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Created by and for the local healthcare community, OneHealthPort solves information 

exchange and workflow problems shared across healthcare organizations. 

Register Organizations for 
Access to the Clinical Portal

Presented by Jyotsna Rao

Confidential & Proprietary
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Agenda
• Part 1: How to register your organization for a 

OneHealthPort Single Sign-On (SSO) account

• Part 2: How to execute the OneHealthPort HIE 
Participation Agreement with Special Terms for 
Correctional/Detention facilities

• Part 3: How to add one or more SSO 
Administrators (besides yourself) to manage 
Clinical Portal access for your staff

• Next steps
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• Register organization and 
users

• Authenticate users
• Manage Clinical Data 

Repository (CDR) Access 
Roles

View patient claims and 
clinical information 
through the Clinical 

Portal using SSO Login

Clinical Portal and Clinical Data Repository

CDR currently contains claims 
and clinical data for managed 

Medicaid patients

Health 
Information 
Exchange

• Securely delivers 
electronic clinical 
information from 
submitting providers to 
the CDR
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Part 1: How to register your Organization for 
a OneHealthPort Single Sign-On (SSO) 

account 
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Link to OneHealthPort Registration
Go to: https://www.onehealthport.com/sso/register-your-organization

Click “Register”

Review these agreements 
before starting the process. 
Note: You do not have to 
physically sign any 
documents. Your 
completion of the 
registration serves as an 
electronic signature.

https://www.onehealthport.com/sso/register-your-organization
https://www.onehealthport.com/sites/default/files/content-uploads/documents/ParticipatingOrgAgreementpaper.pdf
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Organization Registration
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Organization Agreements

These are the same agreements that are available for review before starting the registration process
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Organization Information

Important: Please click on “Correctional/Detention Facility” as Business Type from the 
drop-down list. This will ensure the timely approval of your organization.

Note: Only fields marked with an * are mandatory.  NPI and other fields not marked with 
* are not required to be filled out.
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Add Tax Identification Number 
(TIN)
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Organization TIN
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Administrator Information

The person registering the Organization automatically becomes the Administrator.  Later 
you will be able to add one or more additional Administrators who can manage users 
accounts.
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Password Questions
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Verify Email

Note: Please check your spam or junk email folder in case you do not receive the email. 
If you still do not find it, please check with your IT department to ensure you receive 
emails from OneHealthPort.
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Verify Email
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Identity Verification

Enter your personal information on this screen to perform the online identify verification. 
OneHealthPort uses a third-party system also used by many banks and healthcare systems 
to verify an individual’s identity. We do not retain any personal information used in the 
identity process once your identity has been confirmed.
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Off-Line Identity Verification 
Notary Process

Note: If you choose to perform Off-Line Identity Verification, it may take longer to 
approve your organization. We recommend that you perform the online verification 
process.
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Off-Line Identity Verification 
Notary Process
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Approval Email to Administrator
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Directed to Login Page
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Administrator Change Password
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Part 2: How to Execute the 
OneHealthPort HIE Participation 

Agreement with Special Terms for 
Correctional/Detention Facilities
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What is the HIE Participation 
Agreement and Special Terms?

The HIE Participation Agreement is a common agreement signed by all participants 
in order to use the OneHealthPort HIE.

– Covers terms and conditions
– HIE policies and operating manual
– The agreement mentions an annual subscription

o This subscription fee is waived for Correctional/Detention Facilities using the Clinical Portal and 
no other HIE services as per the Special Terms.

Special Terms For Correctional/Detention Facilities: Health Care Authority (HCA) of 
Washington governs the data contained in the CDR. As part of the HCA approval for 
Correctional/Detention Facilities to view patient information in the Clinical Portal, 
additional requirements are added to the standard agreement in the Special Terms*. 
A copy of the Special Terms is available for review at:

https://www.onehealthport.com/onehealthport-clinical-portal-resources-
correctional/detention-facilities

* The Special Terms was created with input from John McGrath, Daniel S. Johnson, Barbarra Carr,  Kyn Ahrens and Dr. Marc F. Stern

https://www.onehealthport.com/onehealthport-clinical-portal-resources-correctional/detention-facilities
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Requirements for Online Contracting
During the online contracting process, you will be asked for the 
following information:

1. Selection of an annual HIE subscription fee based on the organization’s 
annual net operating revenue.

Note: The contracting workflow requires selection of an annual subscription 
fee. Please select the Entry Level fee of $600. Per the Special Terms your 
organization will not be invoiced for this fee.

