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Getting Started Guide  

Step-By-Step Instructions to Access ProviderSource  
 

This guide outlines the steps that must be completed before you can use ProviderSource™. 

 
 

1. Establish an Administrator for Credentialing 
 
Note: To grant Administrator rights to a person in your organization, they must already be a 
OneHealthPort Subscriber. If the person responsible for managing credentialing is not a current 
Subscriber, nominate them as a Subscriber. See Step 2B. 

Each organization that uses OneHealthPort already has at least one Administrator. If your 
organization’s OneHealthPort Administrator is not the person who manages credentialing, 
you will need to add them as an Administrator.  
 

 
 

 
 
Log on as an Administrator in 
“Manage Your Account” and 
select “Add Administrator”  

 

 
 

 
Pick the desired 
organization from the drop-
down and click “Next.” 
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Select the Subscriber you 
from the drop down and 
click “Next”. Only select 
“Next” if you have selected 
the appropriate Subscriber 
as this is the final step.  

 

 

 
You will receive 
confirmation. 

 

 

 
Next you will need to make 
sure the Administrator has 
the credentialing role on 
their account.  
 
Go back to the Subscriber 
Administrator Menu and 
click on “Add Subscriber 
Rolls" 
 
Select the organization and 
the Subscriber.  

 

 

 
Select “Credentialing Manager” 
at the bottom of the list and 
click “Next.” You will receive a 
confirmation after this step.  
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2. Establish a OneHealthPort Subscriber ID for the Provider 

Each provider or practitioner must have a unique OneHealthPort Subscriber ID and password to 
complete credentialing information.  

To nominate a new Subscriber who does not have a OneHeathPort ID, Go to Step 2A 

If the provider has an active OneHealthPort Subscriber ID or has ever had one at any time, their 
ID follows them wherever they go. You can affiliate their ID to your organization. Do not 
nominate them for a new OneHealthPort Subscriber ID.  To affiliate an existing OneHealthPort 
Subscriber to your organization, go to Step 2B 

Note: Be sure the provider has a Licensed Practitioner or Licensed Nurse role on their account. 

Step 2A) Nominate a Subscriber who does not have a OneHealthPort Subscriber ID 
 

 

 
 
Log on by going to “Manage 
Your Account,” then to 
“Administrator Account”. 
 
Select “Nominate 
Subscriber,” then click 
“Begin” after approving the 
acknowledgment about 
Subscriber nomination. 

 
 

 

 
Once you’ve picked your 
organization from the 
dropdown, Provide the 
practitioner or provider's full 
name and email address.  
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Select “Licensed 
Practitioner” role for users 
you want to appear in the 
ProviderSource account 
manager function. 
Then click “Submit” to 
proceed.  

 

 

 
You will get confirmation of 
a successful nomination.  
 
Note the activation code on 
this screen. You'll need to 
provide this code to the user 
so they can complete their 
registration.  
 
This code will not be 
viewable after you close the 
screen.   

The system will automatically generate an email to the user’s email address you 
provided. The email will include their Subscriber ID and a link to complete 
registration. They will need the activation code, which you will give separately. 

Note: The activation code is one-time-only. It is valid for 30 days; however, once 
the registration process has been completed and the Subscriber has finished the 
last step of creating their password, the activation code will no longer be valid. 
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Step 2B) Affiliate an existing OneHealthPort Subscriber to your organization 
 

 
 

 

 
 

 
 
Log on as an Administrator in 
“Manage Your Account” and select 
“Affiliate Subscriber”  

 

 
 
 

  
Once you’ve picked your organization 
from the dropdown, select the 
Subscriber you wish to nominate. You 
can enter their email address or their 
Subscriber ID to locate them. Click 
“Next.”  

 

 

  
Select the Licensed Practitioner role 
and click “Next.” You will receive 
confirmation that the Subscriber has 
been affiliated to your organization. 
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3. Complete Provider Account Registration 
 

When you nominate a Subscriber, the system will send an email with instructions to the 
provider (to the email address assigned to them during nomination). The email will provide the 
Subscriber ID, a link to Subscriber Registration, and the nominating Administrator’s name and 
contact information. To complete registration, the provider will need the activation code from 
the Administrator.  
 

 
 

 

 
 
 

 
 
The provider must click on 
the link in the email to 
activate their account. 

 

 

 
Enter the Subscriber ID (in 
the invitation email) and 
activation code (provided 
by the Administrator) and 
click “Next.” 

 

 

    Confirmation that the account is 
activated. Next, you’ll sign in 
using the temporary password.  
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After entering your 
temporary 
password, you’ll 
answer a series of 
questions to secure 
your account.   

 

 

 
Next, enter your 
business contact 
information, date 
of birth, and 
gender, then click 
“Next.”  

 
    Note: Name and Date  

Birth are essential to 
matching the records 
and other credentialin  
data about the 
practitioner. 

 
 

 

 
 

 
Lastly, you will set 
your new 
password and click 
“Submit.” 
 
That completes 
your account 
activation. 

 
If you have any questions or need assistance with setting up your OneHealthPort account, please call us at 

1.800.973.4797 or fill out our contact form. 
 

tel:1-800-973-4797
https://onehealthport.formstack.com/forms/contact_us
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