Why create an Account to access the Portal?
-If you create an Account on the Portal, you do not need to enter your firm/company contact
information every single time you use the Portal. Using the guest option requires you to enter your
contact information for every new Request and Referral submission.
Do I have to create a new log in every time I create a new case?
-No. You only need to create a User Profile once. Once you log in with your Portal credentials, you will
be brought to your Profile page where you can confirm your information is correct. From this screen,
you can either submit a new referral and request information OR request information on an existing
Optum case.
Do I have to follow specific Password rules?
-Yes. Passwords must have the following:
Must be at least eight characters long,
Must contain at least one upper case letter
Must contain at least one lower case letter
Must contain at least one number
Must contain at least one special character one of #, !, ?, ^, or @
Your password will automatically expire after 90 days.
Can I request how I receive the requested documents and information?
-Yes, under your user Account profile you can select your preferred method of communication.
*Please note, Optum's preferred method for sending larger documents, including but not limited to Plan
Language (SPD & MPD) and Plan Documents is through secure email. Secure email instructions are
located at the end of this document.
Can my preferred method of contact be updated once selected?
-Yes, once the preference is selected you can update this when logged into your account.
Do I only have to fill out the required fields?
-The more information, the better. Providing all the pertinent patient and accident information will help
our teams identify any existing cases and/or member files to expedite the case set up process.
What do I enter under 'Description of Injury'?
-Add all relevant details regarding the injury. I.e. Patient was rear-ended while sitting at a stop light, or,
Patient slipped and fell while they were mopping the floor while on the clock at work.
What is the 'Your Claim or File Number' field?
-This is what you use to identify your Client/Claimant/Injured/Insured's, etc. case in within your office.
We use your file or claim number you provide us to send you an email with the corresponding Optum
file number. You can use the provided Optum case number when making future requests, calls, or
sending letters.
When submitting a New Case Referral, why is 'Your Claim or File Number' field required?
-This is a required field as we are limited in what PII/PHI we can send external parties via an unsecured
email message. At the time of the initial email, a new case shell has been created, so there is no other

information to provide. The email is simply providing the case number for you to update your records
and to let you know we have received and are processing your new case referral.
How does the Portal know if the case is urgent?
-The Optum team that handles the Portal submissions, uses the ‘Case Status’ information you provide to
determine if the case is urgent.
How do I attach member ID cards or other documents within the portal?
-Relevant documents pertaining to Portal submissions can be attached on the ‘Upload Documents’ page
of the Portal. This page appears once all information and/or requests are submitted. It is last page
before the confirmation page. The following file formats are allowed for upload: pdf, .doc, .docx, or
.tiff.
Click the ‘Add File’ button and select what document(s) you would like to upload. Once completed, click
‘Submit’.

What is the expected timeframe I will receive the documents and information I requested?
-Estimated turnaround times are below. This information is also provided once you successfully submit a
new case referral and/or request on the Portal.

Who is Optum?
Optum Subrogation Services assists health insurers and health plans in recovering health care expenses
that result from accidents in which a third party is responsible. Optum has more than 16 years'
experience in the third-party liability business and is one of the industry's largest health information
companies.
For more information about our company, please visit our website at www.optum.com.
What is subrogation?
Subrogation is a procedure undertaken by your insurance company or health plan to recover from
responsible third parties the full, or some proportionate part of, benefits paid to you. In other words, if
another individual or organization contributed to or caused your injury, that party may be obligated to
reimburse your health plan for the medical payments.
Why are we asking for this information?
Your employer, insurer, and/or health plan has retained Optum Subrogation Services to pursue a
recovery for the medical benefits which have been, or may be paid, arising out of the injury noted on
the letter we mailed to you. Your insurer or health plan may have a right to be reimbursed for the
medical benefits that it has paid if another party is responsible.
How is my data protected?
Optum is very sensitive to privacy issues. We respect your Client’s right to privacy and feel it is
important for you to know how we handle the information we receive from you via the Internet.
However, it may be necessary in some cases for us to provide information to our contractors, agents, or
other insurers in order to respond to your case, but only to the extent permitted by law.
We have taken precautionary measures to make all information received from our online visitors as
secure as possible against unauthorized access and use.
We do not sell this information. We will only share information with outside entities as permitted by
state and federal law and only to the extent that it is necessary to investigate and resolve this
subrogation claim. Additionally, our online and offline business practices are in full compliance with the
privacy requirements under the Health Insurance Portability and Accountability Act (HIPAA). To read
more about our Privacy Practices, please visit our website at www.optum.com.

Secure Email Instructions

