
KP Online Affiliate Quick Reference Guide 

What type of information can I access with KP Online Affiliate?

Online Affiliate enables you to have secure access to the health records of your Kaiser Permanente 
patients as well as benefits/eligibility, claim status information, online submission of disputes, appeals 
and other claim supporting documents!

Register for Online Affiliate Access: 

Registration for Online Affiliate takes place online. First, check with your administration to make 
sure that you are eligible for access, and then proceed to your regional Community Provider Portal
(kp.org/providers) where you will find links to register for an account under the Online Affiliate 
menu option.

Logging-in to Online Affiliate 

Once you have completed the registration process as described in the Registration Guide, you will 
be emailed a link to the KP Online Affiliate site and you may log in using your national user ID 
(NUID) and the password that you created during the registration process. 

From the main page of the Community Provider Portal (CPP) website, you will select the Kaiser 
Permanente region that your provider group is locate in.

Once in your regional page of the CPP website, look for the Online Provider Tools menu option 
located on the bottom left menu

https://healthy.kaiserpermanente.org/community-providers


Next, click on the Sign On sub menu option

This will bring you to the sign on page. 

Enter your User ID and password and click Sign on. 

The Online Affiliate Home Page will display. 



Patient Search: Patient List 

1.Click the Patient List tab. Patient names are displayed in alphabetical order. If the list is large, 
letters will appear at the top of the page to enable quicker access to the appropriate portion of the list. 

2.Verify the patient’s information and click the name of the patient whose information you want to view. 

If you cannot find the patient on your Patient List, you will need to search for the patient using 
Search All Patients. 

3. Search a new patient using the presented patient search criteria.

Note: To prevent data fishing, you must have valid and accurate patient information to 
locate a patient record.



4. Verify the patient’s information and confirm your selection. Once confirmed, click select to 
move to forward. 

5. If the patient information is not correct, select “search again” to re submit your patient search 

Note: Once a patient has been added to your Patient List, the name will remain on the 
Patient List for 1 year. 

1. Complete the steps in Patient Search or select a patient from the Patient List. 

2. Then, select Demographics to see patient’s information displayed. 

Viewing Member Demographics 

1. Click on the ellipsis (3 dots) on the top right page to view the available tools tab.

Navigating the tools tab



Viewing Coverages and Benefits Information 

1. If a patient is not selected, complete the steps in Patient Search or select a patient 
from the Patient List. 

2. Then, click on the See More ellipsis (3 dots) menu option. 

3. Select Coverages and Benefits to see patient’s information displayed. 

4. To view Payor/Plan, select the appropriate Coverage hyperlink. 

*The lowest Filing Order number determines which coverage is primary for the patient. 

Viewing a Member’s Clinical Information*

1. If a patient is not selected, complete the steps in Patient Search or select a patient from 
the Patient List. 

*Patient clinical information is only available to users who were previously approved for 
clinical access

Please note: Not all users will have this functionality. It is best practice to always select 
your patient before proceeding to the Clinical Review tab. Otherwise you may encounter 
an error message.  

Once you have selected a patient who, you may proceed to the Clinical Review tab. 
When you select this tab the Snapshot page will come up by default, which gives you an 
overview of the patient information. A number of blue hyperlinks will lead directly to 
additional details as well. 

The information you see does not necessarily represent the patient's complete medical 
record or complete medical history

Note: There may be multiple benefit records for your patient. Choose the record with the 
Effective date span for the benefit desired. 

Clinical Review 



Viewing a Member’s Clinical Information (cont.)

Patient Snapshot Sections 

The following are the sections within Patient Snapshot. 

 Problem List: Patient’s active health conditions 

 Allergies: Patient's current allergies 

 Immunizations: Immunizations and injections that have been given in the past 

 Health Maintenance: Gives you a quick overview of whether or not your 
patient has received Kaiser’s recommended schedule of preventive care. 

 Significant History/Details: Summary of patient’s history 

 Medications: All currently prescribed medications 

 Specialty Comments: Basic patient information, e.g., language preference, etc. 

