
Designed for busy practices, the secure portal is easy to navigate 
and will provide you with:

The provider portal is an all-in-one platform 
that enables you to securely and efficiently 
communicate and transact with UHG.

A fast and 
efficient way of 
uploading large 

files and invoices

Complete 
transparency across 

all UHG requests  
and the status of 
those requests

The ability to 
communicate  

with the UHG Case 
Manager directly  
via medEbridge®

An easy and secure 
method for the 

exchange of medical 
information, saving 

time and paper

Provider Portal
A quick guide to getting started

How your UHG requests will arrive in the portal

All UHG requests will be sent  
directly to your Provider Portal

When a new request is available, you will 
receive an email notification prompting  
you to log in

In the email, click the ‘Access Request’  
in the top left corner

The link will take you straight to the portal 
login page

Simply enter your username and password 
to access and manage your new request
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Let’s take a tour
A view of the dashboard

View of cases 
and status

Login name 
and details

Dashboard 
and cases

A view of the cases

Search by patient 
name of case ID

Click ‘Provider’ to sort 
in alphabetical order

Case ID

Click on case 
to view
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Click to expand or 
minimise window

Click to download your 
request from UHG

A view of the cases (continued)

How to upload and exchange information

Upload report  
or invoice

Upload document 
or add a note



Add/drop files/invoice

Select document 
category
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Add notes option 1

User must select 
‘Alert UHG’



Add notes option 2 Review before submission
Adding a note when uploading a document

Add your note / 
message to Case 
Officer here
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Adding additional users to your portal account

You can have multiple users set up under 
your Provider Portal account.

To add a new user, simply email 
medEbridgesupport@uhg.au with:

•	 The person’s full name

•	 Their email address

Our support team will set 
them up for you — we take 
care of the rest!

mailto:medebridgesupport%40uhg.au?subject=


Confirming receipt of a request in the portal

Log in to your Provider Portal

Click on the Case ID for the request you want to confirm

You will see a ‘Click Here’ button — select this to begin
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You can easily confirm that you’ve received our request through the Provider Portal. 
Here’s how:

Completing reports using the digital link

Download the paperwork from your portal as you normally would

Provide the paperwork to the doctor following your usual workflow, whether that’s:

•	 Emailing it to them, or

•	 Uploading it into your PMS software

The doctor can open the digital questionnaire/report and begin completing it online

They can save it as a draft at any time and return to finish it later

Once complete, the doctor simply saves a PDF copy for your clinic’s records

A copy is also automatically stored in your Provider Portal, ready for you to download and file as needed
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Doctors can choose to complete their reports through a secure digital link, making the process faster  
and easier. Here’s how it works:

Why the digital report is easier for doctors

•	 Quick and simple to complete

•	 Uses conditional logic, drop downs, and reflexive questions, so clinicians only see questions relevant to them

•	 Guides doctors through required fields

•	 Helps reduce errors and incomplete reports
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A short series of questions will appear, asking you to confirm:

•	 Whether the patient is on file

•	 The fee you will be charging

•	 Your expected turnaround timeframe

Once completed, this replaces the need for follow up calls or emails from the UHG team,  
helping keep everything streamlined and efficient



Creating a .zip file for submission 
to the portal on a PC

Right click on the file or folder containing the files

Select Send to

Select Compressed (Zipped) folder
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For Windows 10 and below

Right click on the file or folder containing the files

Select Compress to Zip file
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For Windows 11

Creating a .zip file for submission 
to the portal on a Mac

Right click on the file or folder containing the files

Select Compress ‘file name’
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If you have further questions, please contact 
your direct Account Manager or speak to our 
customer service team on 1300 558 583

uhg.com.au


