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How to Complete Eligibility Verification Audit 
uhceservices 

  

 

 
Purpose: This job aid provides the step-by-step procedures to complete an eligibility verification audit in uhceservices.  

Complete Eligibility Audit  

1. In your web browser, go to: 
https://www.uhceservices.com. 

2. Click Log In with OneHealthcare ID. 

3. Enter your One Healthcare ID and 
Password, and then click Sign In.  
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Complete Eligibility Audit: Broker View 

4. The Home Page displays with the 
message: You have one or more 
groups that are required to 
complete an eligibility verification 
audit. 

NOTE: Employer View – Most 
Employers will see a single group 
number. Click the Begin process link 
to begin the audit process for that 
group.  

5. Click View Groups. The Group(s) 
Under Eligibility Review screen 
displays with each group and the 
corresponding status of their 
eligibility review.  

Click here for a list of all valid 
statuses and corresponding 
descriptions. 

6. Click the Status button for a specific 
group to see more information or to 
complete the audit. 

The Complete Eligibility Verification 
Audit screen displays. 
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Complete Group Eligibility Audit 

7. Click Continue.  

The Complete Eligibility Verification 
Audit form displays. 

8. Click the Eligibility Verification 
Guide button to review all the details 
required to complete the audit. 

9. Complete the required fields (marked 
with a red asterisk) on all forms.  

All the required forms for this group 
are located on the column on the left. 
As each form is completed, you will 
see a checkmark next to the form to 
indicate the form is complete. 

NOTE: The list of forms could change 
depending on answers to various 
questions within the form.  
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Complete Group Eligibility Audit  

10. Click Continue to go to the next form. 

NOTE: Click Save and Exit if you need to 
return to the audit at a later date. 

NOTE: Manage Documents Form – When 
you get to the Manage Documents form, 
if you are a Broker completing the form 
for an Employer, you must download, fill 
out and upload the Group Attestation 
Form. To access the form in Manage 
Documents, click the Download Group 
Attestation Form button.  
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Complete Group Eligibility Audit  

11. After completing all the forms you must 
fill out and submit the Eligibility 
Verification Attestation form. Enter the 
information and click the Submitted 
button. The following message displays: 

Thank you for providing the 
submission. Please allow 5 business 
days to review and you will hear back 
in the message center on uhceservices.  

 

If you are experiencing technical 
problems with uhceservices.com, 
including access or login issues, call 
866-908-5940 to be connected to a 
service associate who can assist you. 

For audit specific questions like how to 
complete or submit the audit online, 
contact us at 1-877-504-1179 to be 
connected to an audit team member 
who can assist you. 
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