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1. Invitation and Registration
1.1. Register for HHS Portal

The following documentation previews getting registered for the county provider portal. In the registration
process, you will receive an email invitation with a registration code, which will be needed to navigate through
the registration process. If there are any issues, contact your county representative.

Open email with invitation link.
e Email subject: Montgomery County HHS Portal

Paste the invitation code received through your email
into the box if code does not pre-populate from email
invitation.

Enter a username & password in the respective

boxes, then click register ¢
|

1. Email:

2. Username: | ¢

3. Password: 0

4. Confirm password:

5. Register: Register | ¢
' %
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Select contact preferences on your profile page 2y Loy

PENNSYLVANIA

1. Check Box: Email -
2. Check Box: Fax Profile
3. Check Box: Phone
4, Check Box: Mail N cickLean ”: :
b Your Information
5. Update: Update 7 ——
@ secortty  Emal
How may we contact you? Select all that apply.
@D
D.
-

1.2. Log into HHS Portal

1. Username: Enter created username
2. Password: Enter created password 2 ?
3. Sign in: Sign in
4. Forgot your password?: Forgot your I
password?
] Remember me?
m Forgot your password? ¢
Click on the button Sign in Sign in with a local account
* Username L
* Password | .............. ‘

[ Remember me?

| Sign in Forgot your password?

2. Sending Invitations

2.1. Sending a Provider an Invitation

Click on the link Portal Management

Portal Management Power Pag|

Configure and manage your onling Configure and
platform to (:mm\m|

Configure and mgnage your online

Microsoft Microscft First Py

uulnm INTERFACE
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Click on the item Contacts o
Portal Languages
& Web Pages

Web Templates

Security

R Contacts

Da Content Ac
ES  Table Permissions

Cd Ceolumn Permissio...

@ Invitations

CI'Ck on the bUtton My ACtive ContaCtS < C m 23 montcopahhsuat.crm.dynamics.com/main.aspx?appid=ab41c5f5-d18c-el
Change the default view to search All Contacts

[0 HR [ Dynamics (@) Constant Contact i Brov rtification.. @M Collections - saadad... &

Dynamics 365 Portal Management R Search

< %] Show Chart 3= Focused view New Ti] Del

5
&

[B%  Site Settings

. My Active Contacts
@, Website Bindings

My Active Contacts

& settings O &  FullName T~

Content Andrea Galambaos

Content Snippets I Michael Allan
Click on the button All Contacts e e ot

\ctive Contacts -
Active Contacts

4 Full Name T ~ Active Contacts Subgrid View
Andrea Galambos Active Physicians

Active Provider Contacts

Michael Allan
All Contacts
- T
est Rita Contact “
Contacts Being Fol Dweal
Tom Costello

Contacts | Follow

Trevor Reinhardt Contacts: Influenced Deals That We Won

Contacts: No Campaign Activities in Last 3
Mnnths

21.1. Existing Contact

Select Filter by keyword ibdac] 05 BviewType=1039 * O a a
Before creating a new contact, search existing
contacts for a contact record.

Flex Spending () Projects - Home

cport ™ xcel Templates i Export to Exce v hare
P i Fxcel Templ 0 Exp Excel | 1 st

¥ Edit columns %7 Edit filters

‘ganization v Heme Phone +~ Status ~
4349410500 Active I
510-500-2111 ext.1119 option 3 Active
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Click on the link in cell Full Name of the contact to S
send an invitation i reron e
Jason Tester
web role test
Kristin Tester
s (@] Test Rita Contact
Alan Test
jes Tran L. Estel
test test
-]
Enter Email Address with an updated and valid Frovidler & Circle Lodge Marital
address
Job Title
Birthday
s Employes? No
NPl Number Consur

Email I

rschofield@maontcopa.org

rschofield@moentcopa.org [

RECENT CA

Home Phone
P

Work Phone

Click on the button Create Invitation

jtyrecord@etn=contact&id=9f52eed9-d232-ed11-9db1-000d3a572809

9. 3 Microsoft @ Pluralsight | The tec.

