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This Quick Reference Guide (QRG) will provide an overview of how to find and edit a User’s information, 
user type, password, provider affiliation, etc. 
 

 
 
 
Let us look at the steps in detail for finding and modifying a Portal User’s information. 
 

 

Step 1: 

1. From the ConnectiCare Home page, click the User Management tab. 

The User Management page displays. 

 
 
 

Purpose: Update an existing User’s account. 
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Step 2: 

1. Search and select a User. 
Note: Users will appear below without having to search, check to prevent duplication of 

users. 

2. Portal User Information page displays. 
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Step 3: 

 

1. Click the arrows to Expand or Hide the User’s information. 

2. Click Edit. 
Note: Edit Information Page displays. 

3. Edit information and click Save. 
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Step 4: 

From the Portal User Information page 

1. Click Edit User Type to change how the User functions for a 

provider. 
Note: Edit User Type popup displays. 

2. From the drop down select user type. 

3. Click Submit or Cancel. 
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Step 5: 

From the Portal User Information Page. 

1. Click Remove Tax ID Affiliation if the User is no longer authorized to 

access information on behalf of the provider shown. 
Note: Delete Tax ID popup displays. 

2. Click Cancel to cancel the request or Confirm to remove the Tax ID.   
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Step 6: 

From the Portal User Information Page 

1. Click Reset Password. 
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Step 7: 

The Reset Password popup displays. 

1. Click Reset Password or click Cancel to return to User Information. 
Note: An email will be sent to users email to fully reset password. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 
 

12 
 
 

Step 8: 

From the Portal User Information page: 

1. Click Deactivate User to completely remove the User’s access to our 

portals. 
Note: Deactivate popup displays. 

2. Click Deactivate User or click Cancel to return to User Information. 
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Step 9: 

        From the Portal User Information page: 

1. Click Add New Tax ID Affiliation to give the User access to providers 

who use a different Tax ID and to assign the appropriate User Type(s). 

       Tax ID and Provider Association screen displays. 
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Step 10: 

1. Select Tax ID from drop down. 

2. Select User Type from drop down. 

3. Click Next. 

4. Click Done. 
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Thank 
You 


