


 Portal is required for the Tailored Plan.

 Partners is in phase one of portal transition.

Currently, Partners is setting up local administrators and 
users for the provider portal.

In the future, providers will access access EOBs, claims, 
member information, authorizations, etc. through the 
provider portal.
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Each provider needs to identify a Local Administrator (LA) 
and a Back-Up Local Administrator. 

Role of the LA:
* Sets up users to access the provider portal.
* Every 90 days, verifies user access to the portal.
* Roles must be verified for continued access.

We encourage you to start accessing the portal when 
information is needed, so that when it is required, staff are 
used to doing this.



 Submit your identified LA using the correct form.
◦ LA will be contacted by Partners for access.
◦ LA will create an account with assistance from Partners.

 LA will identify the back-up LA and set up the account.

 LA will set up account for each staff member giving 
them a role with limited access.
◦ Tutorials will be available for reference.
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 Staff in General roles cannot manage your account.

 A Back-Up LA needs to be in place – in case your LA is 
not at work, or leaves their position.

 You should always have a LA and Back-Up LA.
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 Pre-fillable form.
 Your CEO will receive the form via email from Partners.
 Share information of your single choice for LA.
◦ Practice name, LA name, email address for LA, phone # for LA.

 CEO signature is required.
 Submit this form to enrollment@partnersbhm.org.
 Partners will contact the identified LA to set them up 

for access to the portal.
 LA will assign the back-up. 
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 Partners will give direction to the LA for setting up your 
agency account.

 Partners will provide a tip sheet with screen shots.
 LA will create their personal password.
◦ Three security questions will be set.

 Your LA needs to first enroll a back-up LA.
 The LA will then enroll staff as General users.
 LA must revalidate all users every 90 days.
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 Once your employees (now users) are enrolled by the 
LA, they will need to set up their individual account.

 Create unique password.
◦ Three security questions will be set.

 Passwords will need to be reset yearly.
 Portal inactivity for 90 days will interfere with your 

ability to access the account!
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 Passwords will be required to have eight characters, at least 
one special character and be of mixed case.

 Three security questions will be set by each user.
◦ If a password is forgotten, user will be directed to answer two of the 

three security questions.
 If security questions cannot be answered, the user will 

need to contact the Health Trio Helpdesk to reset.
◦ Health Trio is the vendor for the provider portal.
◦ Health Trio Helpdesk: 1-877-814-9909.

 Health Trio will reach out to the LA to verify that is it ok to 
set the user back up in the system.
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 During this time, the focus is to set up provider accounts.
◦ Establishing access for LA’s and Back-Up LAs.
◦ Having LAs set up user accounts assigning general roles.
◦ Users setting up access.

 Information on the Provider Knowledge Base will be 
available both inside and outside of the portal at this time.

 Users should begin getting used to logging in to the portal 
for day-to-day work.
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 Training will be offered each time new features are added 
to the provider portals.
◦ New features will be added in phases - claims, authorizations, EOBs, 

member information, etc.
◦ LA will assign role for users of the portal to access specific features.

 Users will have a period of time to adjust to each change.

 Eventually, the information currently available on the 
Provider Knowledge Base will only be accessible via the 
portal.
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Identify your LA and submit the form.

Partners will contact CEO’s in groups, one week at a 
time, through mid-December.

If your CEO has not been contacted by Partners by mid-
December, please contact us 
at enrollment@partnersbhm.org
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