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Welcome

» Local Administrators (LA) are the stewards of
ProviderCONNECT for their organizations. This guide is
for LAs to create backup LAs and grant access to
Provider Users, also called General Users (GU) with
login instructions.

o |t is strongly recommended that contractors working for the
provider not be designated as the Local Administrator unless
they are HIPAA-compliant Business Associates of the provider
practice/agency.
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Welcome

» LAs are brought directly to the user maintenance
Dashboard upon login, with the ability to switch
between the Dashboard and the portal screens.

» GUs are brought directly to the portal upon login.

» All users, including LAs, are GUs after entering the
portal.

» The portal User Navigation Guide is in the Provider
Toolbox in the portal.
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Welcome

» LAs can follow the ProviderCONNECT User
Vaintenance Guide for responsibilities.

» Do not share accounts. Account sharing violates HIPAA
and security regulations.

» Share this setup guide with your backup LAs.
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https://providers.partnersbhm.org/wp-content/uploads/User-Maintenance-Guide-for-Local-Administrators.pdf
https://providers.partnersbhm.org/wp-content/uploads/User-Maintenance-Guide-for-Local-Administrators.pdf

LA Responsibilities

» Remove user accounts immediately when a user leaves
the organization or no longer needs access.

» Contact successors of departed portal users to
determine whether they need portal access.

» Contact the CEO to reassign the LA designation before
departing or stepping down.

» Audit user accounts at least every 90 days and remove
users as needed. Use the Non-Utilizer Report in the
portal, found in the “Reports” dropdown under the
“Office Management” navigation link.
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Topics and Pages

» LA as First-Time User

» Local Administrator Login to Dashboard
» Special Notes for Administrators

» Add New Provider Users (General Users)
» Create a Backup Administrator

» Administrator Adding Users

» All First-Time Users

» Contact and Questions
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First Time User
ProviderCONNECT

» Administrators start as first-time users.

» Click the link below or copy and paste it into your
browser:
o https://id.partnersbhm.org/

» For first-time setup only: @ S
° Click First Time User.

S|gn N
o Do not enter a username or ST —
password.

> Do not click Login. User Name

» Be sure you have access to your
email.
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LA as First Time User
ProviderCONNECT

» Enter the email address used for your Local
Administrator documents with Partners.

» Click Next.
PARTNERS
@ e e

Reset Password

Enter your email address or Sign in

Email Address
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LA First-Time User
ProviderCONNECT

» Access your email.
o Note: Designated Administrator emails
are uploaded by Partners for security.
» Follow the instructions.

» Create a strong password.
o Must be at least 12 characters

o Must include at least one lowercase
letter, one uppercase letter, one number
and one special character

o Cannot contain common passwords

» Click Next.
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PARTNERS

Reset Password




LA First-Time User
ProviderCONNECT

» Users must agree to the Partners User Terms and

Conditions.
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» Local Administrator setup is now complete.




Daily Administrator Login
Dashboard

) PARTNERS

Striengthening Communities!

» All Administrators sign in to the @

Dashboard.
» Enter your email and password.

» Click Partners
ProviderCONNECT
to enter the portal.
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Special Notes for
Administrators

» All first-time Administrators click
First Time User to start the password
setup process.
o This step only needs to be completed once.

» For daily Administrator
login, click

ProviderCONNECT
to enter the portal.
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Special Notes ===

the Choose or Change Your PCP form to change thelr PCP,

. I I I
} O l I Ce I | l t I l e p O rta ) a PROVIDERS: It you have questicns of nesd more infermation, plkase call: Previder Servicas Line 1-577-395-4145 Monday-Saturday 7 am. - & p.m. EST o

users are “General e ——— |
Users” and have the m——
same level of access. —
» To return to the == s
Dashboard, click Profile
at the top.
» You may switch
between the Dashboard
and the portal atany |
time.
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Add Provider User

» A backup Local Administrator | Provider User

Hosted identity resources

begins as a Provider User.

» Click the + New Provider
User button.

Last Name Email Address

New Provider user

Usernarme

» Complete all
fields. Do not
add extra spaces

or leave any fields
blank.
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Add Provider User

» Username must be the user’s
email address. [omerene

» First name: No initials or blank fields
» Last name: No initials or blank fields
» Email: Same as username

» Organization: Select from the
dropdown

New Provider user

» Click Save.
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Add Provider User

» When adding a Provider User, also called a General
User (GU):

» Share the login link and direct the user to select the
first-time user option to set their password.

» Give the user your contact information.

o Let the user know they should contact the designated LA for
login issues or questions.

o |f the designated LA is unavailable, the user should contact the
backup LA or the practice organization’s CEO.
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Create Backup Local
Administrator

» From the Local Administrator Dashboard, you must
first add the person as a Provider User before assigning
them as the backup LA.

» All newly created
users are General
Users unless this
step is completed
to assign the user
as the LA.

» Click Provider User
from the left menu.

«(}
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Set Provider User as Local
Administrator

» Click Organizations to
Which | Belong.

» Click your organization
name.

D Provider Organization
Your Organization

» Click Administrators.
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Set Provider User as Local

Administrator
} CIiCk the + Add D Provider Organization | |
Administrators Your Organization
button.

» Type the user’s email address.
» Select the user from the dropdown.
) CIle Save. Add Administrators X

@

Administrators
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Administrator Adding Users

» Sign in using your email
and password, if you are
not already logged in.

@
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Sign In

Forgot username? Forgot password?
First time user? Click here

User Name

Passwaord




Administrator Adding Users

» Click Provider User o
from the left menu. Crm

My Applications

@ Partners
ProviderCONNECT

» Click + New Provider User.

» Complete all fields. Do not
add extra spaces or leave
any fields blank.
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Administrator Adding Users

» Username must be the user’s New Provider user
email address. o

First name: No initials or blank fields
Last name: No initials or blank fields
Email: Same as username

Organization: Select from the
dropdown

» Click Save.

» Repeat as needed to add additional
Provider Users.

«G
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All First-Time
ProviderCONNECT Users

» Go to: https://id.partnersbhm.org/
» Enter the email address set up
by the Administrator. @ PARTNERS
» Access your email and follow
the instructions.
» Create a strong password.

» Be sure you have access to
your email.

» Agree to the Partners User
Terms and Conditions.

» Sign in using your email and password.

«(}

Sign In
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Contact Information

> Local Administrators (LAs) are the stewards of
ProviderCONNECT for their organizations.

» If LAs have difficulty logging in or need assistance
with user setup, contact Partners support:
ProviderCONNECTSupport@PartnersBHM.org

> All General Users assigned by the LA should consult
their LA for access and login issues.

«(}
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Contact Information

> Any user who needs assistance and cannot locate the
LA should direct questions to their CEO.

» Contact Credentialingleam@PartnersBHM.org if the
CEO needs an LA designation form to replace a
departing or missing LA.

> For general inquiries, contact
ProviderCONNECT@PartnersBHM.org or use the

secure messaging system in the portal to message the
“Partners Provider Portal Administrator” mailbox.
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