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Provider & Family Portals
Technical Guide

This document includes guidance for resolving some of the most commonly reported issues related to the
Provider and Family Portals.

Download Adobe PDF Reader

PDF reader software is required to view and print reports throughout the system. Adobe Acrobat Reader
comes preinstalled on many computers and can be downloaded at no cost from
http://www.adobe.com/products/acrobat/readermain.htmi.

Disable Pop-Up Blocker

Disabling the browser’s pop-up blocker is needed to be able to preview available documents within the
Portal System. To view step by step instructions, click on one of the following applicable browsers.
Internet Explorer

e Firefox

e Chrome

e Safari

Registering a New Portal Account

Registering for a Portal account is required to be able to have access the Portal system. Important, before
registering, please make sure the agency has your valid email address on file. To view step by step
instructions on how to register for a portal account, click here.

Resetting a Password
If you forgot your password, you can reset it. To view step by step instructions on how to reset the
password, click here.

Changing a Password
If you wish to change your password, you may do so. To view step by step instructions on how to change
your password, click here.


http://www.adobe.com/products/acrobat/readermain.html

Disable Pop-Up Blocker in Internet Explorer

1. Open Internet Explorer and click on the Gear icon
screen.
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File Edit View Favorites Took Help ’
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b b|ng search the web jol
2. From the menu, select Internet Options.
- o
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Compatibility View settings

I Internet options I

About Internet Explorer

" in the top right corner of your browser

3. Select the Privacy Tab and uncheck “Turn on Pop-up Blocker” in the Pop-up Blocker section. To

save your changes, click Apply, then click OK.
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General Securitvmlml Connections Programs Advanced
Settings
o
Location
Never allow websites to request your Clear
Dphyslcal location e
Pop-up Blocker
A Turn on Pop-up Blocker Settings

InPrivate
[~ Disable toolbars and extensions when InPrivate Browsing starts
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Disable Pop-Up Blocker in Firefox

1. Open Firefox and click on the Three Line icon in the top right corner of the browser window to
access the menu.
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3. In the menu on the left, click Content.

@ Mozilla Firefox Start Page

Lk Options x4+

€ O Firefox | about:preferences#general

General

Startup
v | Always check if Firefox is your default browser

Firefox is not your default browser
When Firefox starts:| Show my home page
Home Page:| Mozilla Firefox Start Page
Use Current Pages

Downloads
® Savefilesto 4 Downloads

Always ask me where to save files

wB 9 3 a0

Make Default

Restore to Default

Browse...

1¥ Options X T+

€ U Firefox | aboutipreferencesteontent

Content

DRM content
v | Play DRM content

O 4+ & 9@

Learn more

Pop-ups

Block pop-up windows

Fonts & Colors

Default font:| Times New Roman ~ | Size: 16

Advanced...

Colors..

4. Uncheck “Block pop-up windows”.
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Disable Pop-Up Blocker in Chrome

1. Open Chrome and click on the Three Line icon in the top right corner of the browser window to
access the menu.
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MNew window
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3. Scroll down the Settings page and click “Show advanced settings”.

-

£ Settings x

C | [ chromey//settings

On startup
® Open the New Tab page
Continue where you left off

Qpen a specific page or set of pages. Set pages

Appearance

Get themes

Show Home button

Always show the bookmarks bar

Search
Set which search engine is used when searching from the omnibozx.

Google = | Manage search engines..

People

; Person 1 (current)

of| Enable Guest browsing
of| Lzt anyone add a person to Chrome

Add person... Edit emove Import bookmarks and settings...

Default browser
Make Google Chrome the default browser

Google Chrome is not currently your default browser.

Show advanced settings...

Chrome Settings fiearch setting

X Settings

« c

Chrome

I Settings

x

(4 chrome://settings

Settings

Privacy

Clear browsing data...

