
 

Data Submission Portal User Guide 

 

How to: Enter uƟlizaƟon for each telehealth program, edit program and site details 

 

Step 1: Upon login you will be directed to the Program List page. Click the Update buƩon on the far right to be directed to the 
Program Home page where you can enter uƟlizaƟon for the first program. This page will open in a new tab and your search 
results will remain available on the original tab you searched from. 

 

 



 
 

Step 2: Once on the Program Home page, enter uƟlizaƟon for the program using the fields below each month. Click the Update 
buƩon when finished. 

 

 

 

 

 

 

 

 



 
Step 3: Review site associaƟons. If one of the sites listed no longer parƟcipates in the program, click Update AssociaƟon and 
change the AssociaƟon Status to InacƟve. Click Update to save the change. 

 



 
 

If a site is missing from the list, use the site list dropdown on the far right to see if the site already exists in the portal. If it does, 
select the site and click the Create AssociaƟon buƩon down below. If it does not, add a new site using the Add New Site and 
Associate to Program buƩon at the boƩom. 

 

 

 

 

 

 

 



 
 

Step 4: Return to the Program List (the original tab from where you first searched). Repeat steps 1-3 unƟl all programs on the 
Program List have been reviewed. InacƟvate any programs that no longer exist by changing the Program Status to InacƟve. 
Click the Update buƩon when finished. 

 

 

 

 

 

 



 
 

 

 

Step 5: Add addiƟonal programs by clicking the Add New Program buƩon on the Program List page and filling out all required 
fields. AŌer creaƟng the program, you will be prompted to associate an exisƟng site or add a new site to the portal.   

 

 

 

 



 
 

 

How to: Review sites for address changes 

 

Step 1: Click the Site List buƩon located at the top of any page in the portal. 

 

 

 



 
 

 

 

Step 2: Review all addresses on the site list. Click the Update buƩon next to a site if an address needs to be changed. 

 

 


