
PDL Portal Guide 
Edits 

Purpose 
To provide information related to the viewing and resolution of edits received within the portal for all client 
locations. 

Steps of Process 
1. Access the portal 
2. Click Log in 
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3. After reading the terms of agreement at the top of the page, check the I Agree box 
4. Enter your User ID 
5. Enter your Password 
6. Click the Log in button or Enter on the keyboard 

 

 
 
  



7. After logging in, select Edits  
 

 
 

  



 
 
 

❖ If the user is assigned only one client, the edits associated with that client will automatically populate.  

 
 

❖ If the user is assigned more than one client, a drop down to select or de-select those clients will 
populate.  

 

 
 

 

 
  



8. The Missing Info Requests awaiting your response list can be sorted by column by clicking on the 

title of the column to be sorted 

9. The default view is 10 edits per page; this can be increased to 15 or 20 by clicking on the field where 10 

is populated 

10. Click on the accession to be viewed/worked 

a. The accession clicked on will have a red box or boxes around the information related to the edit 

b. Once clicked, the Order Entry Form will populate to the right. Only fields associated with edits 

can be edited 

c. The information requiring review/work is highlighted in red on the Order Entry Form 

 

11. Add data to the fields in red related to the reason for the edit(s) 

a. Some boxes may have a drop down menu vs adding data manually 

b. If the user Tabs or Enters after adding data to the field related to the edit, the subsequent box 

may turn red. These boxes are not required but are available for data to be entered if applicable 

12.  Scroll to the bottom of the page and click on Submit Missing Info Responses 

a. Successfully submitted responses will change to green within the Missing Info Requests 

awaiting your response list 

 

 

  



Med Nec Failure 
Failure to meet medical necessity is one of the most common reasons for edits. 

1. Select a Med Nec Failure edit from the list 

2. Place the cursor in the Diagnosis Information field  

3. Enter additional diagnoses 

a. As the characters are typed, a drop-down box appears with choices based on the data input 

b. If a diagnosis entered does not satisfy medical necessity, a message will appear “Additional 

Diagnosis did not meet Medical Necessity requirements”  

i. If no other diagnosis code is available check the box No Other Diagnosis Codes 

Available 

c. Either a diagnosis that meets medical necessity must be entered or a diagnosis that does not meet 

medical necessity + the box checked 

4. Scroll to the bottom of the page and click on “Submit Missing Info Responses” or click on “Submit 

Responses” on the left side of the screen (below the edit list) 

 

  



 

Adding New Users 
1. Master User:  

a. Coronis Health will set up the site administrator or Master User (typically practice manager). 

The Master User can then create and view Sub Users in the existing client set(s) 

2. Sub Users: 

a. On the Client Admin Page, select Add New User 

b. Select Sub User under Role for New User 

c. Enter the email address of the Sub User as the User ID (this ensures the User ID is unique) 

d. Enter the Last Name, First Name as the User Name  

e. Enter the email address of the Sub User in the Email field 

f. Select the Clients this user will have access to from the drop-down box. The only clients listed in 

the box will be those assigned to the Master User 

g. Select Edits for privileges for this Sub User 

h. Select the Missing Info Edits visible to User assigned to this user. 

i. Click Submit User Information 

j. The Sub User will receive an email with their New User ID and temporary password. This 

information will be used to log in where they will be directed to the Settings Page to change their 

temporary password. When the Sub User has logged in, they will only see the Home page and Edits 

page  

 

 

 

 

  



FAQ 
Q: How does a password for the portal get reset? 
A: Users can click “Log in”, enter the User ID, and click “Reset Password”. Also, Master Users can reset the 
passwords of their sub users. 
 
Q: Why are the successfully submitted edits in green still displayed? 
A: The green edits will continue to display until the Coronis Health Financial System clears the edit and the 
portal user session has been refreshed. 
 
Q: Can an edit be changed once it’s green? 
A: No. Once an edit has been submitted (green) it cannot be changed. 
 
Q: What if an edit cannot be resolved by the client? 
A: Click on Comments box at the top of the Order Entry Form. Type a brief description in the Comment to 

submit: field, and click Save Comment. 
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