Secure Providdportal

Accessing the Portal

LetQ t@ke a look at how the ENportal isacessed Whenyou goto the provided UR,, you will seethe
site shown here. Notice that there is adSgn In¢ link located on the upper-right of the saeen.
Participating ENs will need to clickthis linkto accessthe portal.
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Oncethe Sgn Inlink hasbeen cliked, the userwill be prompted to enter his or her login credentials.
Thesecredentids will be provided.
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Onceloggedin, the userwill be taken backto the Websitestarting page. Thistime, however, thereisa
toolbar atthe top of the page, indicating that the user hassigned in. To accessthe portal, the user will
need to click oy Gaxto¢ in the toolbar and select ENPortal from the menu.
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Cickingon ENPortal will bring the userto the portal home page. Fom here, available tools canbe
selected using the navigaton areaon the left of the screen.

Fams

In presenting the forms, it shouldbe noted that the review and confirmation saeens agpearin a smilar
fashion for allthe forms inthe portal. As aresut, we will only present them once in this guide as partof
the firstform covered. However, both the online forms and the submissionswill be reviewed.

Payment Request t Online Fam
LetQ ke a close look at the first form, whichis the BN Payment Requestform.

When theuserfirst entersthis green, he or shewill notice that the EINis already populated on the
form. This isbecausethis istied to the useQ lagin ID. Next, the userwill need to enterthe SSNf the
beneficiary. Ithe user entersthe number incorredly, he or shewill receive anerror message indicating
that that particular beneficiary doesnot have aticket assgned with that organization.

If the SSNk corred, andthe employer information is alreadyin the system, this information will auto-
populate, as slown here. Next, as with the physicalform, the userwill select the payment method for
that particular ticket assignment.

If the request isfor a Phasel Milesone 1 payment, the userwould select the appropriate information.



