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DESCRIPTION

• The Managing Clerks webinar is intended to assist any and all providers in 
utilizing their Provider Portal accounts including adding new clerks, adding 
registered clerks, adding registered billing agents, adding enrollment 
agents, as well as managing existing clerks. 

Recommended Audience:

• The webinar is intended for all providers, office managers, billing agents, 
and/or clerks.
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DISCLAIMER

• The information and screenshots provided in this presentation are for 
demonstration purposes only and are subject to change. This information is 
current as of July, 2020.

• Stay current with up-to-date information on the OHCA public website: 
www.okhca.org.



MANAGE ACCOUNTS
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MY HOME – MANAGE ACCOUNTS

• Administrators can:

• create clerks.

• create billing agents.

• create enrollment agents.

• give access to existing clerks .

• inactivate clerks no longer employed.

• Clerks:

• cannot create other clerks.

• can allow users to log on to multiple providers with one username/password.

• can become enrollment agents.
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MY HOME – MANAGE ACCOUNTS 
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MANAGE ACCOUNTS – ADD NEW CLERK

• First and last name.

• Birth date.

• Last 4 digits of driver’s license number 
(DLN).

• Disposition functions for the clerk 
(select one or more appropriate 
functions).

*DLN does not have to be 
real. However, registrant 
needs to know the 
information.



8 |  O K L A H O M A  H E A L T H  C A R E  A U T H O R I T Y

MANAGE ACCOUNTS – ADD NEW CLERK
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MANAGE ACCOUNTS – EXISTING CLERKS

• Inactive – Pending: clerk has been revoked from the provider account. Clerk has not 
completed their registration.

• Inactive: clerk has been revoked from the provider account. Clerk has completed their 
registration.

• Active – Pending: clerk is active on the provider account. Clerk has not completed their 
registration.

• Active: clerk is active on the provider account. Clerk has completed their registration.

• Last 4 of DLN and Clerk Code: needed in order for clerk to register their account.

William Roberts
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MANAGE ACCOUNTS – EXISTING CLERKS

Gil
Grissom
09/17/1979
3232
10259
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MY HOME – ADD REGISTERED CLERKS
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MY HOME – ADD REGISTERED BILLING AGENT 

Contact 
EDI

grissom, gil
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MY HOME – ADD ENROLLMENT AGENT

• Enrollment agents must be created as a clerk and given at least one 
function before they can be assigned the enrollment agent role.



REGISTERING A CLERK
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CLICK THE “REGISTER NOW” LINK
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CLICK THE “CLERK” ICON
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ENTER THE CLERK’S PERSONAL INFORMATION
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CREATE CLERK USER ID, PASSWORD, ETC.



PORTAL ACCESS FORM
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PROVIDER PORTAL ACCESS FORM

• Reasons to use Provider Portal Access Form:

• New administration has no access to Provider Portal.

• Email on provider account is no longer valid.

• Received “Welcome Letter" but never received PIN Letter.

• Created a new contract not knowing the Provider Portal account had 
been previously created.

• Provider changed employment.
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PROVIDER PORTAL ACCESS FORM

SoonerCare Provider 
Portal Access Form 
http://okhca.org/pin

http://okhca.org/pin
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INTERNET HELP DESK

• Email: SoonerCareInternetHelpDesk@dxc.com .

• Phone Number:

1-800-522-0114, Option 2 and then 1.

mailto:SoonerCareInternetHelpDesk@dxc.com
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PROVIDER FIELD CONSULTANTS

In-Office Training Requests

• Email: SoonerCareEducation@okhca.org.

Include:

Provider ID.

Contact phone and email address.

Physical site location.

mailto:SoonerCareEducation@okhca.org