 Family Comments: Special family comments 

Chart Review

Search Chart box: Users can enter text to search for specific information. Click the 

appropriate tab to view pertinent patient information 

• Encounters • Detailed record of Patient visit 

• Laboratory • Lab Results 

• Imaging 
• Written reports for radiology studies. Actual images not 

available. 
• Medications 

meds. 
• Medication record including current, historical and d/c’d

• Procedures/Pathology • Pathology reports 

• Cardiovascular 
• Written reports for cardiology studies. No EKG tracings 

at this time. 



Viewing a Member’s Clinical Information (cont.)

• Eye Procedures departments. • Certain procedures from Ophthalmology and Optometry 

• Notes/Transcriptions • Progress notes and other extracts from the patient record 

• Media • Future home of scanned images. Currently inactive. 

• Episodes • Linked multiple encounters, e.g., for pregnancy, surgery, etc. 

• Letters • Record of departmental correspondence with patient 

• Referrals • Approved referrals and their status 

• Miscellaneous Reports 
• Examples: Health Maint. Records, off-work/light 

duty approvals, etc. 

• Other Orders • Examples: Consent forms, immunization records 

Chart Review

Referral Search*

1. Click on Referral Search from the top menu option (feature not available in all regions or to all 
Online Affiliate users)

The Referral Search window displays. 

2. Search for referrals by selecting the appropriate criteria from the selection buttons. 

3. Click Search 

*Referral feature is not available in the following Online Affiliate regions: Northern California

Note: Scanned documents and images are not viewable in Online Affiliate at this time. 



Referral Search (cont.)

The below screen will be displayed. 

Click the appropriate referral ID number Hyperlink to view the Referral Details as shown below. 

Claim Search 

1.Click Claim Search on the Claims tab from the Activity Bar. 

2. Enter any combination search criteria to generate search results: provider name, Tax ID, 
Vendor, Member ID, or Claim ID.

3.Toggle the date criteria (From date, To date) to narrow down your claim search.



4. Click on a Claim number and the Claim Review Report will display. 

Claim Search (cont.) 

Note: Details under the Claim Codes section will not populate until the claim has been processed.

Note: To obtain additional information regarding denied claims, use the Denial Code Details tip 
sheet linked at the bottom of the Claims Review Report.



Submitting Claim Inquiry, Dispute Appeals, or respond to KP Request for 
Information

1. As described in the Claims Search section, locate the claim to submit a claim inquiry, 
dispute, appeal or other claims “Take Action”.

2. Select the appropriate Claim Number from your search results.

3. Once the claim detail report is open, the Take Action icon will be available to select an option from 
the dropdown

4. If the selection is to disputes payment/denial, the below questionnaire dialogue box image 1 pops up.

5. if selection is to upload claim documents, the below questionnaire dialogue box image 2 pops up.

6. otherwise, if you wish to submit an inquiry on a claim image 3 pops up with the listed options

Image 1 Image 2

Image 3



6. Once dispute/appeal or claim supporting documents are uploaded, you will receive a confirmation of 
successful submission indicating “The message has been sent successfully”.

7. Acknowledgement Letter:  You will receive an Acknowledgement Letter for all submission via 
your in-basket. These are automated responses from your submission and documentation for your 
records. The automated responses will be in the Customer Service Reply folder under My 
Messages (see figures below) 

8. Resolution Letter: Once the submission is reviewed and determination made, the Kaiser 
Permanente reviewer will send a Resolution Letter to your in-basket.



Last updated: 3/30/2022

Region Method of Contact

Northern California

Online Affiliate Support Webform

Southern California

Colorado

Georgia

Hawaii

Maryland/Virginia/DC KP-MAS-OnlineAffiliate@kp.org

Oregon/SW Washington NW-Provider-Relations@kp.org

Help and Contact Information 

If you forget your password, you may reset your password by completing the steps in Forgot Password 
located on the Sign-On page at kp.org/providers.

Note: that this list is subject to change, please refer to the Community Provider Portal
site for the most current information.

Should you need to reach out for assistance, please use the following contact information

https://onlineaffiliatesupport.force.com/support/s/
mailto:KP-MAS-OnlineAffiliate@kp.org
mailto:NW-Provider-Relations@kp.org
https://healthy.kaiserpermanente.org/community-providers
https://healthy.kaiserpermanente.org/community-providers
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