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New users will receive a letter with instructions on who 
to call to set up their care coordination provider portal 
username and password. 



 
 

REGISTRATION 
• Providers will receive a letter from The 

Oklahoma Health Care Authority with a 
phone number to call to set up login 
information. 

• A representative will assist you with setting 
up a unique username and password. They 
will fill in all required fields as indicated by 
an * and click Submit in the bottom right 
corner. 

• Note: The first user in a practice that 
registers for the provider portal is by 
default considered the system 
administrator for that practice. System 
administrators create and manage all user 
accounts for the practice and can assign 
other users as system administrators. 



Account 
Activation 

• After registration is complete, 
the user will receive an email 
containing a link for account 
activation; follow the steps in 
that email to activate the user 
account. 

Logging In 
• Once the account has been 

activated, the user will be 
directed to the homepage for 
log in. 

• Passwords are changed at pre-
determined intervals. The 
system will generate reminder 
emails starting 14 days in 
advance. 

 

 

   



TERMS AND 
CONDITIONS 

 

• Upon initial login, new 
users will need to 
acknowledge the 
system’s Privacy Policy 
and Terms of Use 
Agreement. 



PRACTICE 
VERIFICATION 

 

• If an account is 
configured to require 
practice verification, a 
Practice Not Verified 
notification will display 
upon each login until the 
verification process is 
completed. 

 
 
 

 
Practice verification allows a user to 

quickly check the status of all 
authorization requests associated with 
the practice’s Tax ID number, including 

those entered by the clinical team 
through a fax or phone request. 

Authorization requests can be entered 
using a practice that has not been 

verified; however, a user will only be 
able to see the requests that they have 
entered in the system if verification is 

not completed. 



 
 

REQUEST 
VERIFICATION 
PIN 

 

 

System administrators can request a 
verification PIN by clicking Start Verification 
in the practice verification pop-up window. 
The system will redirect the user to the 
Admin menu, Practice Admin tab. 
The Practice Admin tab lists all Tax ID 
numbers affiliated with a user’s account. 



 
Under the status column, click Not Verified. In the pop-
up window, select the preferred verification method and 
click Submit. The status will change from Not Verified to 
In Progress. 

• Available Verification Methods: 
• Address: A system-generated PIN 

will be mailed to the address on 
file. 

• Fax: A system-generated PIN will 
be faxed to the fax number on 
file. 

• Available verification methods are 
based on provider files submitted to 
Acentra Health. 



VALIDATE 
PRACTICE 

USING 
VERIFICATION 

PIN 
• Once the verification PIN has been 

received, navigate to Practice Admin by 
selecting Admin from the top menu. 

• Under the status column, click In Progress 
and enter the verification PIN in the pop-up 
window, then click Submit. 

• The status will change from In Progress to 

Verified. 
• Users are now able to view all requests 

associated with the practice. 
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4345 N. Lincoln Blvd. 
Oklahoma City, OK 73105 

oklahoma.gov/ohca 
mysoonercare.org 

Agency: 405-522-7300 
Helpline: 800-987-7767 

 

 

   
 
 

 
 


