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Summary

Family Partnerships of Central Florida’s provider portal is 
a tool to provide basic information, such as authorizations 
and payment information. 
  
Additionally, users can create service records based on the 
authorizations associated with the provider and submit 
those services for payment — without mailing an invoice.  

Users can also request reauthorizations for expired and 
expiring authorizations.

The provider portal is mobile friendly, so you can access 
it using your computer, tablet or phone, as long as you 
have an Internet connection.
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Menu Options

Desktop/Tablet

Mobile

Authorizations — View/search your 
authorization history. Create services or request 
reauthorization.

Payments — View/search your payment history. 

Services — View/search your services created 
in the provider portal.

Submit services — Submit services created in 
the provider portal (no need for paper invoicing).

View submitted services — View services 
already submitted and payment status.

Settings — Return to the profile page, change 
your password or log out.
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Getting Started

1. Using your computer, tablet or phone, go to the 
provider portal link.

2. Log in using the username and temporary password 
provided.  

• If you know your username, but do not know 
your password, you can use the forgot 
password link. 

• If you do not know your username, contact your 
contract manager.
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Getting Started

3a. Verify that the information shown on 
the profile page is accurate.  

If the profile page in inaccurate, 
there could be an issue with your 
account set up. Please contact 
your contract manager.
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Getting Started

3b. Verify the Medicaid plans you have, if any.  

Your selections here will be visible in our provider directory to help case 
managers find appropriate service providers for their families. This information 
will be used as we move toward an automated referral process.
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Getting Started

4. Select authorizations and verify that you see your respective authorizations.

 If you see no authorizations, authorizations for clients you are not serving or services you 
do not provide, there could be an issue with your account set up. Please contact your 
contract manager.
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Getting Started

5. Click payments and verify that you see your respective payments.

 If you see no payments, payments for clients you are not serving or services you do not 
provide, there could be an issue with your account set up. Please contact your contract 
manager.
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Authorizations

From the authorizations tab, search and view authorizations associated with the provider. Search by 
authorization number or client name. A pink, highlighted authorization indicates the authorization is 
exhausted (the authorized amount and total payments equal).

To create a service against an authorization, click the record service (+) link. To request a reauthorization for 
an exhausted, expired or expiring authorization, click the request reauthorization (      ) link. 
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Client View

From the authorizations tab, click on the client view to see additional information about the 
client, including date of birth, primary worker, supervisor, Medicaid number and more.
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Add Service
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Enter Quality Notes 

All services submitted for payment must be accompanied by quality notes supporting the 
service delivery. Services will not be reimbursed without documentation (notes).

Notes for uploaded documents should be captured in service notes and include a brief 
description of what is being uploaded. Here’s an example note: Client completed 
assessment — uploaded into the document library. Documents must be uploaded to 
submit for payment.

Notes for therapy must include progress toward treatment goals, presentation, level of 
engagement, and any current concerns or barriers to treatment. Notes must be client 
specific and unique.

Notes for mentoring must include activity, level of engagement, progress toward identifying 
a community activity and goals for the next session. 

• Notes should include as much data as necessary to determine client 
engagement and progress toward goals. 

• Avoid copying and pasting notes. They will not be accepted.
  
Once notes are submitted, utilization management will review and approve service requests 
and documentation. Utilization management will then notify accounts payable, which will 
issue payment.
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Request Reauthorization
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Payments

From the payments tab, search and view payments associated with the provider, including manually 
submitted invoices and services submitted through the provider portal. You can search by authorization 
number, client name, service, service date or invoice number. Please note that services submitted through 
the provider portal are automatically given an invoice number starting with “PP_” (provider portal). 

The status will show in process when a service has been imported into the Family Partnerships financial 
system and paid when the payment process is complete.
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Services
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From the services tab, search and view services created in the provider portal that have not yet been 
submitted. To edit the service, click the hyperlink.

From the submit services tab, view all services that have yet to be submitted. Check off the services 
ready to be billed and click submit. From the view submitted services tab, view all services created and 
submitted for billing through the provider portal.

To view all services associated with an invoice, click the invoice number. To view the service detail, click 
the view (       ) link.
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What Happens After Submitting

After submitting services, utilization management and accounts payable are alerted to import the 
services for payment.
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Submitted Services

From the submitted services tab, search and view services that have already been submitted for 
payment.

Services that were submitted through the portal together will all have the same invoice number, 
prefixed with “PP_.” (provider portal).

Family Partnerships of Central Florida 08.01.24



Header

View Invoice
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To view all services associated with an invoice, click the invoice number. To view the 
service detail, click the view (      ) link.
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Questions?

If you need more information or have any 
questions about the provider portal, please 
email networksupport@fpocf.org.

901 North Lake Destiny Road, Suite 400, Maitland, FL 32751 |  389 Commerce Parkway, Suite 120, Rockledge, FL 32955  | www.FPOCF.org
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