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General Info and Types of Reports

Variety of reports available accessible via ProviderConnect: 

◦ Registration

IL Active Consumer Registration Reporting - active on date report is ran

IL Closed Consumer Registration Reporting - closed within a date range

IL Expiring Consumer Registration Reporting - expiring within X number of days

IL Open Expired Consumer Registration Reporting – expired registrations that have not been closed

◦ Claims- please use HFS Claims Reporting for Claims after 7/1/2011

A tipsheet with field descriptions is housed within IntelligenceConnect. The data is refreshed every Monday. 
If you are getting a blank screen, please ensure you are not using a VPN when trying to access reports. 



Accessing Reports

Click on Reports at the left of the 
screen.
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IntelligenceConnect Home Tab

On this page you can see the report folders for Claims Reporting, HFS Claims Reporting, and Registration 
Reporting.  Also, there are documents with dataset field descriptions and instructions to use Intelligence 

Connect.  You can click on the arrow to the left of IL PROVIDER CONNECT to see the folders show up below it or 
you could click on the title Claims Reporting, HFS Claims Reporting, or Registration Reporting to open the 

folders and see the reports available within the folder.

5



Running a Report

Click to choose either HFS Claims Reporting or Registration Reporting
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Select Ellipses, Schedule

After clicking on HFS Claims Reporting, click on the ellipses (3 dots) 
to the right of the report you would like to run and then select 

Schedule.
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Schedule Instance

Choosing Now will run the report now.
Once will run it at a date/time you choose.
Recurring you can set it to run weekly on a specific day at a specific time and 
set an end date so it will not run anymore.
Calendar is unavailable to use and if you click on it you will receive a Warning 
stating there are no calendars.
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Recurring Instances

When completing a Recurrence, weekly or monthly are the most used for Repeating.  Pick the day of the week 
you would like it to run and then set the start date and time.  If running on a Monday, please do not set it to run 
prior to Noon (12:00pm).  Please feel free to change the end date to be closer to the Start Date.  There is nothing 

from Events and below that you will need to complete. 9



Prompts

Once you’ve completed setting when you want the report, we will move over to Report 
Features.  There are only 2 features you need to review and complete, Prompts and 

Formats.  Click on Prompts first.
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Prompts (continued)

Prompts that must be completed will have a red asterisk next to them.  To set these click on Edit Values
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See next slide for example

Edit Values

On this page you can Enter a 
Value (if available) and hit the + 
sign or you could hit the double 

page icon for available values to 
choose from (see next slide for 

example).  Click OK once all 
necessary prompts have been 

completed.
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Previous Slide Example

When choices are available, they will be listed here.  If you are able to pick more than one, a checkbox will 
appear to the left of the value. Otherwise click on your choice, then you will be returned to previous screen to 

continue. 13



Format

Once you click okay on the previous screen (slide 11), You will 
see the prompts completed.  Now you should go down to 

formats and pick how you would like the report formatted.  
Claims reports are usually formatted as an Excel, 

Registrations reports as a PDF.  Once you’ve completed your 
format pick go to the lower right corner and click on 

schedule.
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Successful Instance

The red arrow above points to an auto refresh button.  If you find you are having mouse 
movement issues, please press the icon in the red box to turn off auto refresh.  The icon 
next to the red box is the refresh button if you’d like to refresh it press that.  Once you 

see the Status of Success click on the ellipses to the right of the report that just ran 
and click on view.
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Changes to Recurrence

To see or make changes to a Recurring instance you would need to Click 
on the ellipses on the right of the report to see the menu and click on 

History.  Then you would click on the ellipses to the right of the 
Recurrence and from there you can change the recurrence by clicking 

on reschedule. 
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Reschedule Recurrence

If you set up a recurrence it will show in list where you can also view your successful 
report runs.  If you need to make a change to the recurrence you can click on the 

ellipses and  select reschedule to make any changes.
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Saving Changes to Recurrence

Make sure if you want to save the changes 
you change from “Create new schedule 

from existing schedule” to “Replace 
existing schedule”.  If you don’t there will 

be multiple recurrences occurring. Click on 
Schedule.
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Viewing Scheduled Report

On row with Success, click on Ellipses to be able to click on View.
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Viewing Scheduled Report (continued)

Click on the open file link. 
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Completed Report

This is what the report would look like.  This example is blank for confidentiality purposes. 
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Running a Report- Quick Steps

o Expand the Public Folders list, expand or click on IL PROVIDER CONNECT

o Select either HFS Claims Reporting or Registration Reporting

o Select the report to run and click on ellipses to the right of the report name (three dots)

o Select “Schedule” 

o Click on Prompts  (see page 10 and 11)

o Complete ALL Prompts 

o If necessary, Format output 

o Click on Schedule 
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Reminders/Best Practices

o Reports available for one week (7 days)

o No [EMPTY] prompts

o Enter prompts in format indicated

o Refreshed data available Monday

o Run recurring instances only once a week

o If your reports show a blank screen, try accessing without a VPN connection

o www.illinoismentalhealthcollaborative.com  then Click For Providers

http://www.illinoismentalhealthcollaborative.com/


2424

Who to Contact

o e-Support Help Desk ◦ (888) 247-9311 ◦ 

o EDI-ProviderSupport@carelon.com or illinoispci@carelon.com

o Questions that are out of the scope for the  e-Support Helpdesk will be forwarded to the 
Collaborative reporting staff for resolution. 

mailto:EDI-ProviderSupport@carelon.com
mailto:illinoispci@carelon.com
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