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This quick reference guide (QRG) will provide an overview of the registration process for the 
Administrator/Office Manager of a newly activated Tax Identification Number in our system. This means 
someone who has received an invitation to set up an account for their practice or organization and who 
has been given a Registration Code.
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Let us look at the steps in detail to create a new account. 

 

Step 1: 

1. The Administrator/Office Manager should have received an email with a 

Registration Code prior to starting this process.  

2. Go to ConnectiCare Provider Portal Sign-in webpage. 

3. Click Register. 

4. Check email for registration code. 

 
 

Purpose: Registration of the Administrator/Office Manager of a Newly Activated Tax  
Identification Number (TIN). 
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Step 2: 

The Account Lookup page will display.  

1. Enter the Tax ID Number and Registration Code. 
     Note: The registration code is within the email previously sent.  

     Information must be correct, or an error will display. 

2. Click Next. 
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Step 3: 

    The Email Address Verification page will display. 

1. Enter Email and Verify Email. 
      Note: Make sure that email is in the proper format or an error will display.  

2. Click Next. 

 

 

 

v 

v Error 
Message 
Example 



 
 

6 
 
 

Step 4: 

1. A Verification code will be sent to your email. 

2. Enter Verification Code. 
Note: If email is incorrect, click previous button enter new email address, and then click 

Request New Code.  

3. Click Next. 
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Step 5: 

    Once Verified, the User Information page will display. 

1. Enter all the required fields: 

    First Name, Last Name, Username, Street, City, State, Zip Code. 
Note: Username will auto populate to associated email, if in use then pick a new username 

in email format.  

 

2. Click Submit. 
     Note: If email is already in use a popup will display to Go Back and re-enter a new one. 
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Step 6: 

    Once submitted, a Confirmation or Oops! screen will display. 

1. Click change password link within email and agree to the terms of service.  
     Note: If errors occur, an Oops! screen will display with further instructions solve the issue. 

2. Click Next. 

     Homepage will display.  

 

Oops 
Message 
Example 
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Thank 
You 