@ Flex Spending Cj Projects - Home

S A N D B OX Try the new look

£ Create Invitation

—|

Create Invitation

s WellSky

@ Delete €3 Create Consumer

Add to Marketing List A Assign

Create an invitation to a portal

Click on the input field Assign to Provider

HHS Portal Overview 3/6/2024
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Select Provider

Assign to Provider ‘ Circlel

Providers

Circle Lodge
108160

]

% Circle of Friends Adult Day Health Care

3

Circle of Hope
484-651-9432

[£3]

Click on the button Save -
Upon saving, a subgrid will appear below in the when
redeemed box

B Invitation: Information: New Inv- % +

C

2% montcopahhsuat.crm.dynamics.com/main.aspx?appid=ab41e5f5-d18c-el

O HR [ Dynamics G} ConstantContact RN Browse Certification.. @8 Collections - saadad...  fay
Dyna 6 al Manageme O Search
= < = Save | & Save & Close F New 2 Flow
[B%  Site Settings = [CTRL=S)
B webste Bindings New Invitatiq ... i iniasion.
= Invitation . Information -
{‘33 Settings e
General Advanced Activities & Notes
Content

Click on the button Add Existing Web Role

jn to Provider @ Circle Lodge

2l Add Bxisting Web Role | (O Refresh =
. B

Website ~

Add aWeb Role that already exists to tl

Search and Select Name of Web Roll

Lookup Records %
Select record
Assess) £

<Al Web Roles

Assessment Role
Montco Provider Portal

+  New Web Role Advanced lookup
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Click on the button Add
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® 32F sy A @

= 2/20/2024

Click on the button Save & Close

2.2. New Contact

Click on the button New

B Invitation: Information: Test Ri. X +

¢ m 23 monteopahhsuat.crm.dynamics.com/main.aspx?appid=ab41¢5f5-d18c-eb11-b1
AR [ Dynamics (@ Constant Contact B® Browse Certification.. B Collections - saadad... Ay Compu

Dynamics 365 Portal Management P Search

& [ Save b New [ Deactivate

" Save & Close

Test Rita Contact - saved
Invitation « Information -

Site Settings
Website Bindings

Settings

General Advanced Activities & Notes  Related

tent e Smygic

cts - Dynam X +

¥z montcopahhsuat.crm.dynamics.com/main.aspx?appid=ab41c5f5-d18c-eb11-b1ac-000d3a1b12238

€/ Constant Contact =- Bro ertification... =- Collections - saadad... ﬁﬁ Computer Networki... 8 TH

Portal Management 2 Search

< ’:VTJ Show Chart 2= Focused view = New ]E Delete \ v O Refresh |
All Contacts -
() &% FullName~
Tina Runkel
. < [=4 &l Save @ Save & Close New €3 Create Consumer 22 Flow 47 Red
Enter contact details "
New Contact
. (e Contact - Contact Montco Main
1. First Name:
. Summary Details Files Admin Tab
2. Last Name: Select to enter data 4
3. Email: Select to enter data
CONTACT INFORMATION CUSTOMER D
ippets
£ First Name ‘| ? Gender
Last Name N -——
Salutation
Contact Type —
Forms
Provider - Marital Sta
ets
juages Job Title -
Birthday
Is Employee? No
ates
NPI Number -— Consumer
Email I -—— ¢
jcess L... Home Phone -
Issions
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Click on the button Save v BE Contoct Contoct Montco Main. X+
<« C M 23 montcopahhsuat.crm.dynamics.com/main.aspx?appid=ab41c5f5-d18c-el
[3J HR [ Dynamics (& Constant Contact B8 Browse Certification.. BB Collections - saadad..