2. Business contact information (name, email and phone number)
3. Technical contact information (name, email and phone number)

Repeat business contact information 
4. Billing information (organization billing address, billing contact 

information, name, email and phone number)
Repeat business contact information 
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Step 1: Review the Agreement and 
Special Terms

To start the online contracting 
workflow, click on the Contract box.  

Before you start. Review the 
information provided on the 
OneHealthPort HIE Contracting 
webpage.

Note: The HIE subscription fee is 
waived as part of the Special Terms if 
you are only using the Clinical Portal 
and no other HIE services.

http://www.onehealthport.com/contracting
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Step 2: Log in Using Your 
OneHealthPort SSO Credentials

Use your OneHealthPort username and password to log in and begin the contracting 
process.
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Step 3: Request for Special Terms

When performing the online 
contracting process, the person doing 
so will need to be prepared to enter 
(copy and paste the sentence in blue 
font exactly as it is shown below) into 
the section of the online form called 
Request for Contract Discussion.
Once this sentence is added and the 
online form is completed, the 
individual will submit the form for 
approval.
“Our organization would like to request 
the Special Terms for CDR Portal Access 
for correctional facilities”
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Step 4: Complete The Process

When the HIE Participation Agreement is approved, the organization 
will be sent an email to accept the approved contract. A copy of the 
executed contracting document that includes the Special Terms for 
CDR Portal Access for Correctional/Detention Facilities and a copy of 
the HIE Participation Agreement will be sent to the individual who 
performed the online contracting.  If the organization requires a 
written signature for this contract, instructions are provided in the 
email explaining how to obtain the signature.
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Part 3: How to Add One or More SSO 
Administrators (besides yourself) to 

Manage Clinical Portal Access for Your Staff
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Log in to Administrative Functions
Go to: https://www.onehealthport.com/sso/manage-your-account

Click on 
“Administrator Login”

https://www.onehealthport.com/sso/manage-your-account
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Administrator Menu

Click on “Nominate Subscriber”
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Nominating a Subscriber

Select your organization from the drop-down list

Click 
“Approve”



32

Provide Subscriber Information

Provide First Name, Last Name and email address of the person you are nominating.
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Select Roles

NOTE: If none of the above roles apply, select “Office worker”.
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Activation Code

Please note down this Activation Code and give it to the Subscriber you are 
nominating.
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Adding an Administrator

Click on “Add Administrator”

Please wait for confirmation from the Subscriber that they have activated their account before 
proceeding.
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Select Your Organization

Select your organization from the drop-down menu.
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Select the Subscriber

Select the Subscriber you would like to make the Administrator from the drop-down list.
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Confirmation

You will receive an on-screen confirmation that the Subscriber you selected is now an 
Administrator. 
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Next Steps
• Nominate one (or more) Administrator(s) in your 

organization who will be adding and removing 
Clinical Portal users.

– Administrator training
o October 12th at 10 AM PST
o October 15th at 2 PM PST
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Next Steps
• Figure out who in your organization should have 

access to the Clinical Portal
– Clinical staff (nurses, practitioners, MH counselors)
– Deputies, if both conditions are met

o They conduct (or might be assigned to conduct) medical screening 
at Booking, and

o You do not have 24/7 medical staffing

– Clinical Portal user training
oOctober 20th at 7:30 AM PST
oOctober 21st at 4:00 PM PST
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Next Steps
• Draft a CDR Use Policy (not a requirement)

See model policy drafted by Dr. Marc F Stern (Consultant in 
Correctional Health Care) located at:
https://www.onehealthport.com/onehealthport-clinical-portal-resources-
correctional/detention-facilities

This template can be modified to be a free-standing policy or 
modified to incorporate into a related policy, such as a policy 
on booking procedures or health records

https://www.onehealthport.com/onehealthport-clinical-portal-resources-correctional/detention-facilities
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