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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.
 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: 
4. Confirm password: 
5. Register: Register
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Select contact preferences on your profile page

1. Check Box: Email
2. Check Box: Fax
3. Check Box: Phone
4. Check Box: Mail
5. Update: Update

1.2. Log into HHS Portal

1. Username: Enter created username
2. Password: Enter created password
3. Sign in: Sign in
4. Forgot your password?: Forgot your 

password?

Click on the button Sign in

2. Sending Invitations
2.1. Sending a Provider an Invitation
Click on the link Portal Management
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Click on the item Contacts

Click on the button My Active Contacts
Change the default view to search All Contacts

Click on the button All Contacts

2.1.1. Existing Contact
Select Filter by keyword 
Before creating a new contact, search existing 
contacts for a contact record.
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Click on the link in cell Full Name of the contact to 
send an invitation

Enter Email Address with an updated and valid 
address

Click on the button Create Invitation

Click on the input field Assign to Provider
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Select Provider 

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

Click on the button Add Existing Web Role

Search and Select Name of Web Roll
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Click on the button Add

Click on the button Save & Close

2.2. New Contact
Click on the button New

Enter contact details

1. First Name: 
2. Last Name: Select to enter data
3. Email: Select to enter data
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Click on the button Save

Click on the button Create Invitation

Click on the input field Assign to Provider

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

Search and Select Name of Web Roll

Click on the button Add

Click on the button Save & Close
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3. Sending Invitations- Provider
3.1. Provider Contacts
Click on the item Providers

3.1.1. Search for Existing Contacts
Click on Filter by keyword to search for provider

Click on the link to the ProviderName

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.  
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3.1.2. Create New Contacts
Click on the button New Contact
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1. First Name: Select to enter data
2. Last Name: Select to enter data
3. Email: Select to enter data
4. Save and Close: 
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Double click on the cell Contact Name to open the 
contact record.

Click on the button Create Invitation

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

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

Search and Select Name of Web Roll

Click on the button Add

Click on the button Save & Close for the invitation 
record
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Click on the button Save & Close for the contact 
record

4. Mental Health
4.1. MH SAP
Click on the link MH SAP

Click on the link MH SAP Invoices Pending Provider 
Approval
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On the invoice to review, Click on the button action 
menu

Click on the link View Invoice

To Review Invoice lines, Click on the button action 
menu
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Click on the link Line Details

Click on the button Submit

Enter Contact Person to certify the invoice.

Click on the button Submit
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Click on the link Download to download all the 
invoice lines into excel.

5. Performance and Planning
5.1. Submit an Assessment
5.1.1. Submitting an Assessment
Click on the link Assessments

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. 
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Click on the button action menu at the end of the 
Assessment to be submitted.

Click on the link Edit

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

Click on the link Edit
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Enter the response to the question in Response box

Click on the button Submit

Repeat submission steps for all available questions.

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