O Search

Dynamics 365

Portal Management

Save J Save & Close New <3 Create

=l

Site Settings
@, Website Bindings a New C Save this Contact. r
Contact - Main -~
@ Settings
Summary Details  Files  Admin Tab
Content

Click on the button Create Invitation

re=entityrecord&etn=contact&8id=1af0622d-0fd7-ee11-9078-6045bda%435

j of String. [3 Microsoft €@ Pluralsight | The tec s WellSky @ FlexSpending ) Projects - Home

SANDBOX' mrere

£ Create Invitation

Add to Marketing List R, Assign T Delete €3 Create Consumer

Create Invitation

Create an invitation to 2 portal

Click on the input field Assign to Provider

Assign to Provider I‘ Lock for Assign to Provide

Select to enter data

Click on the button Save v B itetion: Information Newln X
Upon saving, a subgrid will appear below in the when

C m 23 montcopahhsuat.crm.dynamics.com/main.aspx?appid=ab41c5f5-d18c-el
redeemed box
[0 HR [ Dynamics (@ Constant Contact = Browse Certification... = Collections - saadad... ﬁ

2 Search

Dynamics 365 Portal Management

J Save & Close

[E%  Site Settings
New Invitation - Unsaved
@ Website Bindings L R
Invitation - Information
@3 Settings
General Advanced Activities & Notes
Content
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Click on the button Add Existing Web Role

jn to Provider [ circle Lodge

1 Add Existing Web Role | (0 Refresh

Website ~

Search and Select Name of Web Roll

Click on the button Add

@ 34F Sunny A s tm Z O

Click on the button Save & Close % tation Information: Test - X 4

> C M 23 montcopahhsuat.crm.dynamics.com/main.aspx?appid=ab41c5f5-d18c-eb11-b1

HR  [3 Dynamics @, Constant Contact =. Browse Certification... =- Collecticns - saadad... ﬁ Compu

Dynamics 365 Portal Management 2 Search

& T Save } New [ Deactivate

“ Save & Close

Test1 Test1 - saved

Invitation - Information -

Site Settings
Website Bindings

Settings
General Advanced Activities & Notes  Related

tent
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3. Sending Invitations- Provider

3.1. Provider Contacts

All | | All

Click on the item Providers

My Work

I @ Activities

%5 Dashboards

Activity Type ~ Subject ~

Providers

£3  Providers

¢  Provider Li o

&3 Contract Service Lines

Meonitering & Performance

T S ST O A,

3.1.1. Search for Existing Contacts

Click on Filter by keyword to search for provider 7268825288 uiewType=1039 % 4+ 0 0O a

sending ) Projects - Home ) orgl5e48ae0.crm.d.

SAN D BOX Ty the newlock @ ) @

2| Templates ﬂl Export to Excel | ~

¥ Edit columns %7 Edit filters

Select to enter data

State v Zip Code ~

A

C“Ck on the ||nk tO the ProviderName < K_‘ Show Chart MNew ﬁil Delete | ~ () Refresh | Visualize this view [
.Active Providers* -

Provider T v Vendor Number v Phone Numbe

O Circle Lodge

Circle of Friends Adult Day Health Care

Circle of Hope

Contacts Associated with the Provider are located in
the middle of the screen. Check that the contact is not
already listed within the contacts subgrid.

o o .
SANDBOX trserenis &

HHS Portal Overview 3/6/2024 9/20
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3.1.2. Create New Contacts

Click on the button New Contact e And Monitoring  Record Administration  Types of Services  Related

Sub Providers

Contact
Prov
ovider Contacts | New Contact
Add New Contact 3.22,
rst.. T¥ LastNa.. ¥ JobTitlev Home P... ¥
Add a related Contact to this record.
hristine Johnson Operatio... 610-275-..
risten McTamney Operatio...
—

HHS Portal Overview 3/6/2024 10/20
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jﬂq] Mt INTGOMERY

First Name: Select to enter data
Last Name: Select to enter data .
Email: Select to enter data

pop=

Save and Close:

Saveand Close 4 -~ Cancel

11:10 AM

HHS Portal Overview 3/6/2024 11/20
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Double click on the cell Contact Name to open the
contact record.

