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YouTube Video Training: SETS Provider Portal Overview (2:41)

SETS Provider Portal Overview

Navigation Overview
The SETS Provider Portal is where Provider Users go to complete their work. Provider Users can access many different
features and records from multiple locations within the Portal.

Main Menu

The Main Menu, located in the upper-left hand corner of most pages. The Main Menu is a small white icon comprised of
three horizontal lines. Clicking the Main Menu icon displays the SETS Provider Portal pages, as well as the Log Out
button:
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My Provider Home

My Provider Home is a small white heart icon located at the bottom middle of most pages. Clicking on My Provider
Home icon displays your Provider Details, including your Related Settings. You may need to scroll down the page to view
additional information.
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https://youtu.be/xAN6qj81auE
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To add a Provider Self Assessment form, scroll to the Related
Settings sections and click on the carrect setting. On the Setting
detail page scroll to the Related Self Assessments section and 'Add’
anew PSA.
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Search Function

The Search function, located in the upper-right hand corner of most pages. The Search is a small white magnifying glass
icon that, when clicked, opens a search text box. Entering search criteria in the search box returns records on the page
that match the criteria:
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Name Provider User Type Status Date Created Contact Email

Betty Boop Little Bitterroot Services Standard User Approved  6/21/2024 11:04 AM town-o@outlook com >

Filter Function

On some pages, the Search function doubles as a Filtering tool. If you click on the Search icon and see a small white
filter arrow icon you can click it to activate the filtering function. Clicking the small white filter arrow icon displays a list
of fields on which to Filter. Select a field, enter the search criteria, and click Done to see your results.
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Editing Records
Some items or records are editable* in the SETS Provider Portal. The Edit function is a small white pencil icon located in
the bottom-right hand corner of applicable pages that, when clicked, opens the item or record to be edited.
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EVALUATION AND TRACKING SYSTEM

7L, Drpﬁ Setting Details
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Save any edits to the page by clicking the Save button at the bottom of the screen.
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Setting Registered By:

Susy Smith -
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Setting Contact Phone

Cancel Save

*Some items or records, when edited, have impacts on other areas of the system. If you are not sure of the impacts on
editing an item or record inquire with HCBS staff before making the change.

Synching Records

Most record additions, deletions, and changes synch (update) automatically in the system within a few seconds of the
update being made.

The sync icon is a small white circular arrow located in the upper-right hand corner of the screen. If you don’t see an
update that you expect to see in the SETS Provider Portal you can click the synch icon to force an update. While records
are synching, you may see a small orange number on top of the synch icon.

To add a Provider Self Assessment form, scroll to the Related
Settings sections and click on the correct setting. On the Setting

detail page scroll to the Related Self Assessments section and 'Add’
anew PSA.

Provider Name

Logging Out
Log out of the SETS Provider Portal by clicking the Log Out button, which is located at the bottom of the Main Menu.
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