Google Chrome may use web services to improve your browsing experience, You may optionally disable these
senvices. Learn more

of| Use a web service to help resolve navigation errors

v Use a prediction service to help complete searches and URLs typed in the address bar or the app launcher
search box

4. Inthe Privacy section, click Content Settings.
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5. Select “Allow all sites to show pop-ups” and click Done to save changes.

Content settings

Pop-ups
®) Allew all sites to show pop-ups
Do not allow any site o show pop-ups {recommended)

Manage exceptions...

Back to page 1
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Disable Pop-Up Blocker in Safari

1. Open Safari and click on the Safari menu in the top left corner.

@ Safari File Edit View History Bookmarks Window Help

® o \ (im] { Search or enter website name

———— N R

Click on Safari to 7
Q access Preferences. -
37 Favorites ‘ YAHOO
b

Apple iCloud Yahoo
Facebook Twitter Linkedin

8ing

The
Weather
Channel

The Weather
Channel

2. Select Preferences.

File Edit View History Bookmarks Window Help

About Safari in
Safari Extensions... =

Preferences... 3,
Clear History...
Services >
Hide Safari #EH
Hide Others FEH
Show All

Quit Safari ®Q
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3. Click the Security option in the menu at the top.

2] General
1_/%/0\&0 * B
SESNE Tebs AutoF Pesswords Search [ Sscurdty Jervacy Notiications - Extansions Advance
Safari opens with: = A new window
New windows open with: = Favorites B
New tabs open with: = Favorites B
Homepage: | https/fwww.apple.com/startpage/ |

Set to Current Page

Remove history items: = After one year B
Favorites shows: =[] Favorites B

Top Sites shows: 12 sites B

File download I Download: B
Remove download list items: = After one day

Open “safe” files after downloading
*Safe* files include movies, pictures,
sounds, POF and text documents, and
archives.

4. Inthe Web content section, uncheck “Block pop-up windows”.
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General Tabs AutoFill Passwords Search Security Privacy Notifications Extensions Advanced
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Web content: Enable JavaScript
~ Block pop-up windows
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Registering For a New Account for the Family or Provider Portal

Important — Before registering, please make sure the agency has your valid email address on file.

1. To create a new login for the Provider Portal or Family Portal, click on the “Register” link below
the Log in button.

Welcome to the DGI/NOHO Provider portal

Please enter your email and password to login.

Email
Password
Remember me?

@you don't have an account.
if you forgot your login or password.

2. Enter your email address and a secure password, and then click Register.

¥. Register

Use the form below to create a new account.

P@a;ls;/’v}?)rds are required to have a minimum of 7 characters including at least one non-alphanumeric character (such as

A valid email address must be on file prior to registration.

Email address
Password
Confirm password |

\» Register

3. A confirmation email will be sent to provide you with further instructions.

Welcome to the DGI/NOHO Provider portal

A confirmation email has been sent to the email address you
entered for registration. Please follow the instructions in your
email to confirm your registration.

Please enter your email and password to login.
r

Email | \
Password
)
[ ~ Remember me?
Log in

Register if you don't have an account.
Click Here if you forgot your login or password.
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4. Once you have received the email, click on the link provided to confirm your account and continue
to complete the registration request.

From: providerUser@nohosoftware.com [mailto:providerUser@nohosoftware.com)
Sent: Tuesday, July 26, 2016 7:35 AM

To: NoHoSupport <support@nohosoftware.com>

Subject: Provider Portal Emall Registration: Verification

To: support@nohosoftware com,

A Provider Portal email account has been registered using this email address. To confirm this account and complete the registration request, please click
the link below:

https://provider-portal.nohosoftware.com/Account/Register.aspx?

acticn=confirméemail=support@nohcsoftware.cométoken=gJtL2SANDRRPLEWOOWT1029 2BrxtbhJYWKOCK 2BKBICNgYGLa6Rr7hOw 2E 2E, 4 6dANVISASHUXaATDCT1ZRGTB3XzZwyONZOPKEY

Thank You.

