
 

 
Secure Provider Portal  

 

Accessing the Portal 
 
 
LetΩǎ take a look at how the EN portal is accessed. When you go to the provided URL, you will see the 

site shown here. Notice that there is a άSign Inέ link located on the upper-right of the screen. 

Participating ENs will need to click this link to access the portal. 
 

 
 
Once the Sign In link has been clicked, the user will be prompted to enter his or her login credentials. 

These credentials will be provided. 
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Once logged in, the user will be taken back to the Website starting page. This time, however, there is a 

toolbar at the top of the page, indicating that the user has signed in. To access the portal, the user will 

need to click oƴ άGo toέ in the toolbar and select EN Portal from the menu. 
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Clicking on ENPortal will bring the user to the portal home page. From here, available tools can be 

selected using the navigation area on the left of the screen.  
 

 
 

 
 
 

 Forms 
 
 

In presenting the forms, it should be noted that the review and confirmation screens appear in a similar 

fashion for all the forms in the portal. As a result, we will only present them once in this guide as part of 

the first form covered. However, both the online forms and the submissions will be reviewed. 
 
Payment Request �t Online Form 

 
LetΩǎ take a close look at the first form, which is the EN Payment Request form. 

 
When the user first enters this screen, he or she will notice that the EIN is already populated on the 

form. This is because this is tied to the userΩǎ login ID. Next, the user will need to enter the SSN of the 

beneficiary. If the user enters the number incorrectly, he or she will receive an error message indicating 

that that particular beneficiary does not have a ticket assigned with that organization. 
 

If the SSN is correct, and the employer information is already in the system, this information will auto- 

populate, as shown here. Next, as with the physical form, the user will select the payment method for 

that particular ticket assignment. 
 

If the request is for a Phase 1 Milestone 1 payment, the user would select the appropriate information. 


