timesheet

Custom Links Link to resources

Reports Link to Reports page Logout Exit application
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• A minimum of four (4) characters is required for last name 
search

• Blanket search to pull all entities

Searching Entities

Enter the search criteria for 
the entity

✓ Member: ACR ID
✓ Attendant: Last name or ACR ID
✓ EOR: ACR ID or email address

Click Go
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Searching Authorizations

From the Homepage, Search for 
Authorizations by:

• Completing any of the fields and clicking 
Go.

• Clicking Go for a blanket search to pull all 
Authorizations

▪ Cannot be added or edited by Support Brokers

▪ Are required for EORs to complete timesheet 
confirmation 

▪ Must be valid to capture check-in/out by 
mobile, IVR or web to create timesheets
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SearchingTimesheets
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Hover the for a high-level view of the timesheet

Search by selecting Claim and entering 
either:

• Claim ID, then click go

OR

• Start/End date, then click go
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Viewing/Editing Timesheets
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Once you click the ID 
of the timesheet you 
want to view, the 
Claim Detail page will 
open

Modifications to the 
Date and Time fields 
are the most 
common timesheet 
edits

(EOR can see what exceptions 
need to be cleared before the 
timesheet can be exported for 
billing.) 
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Confirm Billing
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1. From Homepage, select Confirm Billing – View
2. Enter start/end date
3. Click Go

4. Confirm Billing screen appears
5. Check box next to Approve Billing for Claim
6. Click Confirm Billing
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Billing Confirmed
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Note: This message appears the day after 
the timesheet has been exported to Palco
(FMA) for billing. It does not mean it has 
been/will be paid.
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Creating Web Timesheets
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Web timesheets can be created two ways starting from the Homepage…

1. Create tab, then the New Claim 
dropdown option

2. Claims section
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Creating Web Timesheets
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• Enter the Member ID in 
the Client field, 

• Enter the Attendant ID 
in the Worker, and 

• Enter the Service ID in 
the Service field
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Creating Web Timesheets
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• Select the Date
• Enter the  Start 

Time
• Enter the 

Amount (time 
duration)

• Enter Activity 
Codes if 
applicable

• Select a Reason
Code from the 
dropdown list

• Enter a Note
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Creating Web Timesheets
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Once all fields 
are completed, 
Click Save
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Creating Web Timesheets
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Reports

▪ AuthentiCare offers several 
standard reports that can be 
created as is or customized as 
templates 

▪ Reports can be run instantly or 
scheduled for the frequency that 
suits business needs, 24/7

▪ Information is current as of the time 
the report is requested by the user.

▪ A wide variety of filtering and 
sorting options are provided.

▪ The user may choose to display the 
report in PDF, Excel, CSV or XML 
format.
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EOR User Web 
Demonstration

• Searching authorizations (slide 32)

• Searching, viewing, and editing timesheets (slides 33 & 34)

• Confirm billing (slide 35)

• Creating web timesheets (slides 37 – 41)

43
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My Responsibilities as an EOR

• Login to the AuthentiCare web portal

• View Members/Clients and Workers/Attendants

• Confirm claims/timesheets

• Create manual web claim/stimesheets

• View Reports

• Register mobile devices