County of Montgomery PA

RSchofield@montc
opa.org

March 6, 2024
12/20

Circle Lodge Primary Contact —
. ..Active Provider Contacts
Active O First.. T¥  LlastNa.. ¥ JobTitlev
. Rachel Talley Exescutive...
O Test Test
Test Rita Contact
Tom Costello
- 5-80of 10

Click on the button Create Invitation

yrecord8etn=contact&id=16803e16-0bdb-ee11-904d-002248264979

3 Microsaft @ Pluralsight | The tec @ Flex Spen

SANDBOX' wen

£ Create Invitation

- WellSky

ing qucjecti-icme & org15e48

Add to Marketing List R, Assign T Delete €3 Create Consumer

Create Invitation

Create an invitation to a portal. [Fonsume

Click on the input field Assign to Provider to search
and Select Providers

Assign to Provider de

I‘ Look for Assign ta Prov

Click on the button Save
Upon saving, a subgrid will appear below in the when
redeemed box

HHS Portal Overview 3/6/2024

v BE Invitation: Information: Mew Inn X+
< C m 2% montcopahhsuat.crm.dynamics.com/main.aspx?appid=91898546-9c1f-4¢
[0 HR [ Dynamics (€ Constant Contact = Browse Certification... = Collecticns - saadad... ﬁ Cor

Dynamics 365

Performance & Planning

= < [y Save | & Save & Close New 2 Flow
-

fat Home . .

- New Invitatio
Save this Invitation.

(® Recent v Invitation - Informemom

57 Pinned i General Advanced Activities & Notes

My Work

12/20
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Click on the button Add Existing Web Role

jn to Provider [ circle Lodge

1 Add Existing Web Role | (0 Refresh

Website v Add Existing Web Role

Add a Web Role that already exists to the

Search and Select Name of Web Roll

Lookup Records x
Select record

Assessment p
€Al Web Roles

Assessment Role
Montco Provider Portal
+ New Web Role Advanced lookup

Click on the button Add

@ & AF Cloudy A~ @ W Z O
Click on the button Save & Close for the invitation EY invitations Informations Test Ter X+
record : :
C M 23 montcopahhsuat.crm.dynamics.com/main.aspx?appid=91898546-9c1f-def1-a3:

=. Browse Certification... =. Collections - saadad... ﬁ Computer

HR 3 Dynamics (ty Constant Contact

2 Search

Dynamics 365 Performance & Planning

& T Save | @ Save & Close } New [ Deactivate

Home Save & CI

Test Test - saved e Sese
Recent N Invitation - Information - Save and close this Invitation.
Pinned A General Advanced Activities & Notes  Related
Work

HHS Portal Overview 3/6/2024 13/20
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MONTCOMERY

Click on the button Save & Close for the contact snisct Contact Montco Mair X+

record
C M 2% montcopahhsuat.crm.dynamics.com/main.aspx?appid=91898546-9c1f-4ef1-a34¢c-883!

3] Dynamics (& Constant Contact B® Browse Certification.. 8 Collections - saadsd.. &} Computer Network

amics 365

Performance 8t Planning

O search

G’ Save & Close t New gk Open orgche

Save & Close

Test Test - saved

t " Contact - Contact Montco Save and close this Contact.
4 A Summary Details Files AdminTab Related
4. Mental Health
4.1. MH SAP
Click on the link MH SAP
1. Microsoft @ Pluralsight | The tec.. 4 WellSky @ Flex Spending

L3 MH Residential General Support

Click on the link MH SAP Invoices Pending Provider _
Approval Home > MH SAP Invoices

MH SAP Invoices

iZ MH SAP Invoices Pending Provider Approval =

Provider Validation Errors Invoic

Merakey
Montgomery County

MH SAP Invoices

HHS Portal Overview 3/6/2024 14/20
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On the invoice to review, Click on the button action <o
menu okl MONTGOMERY

COUNTY

Click on the link View Invoice

1 Import Status Contact Person

Pending

Do v s .