5. You will be taken to a page where you will enter your contact information. After entering your
information, click Submit.

Update Contact Info (BACK) Log off

Your login has not yet been associated with data for your case. In the meantime, you will have access to download forms only. For access to the other features, please try back later.

1§ Update Your Info

i . Please fill out AS MUCH of the

Your case has not yet been i d with infe ion in ¥ st
information below that you can to help us associate you with your case.

Email/Username Updats

Contact Info
Director Name

[
Doing Business As [
[
[

Payee Name

Phane
Prefer Paperless 7
Physical Address
Address 1

Address 2

City

State

zZip
Mailing Address
Address 1
Address 2

City

State

Zip

Change Passviord
& Submit J

Note: The registration request must be approved by the agency to have full access to the portal.
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How to Reset the Password for a Family or Provider Portal Account

1. If you forgot your password, you can reset it, using a link on the Login page. To start, click the

“Click Here” link.
(% ogn

Welcome to the DGI/NOHO Provider portal

Please enter your email and password to login.

Email

Password

Register if vou don't have an account.
| Click Here [f you forgot your login or password.

Remember me?

2. Enter your email and click on “Send Password” to receive the password via email.

. NOHO software

Return to Login

Enter the Email/Username to have the password sent via Email.

EMail

8 Send Password

3. Once you have received the email, it is best to copy the temporary password provided to avoid typos.

From:

Sent: Tuesday, July 26, 2016 9:52 AM
To:

Subject: Password Reset

Your password has been reset,
According to our records, you have requested that your password be reset. Your new password is: Gjt:a4dM:9Kz3d }
If vou have any questions or trouble logging on please contact your agency contact.

Thank you!

How to copy the password for PC users:
o Click the left button on the mouse and hold it down.
o While holding the button down, drag your cursor over the text you would like to copy.
o Press Ctrl and C together or click on the right button on your mouse and select Copy.

How to copy the password for Mac users:
o Click anywhere on your mouse and hold it down.
o While holding down the mouse button, drag the cursor over the words to copy.
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o Go to the upper left of your screen to the Edit Menu. Most programs on the computer will have
Copy under the Edit Menu. Click on Copy.

4. Go back to the Login page, enter the email, place the cursor in the Password and press CTRL and V
at the same time to paste the temporary password.

Welcome to the DGI/NOHO Provider portal

Please enter your email and password to login.

il ——
Password  —
Remember me?
Log in

Register if you don't have an account.
Click Here if you forgot your login or password.

Shortcut keys to copy and paste

Windows Mac
o CTRL+C to copy o &8+C to copy
o CTRL+V to paste o g8+V to paste

5. You will then be guided through the steps for choosing a new password.
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How to Change Your Password for the Family or Provider Portal

1. Login to the Family or Provider Portal. From the main menu, click “My Info”.

Use the buttons below to select an option

2. Click the “Change Password” link in the bottom right corner.

i1 Update Your Info

:1:; Iuv: a p.‘n:l.:ng nq‘ulﬂ You will be able to re-edit the info below once a repr ive has revi d
Email/Username [ Update
Contact Info
Director Name I Porul User I
Doing Business As [The Davis Center
Payee Name frhe Davis Center
Phone I $55-555-5535 I
Prefer Paperiess
Physical Address
Address 1 [123 Tast way
Address 2 [
City fbruru
State fea
Zip 1356
Mailing Address
Address 1 [123 Test way
Address 2 {
City rbrzaru
State fca
Zip [p13s6
T

3. Enter the current password, the new password (twice) and click “Change password” to save.

Manage Account (BACK) Log off

Your login has not yet been associated with data for your case. In the meantime, you will have

, Manage Account.
You're logged in 25 support@nohosoftware.com.

Change password

Current password luouuo
New password l

Confirm new passviordiess

) change password J

Please remember to contact your agency if you have additional questions.
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