Oregon Department of Human Services

=
}( Express Payment & Reporting System (eXPRS)

How to Access and Login to eXPRS
for the First Time as a New User

Welcome to eXPRS! The Express Payment & Reporting System (eXPRS) is an
online system used to manage the authorization and payment of services to
individuals with developmental disabilities in Oregon. You have been granted
access to do business within the eXPRS system for the type of provider you are or
work for.

eXPRS is a secure web-based application that requires each user to have a unique
user ID and password. There are strict DHS privacy and information security
policies that all users with access to eXPRS must adhere to. A summary of those
policies can be found in the transmittal SPD-IM-10-001—- Appropriate User Access
to Information in eXPRS. This transmittal can be viewed by using the link:
http://www.dhs.state.or.us/policy/spd/transmit/im/2010/im10001.pdf .

To access to eXPRS as a NEW USER for the FIRST TIME:

1. New users must complete and submit a user account enrollment form
applicable to the type of provider they are or work for.

2. Once received by DHS and processed, users will receive a confirmation email
from “info.exprs@state.or.us” with instructions, the eXPRS website link, their
login ID and a temporary password. If users do not see an email from
info.exprs... , please be sure to check your spam or junk email folder or
settings.

3. After receiving this email, users can now login to eXPRS for the first time.

To login to eXPRS as a NEW USER for the FIRST TIME:

1. Go to the website using the link provided in the email from
“info.exprs@state.or.us” (https://apps.state.or.us/exprsWeb/). The screen
will look like below. There may be messages to users listed in RED above the
login fields may periodically change. Please review any message listed there
each time you login.
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There may be messages
to users listed here,
Login from time-to-time.

Express Paymenl & Reporting System

You are in the Production envir ent

Login Name: |

Password: |

Forgot your password? Submit

Need a login?
Prospective Provider Registration
eXPRS Documentation

Contact Us

2. Onthe eXPRS login page, enter the login name in you were assigned/given in
your confirmation email in the Login Name field. Enter the temporary
password you were given in the Password field. Please be sure that both are
accurate, as you will only get 4 attempts to successfully login before your
account is locked.

Login
You are in the Production environment Your assigned
user login name
Login Name: |user ID goes here.
Password: [sesescsces
. Your assigned
Forgot your password? Subm TEMPORARY
MNeed a login? password
goes here.
Prospective Provider Registration
_ Click SUBMIT
eXPRS Documentation to login.
Contact Us

3. You will then be taken to a page for you to create a new password that only
you know. Your login name will automatically be in the first field. In the Old
Password field, enter the temporary password assigned in your confirmation
email that you just used. In the New Password field, create a new, unique
password.
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When choosing a new password, please remember:

* It must be at least 8 characters and no longer than 12 characters.
* |t must contain both alpha and numeric characters.

* |t cannot be reused for five years.

Login
Enter your temporary
password here.

i T
pired. Please choose a new passwo Create a new

password &
enter in both
fields.

You are in the Simulation enwvi

Login Name:

Old/Temporary Password:

Selecta question

New Password: from the

dropdown.

\\

Verify Password:
Identity Verification Question: - v
Answer the

Identity Verification Answer: question here.
Read the security All eXPRS users must comply with DHS Password
notice & check the and User ldentification Security Policies. Users

"l Agree" box to authorized to work in eXPRS are responsible for

continue. ALL activities and actions taken under their ID and

password. eXPRS user IDs and passwords shall
not be shared or used by anyone other than the
assigned user. This includes but is not limited to a
co-worker, a manager, IT staff, or an admin
assistant. If you agree to follow DHS Security
Policies, check "l Agree."

P Click SUBMIT to save
changes & login.

4. Users logging in to eXPRS for the very first time must also accept the DHS
Confidentiality Agreement to be granted access to using eXPRS. After the
initial login page, a page will appear with the Confidentiality Agreement and
an option to “Accept” or “Cancel”. Please read carefully; users must click
accept to have access to eXPRS.

| Agree [

Confidentiality Agreement

eXPRS users, whether they have a direct contract with the Oregon Department of Human
Services (DHS) or are subcontractors, are liable for protecting DHS information assets
through the Oregon Revised Statutes, Oregon Administrative Rules, Federal laws, and
through DHS contract language regarding privacy and security.

Read the Confidentialty Cancel | _ Accept |
Agreement.

Click ACCEPT to continue.
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5. Once the Confidentiality Agreement is accepted, users will now be logged into
eXPRS. You will be taken to your HOME page. The left-hand menu selections
and access to features and functionality in eXPRS may be different (than
shown below), as they are based upon the user’s assigned roles and specific

permissions.
)'- Oregon Department of Human Services
’\ Express Payment & Reporting System (eXPRS)
Home My Account Change Password Help ¥ ContactUs Log Out
Logged in as - All my Organizations and Program Areas
Client » Home
Provider 4 ) .
Eontiath b My Notifications
EFDEAUTROtion b tification Types [+ Include Removed L[]
Plan Of Care 3 The left-hand menu —
: options may be
Claims 3
= different for different Find
Eiahiiies r users, as it is based
Reports 4 on your specific user
Financial 9 permissions. atching nofifications were found.
Maintenance

The user can now do work in eXPRS for the permissions they were assigned.

There are many assistance guides, resources and tools available for users on

the HELP menu (click on to fly out more menu options). Please take some time

to look through this

menu at the resources and assistance “How To ...” guides

contained there.
'}'- Oregon Department of Human Services
( Express Payment & Reporting System (eXPRS)

Home My Account Change Password Help + ContactUs Log Out

s LOQgEd IN 35
bystem

Home

My Notifications

Filtered By Type

- All my Organizay¥pns and Program Areas

Use the Help link to

access the many user

assistance guides &
user resources

available. Inclu
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The Help Menu (fly out) is organized by general user type. Click on the

provider type menu options to access more menu resource options.

e

:ni] POC Information 4
PSW/IC-PSW Providers? Expand each
Agency Providers 4 to access
CDDPs /| Brokerages more menu
State Staff ’ options.
Release Notes

pe| Reference Manual Include Removed ||

7. If users need assistance with eXPRS, please use the contact information in the

Contact Us link.
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Express Payment & Reporting System (eXPRS)

Home My Account Change Password Help ¥ ContactUs Log Out
s LOQQEd IN 85 - All my Organizations and Progfam Areas
Bystem
Home Use the Contact Us
' . link to get information
My Notifications on how to contact DHS
; for assistance with
Filtered By Type | All Notification Types K eXPRS.
Find

mov,
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