To Review Invoice lines, Click on the button action
menu

Download Invoice Lines to Excel

Service Import
Begin Date  Net Bill Status
10/9/2023 $550.00 ocy .
Manually 5
o L
Created action menu

HHS Portal Overview 3/6/2024 15/20
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Click on the link Line Details

Download Invoice Lines to Excel

Service Import

Begin Date  Net Bill Status

10/9/2023 $550.00 ocy
Manually

Created Line Details

- $550.00

Click on the button Submit

Modifier 3

-

Enter Contact Person to certify the invoice.

Certification Statement

Contact Person

I certify that I am the Executive Officer and/or authorized Billing Agent of said orga
of my knowledge and belief; that the expenses and income shown on these forms f
accordance with fiscal guidelines, directives and provisions of the contract/agreeme

payments made bereunder are made In teliance by the Single County Autharity ung

Submit
T CeTty Uiat L 4N U1e EXeCunve UIner angjor auy

C|ICk on the button Submlt of my knowledge and belief; that the expenses anc
accordance with fiscal guidelines, diractives and pr|
payments made hereunder are made in reliance by

‘ RMS

HHS Portal Overview 3/6/2024 16/20
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Click on the link Download to download all the
invoice lines into excel.

Download Invoice Lines to Excel

Service Import
entl Units Rate Begin Date  Net Bill Status
1.00 £550.00 10/9/2023 $550.00 ocy

Manually
Created

5. Performance and Planning

5.1. Submit an Assessment

5.1.1. Submitting an Assessment

Click on the link Assessments

D The Basics of String.. [ Microsoft @ Pluralsight | The tec... s WellSky @ Flex Spending C] Proj{

A MH Residential

(AN MOSTODI IS T LIDC

1. Active Assessments: Active Assessments
List

2. Name . sort ascending: Name of
Assessment due

3. Reporting Period Start . sort descending:
Reporting begin date. Start date for reporting
details.

4. Reporting Period End . sort descending:
Reporting end date. End date for reporting
details.

5. Date Open . sort descending: Date
assessment will become available to submit.

6. Date Close . sort descending: Date
assessment will become unavailable to
submit.

7. Provider . sort descending: Provider name.
The only provider visible will be the one
assigned to the contact user.

8. Recurring . sort descending: If the
assessment is recurring or a single
submssion assessment.

HHS Portal Overview 3/6/2024 17/20
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Click on the button action menu at the end of the
Assessment to be submitted.

Provider Location Recurring

Gircle Lodae No

Circle Lodge No @

Circle Lodge Yes

Circle Lodge No

Circle Lodge No
Click on the link Edit

Provider Location Recurring

Cirdle Lodge No

Circle Lodge Mo B View details

Circle Lodge Yas A

Circle Lodge Mo

Circle Lodge Mo E‘

Circle Lodge Yes

Fircla Ladan .
Within the individual Assessment, Click on the button
action menu at the end of the question to answer.

Edit this Assessment Record
o
= | T WY Y YCY L]
Click on the link Edit
H
its G Edit I
[+]

HHS Portal Overview 3/6/2024 18/20
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Enter the response to the question in Response box

County of Montgomery PA

RSchofield@montc
opa.org
March 6, 2024
19/20
Question *
Question 3
_

Click on the button Submit

Yes/No

Option Set Response

|Yes

-

Repeat submission steps for all available questions.

el T [T ———— s D @

Edit this Assessment Record

Upon submitting all questions, Click on Contact
Person and enter Contact Name to finalize the
submission.

HHS Portal Overview 3/6/2024

Question 2

Question 4

Contact Person
This is a sample of where we can put text to showcase the legal aspect of the signature. "Be
. Jedos ™

Suectigne ap thie farm ars tous ood correct fo tha Back of mu k

19/20
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Click on the button Submit

HHS Portal Overview

County of Montgomery PA RSchofield@montc
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Contact Person

This is a sample of where we can put text to showcase t
questions on this form are true and correct to the best of

‘ Rita M Schofield

here to search 7]

20/20



