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Thank you for your interest in accessing the
USTEPS Provider Interface (UPI) application and
all the features it has to offer you as a provider.

Introduction:

The Utah System for Tracking Eligibility, Planning and Services Provider Interface (UPI) is a web-based
computer system that is hosted by the State of Utah. The UPI system provides data concerning DSPD
consumer budgets, authorized services, purchased service payments and electronic incident reporting.
The purpose of this application is to share information managed by DSPD with Service Providers using
technology to assist in communication regarding our shared interest, DSPD’s consumers.

Access to this application is offered to Service Providers of DSPD clients. Provider is defined in the DHS
Policy and Procedures as ‘...any individual or business entity that contracts with DHS or with a DHS
contractor to provide services for DHS clients. The term “Provider” also includes licensed or certified
individuals who provide services to DHS clients under the supervision or direction of a Provider.’
(“Provider Code of Conduct” 05-03 6/15/2010)

A variety of security measures have been implemented to keep the data UPI houses safe from people and
institutions that are not authorized to access or utilize it. One of those measures is user-based security.
This document is designed to help people in the general public who are authorized to access UPI obtain
an ID and password that will allow them to enter the system.

Please be advised, access is limited to information pertaining to DSPD clients to whom your company is
providing services as documented by the Person Centered Supports Plan (PCSP) with DSPD.

Information available falls into the following areas:

e Consumer Budget Reports including Consumer Budget, Consumer Previous Year Budget and
Consumer Form 1056.

e Provider Budget Reports including Provider Caseload Budget, Provider Caseload Form 1056 and
Provider Current PCSP Services.

Computerized Incident Reporting

Computerized 520 Payment System

Provider Payment Tracking Reports

Secured email notification regarding consumers, changes in their PCSP and incident reporting.
Consumer Demographics

Archive/Scanned documents (for SCE & State of Utah DSPD employees only)

Additional information will be available as services are developed within the UPI Application.



Overview of the USTEPS Provider Interface
UPI

Steps for Access

The process for obtaining access to UPI is based on the completion of three steps:

dl.

. Each individual user, including the company representative, must set up and activate a

Provider approval must be obtained from the DSPD Contracting Unit. For this approval,
complete and submit the Provider UPI Access Form 0-9 (Appendix A, Page 11). The
company representative may also request UPI approval for designees within their agency
to act on their behalf.

State of Utah User’s Account. Unique email addresses are required for each user
(Appendix B, Page 13).

. Individual users who are applying for access must complete and submit the UPI

Individual User Access Request Form 0-8 (Appendix C, Page 17). The company
representative or designee will identify the areas the user should have access to within the
system. By signing, they are authorizing the user to access the data available within the
application. (Business and Incident Reporting or both.)

&= The USTEPS team will notify users of access to the USTEPS Provider Interface (UPI) and
provide user with the URL where the application may be accessed.

For help and assistance regarding access to UPI, please contact:

USTEPS team at usteps@utah.gov or

Lana at lkopecky@utah.gov

USTEPS also has a help line to assist users (801) 698-7431
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Part 1:
Instructions for Provider and Designee Set Up

Instructions for Provider UPI Set Up

Department of Human Services
Division of Services for People with Disabilities

®5T EPS PROVIDER INTERFACE
AUTHORIZED PROVIDER & PROVIDER DESIGNEE(S)

PROVIDER UPI ACCESS

1. Complete Provider UPI Access Form 0-9 — this will enable the company representative to request
set up of the company and authorize designated individuals to act on their behalf in authorizing
employees to obtain access to the services available through UPI. (Appendix A, Page 11).

This form also includes a main email address where all correspondence from the USTEPS team
and DSPD management regarding DSPD business can be sent. When emails are sent, the
provider representative will have the option of passing it along to other UPI users within their
company.

2. Submit the completed Form 0-9 to the USTEPS team at:
Email: USTEPS@utah.gov or lkopecky@utah.gov indicating in the subject line: UPI; or
Fax Number: 801-538-4279 Attn: USTEPS - UPI; or
Mail: DSPD/USTEPS Team, 195 North 1950 West, Salt Lake City, Utah 84116

The DSPD Contracting team will verify the submitted information.

3. The DSPD Contracting team will provide the USTEPS team with the approved documentation.
The USTEPS team will set up the company and designees.

4. The USTEPS team will notify the provider representative with any questions and concerns, and
when activation of the provider has been completed.

What is the Provider Authorized Designee? If the provider representative would like to assign
designees for approving UPI access, please include this information on Form 0-9. This authorization is
to enable designated individuals, approved by the provider representative, to authorize individual UPI
access to employees within their organization. This form must be submitted before the USTEPS team
will accept any authorization other than from the provider representative.

The Company Owner/Representative or Designees will be responsible for notifying USTEPS@utah.gov
within two business days, indicating in the subject line: UPI, of any changes in UPI access, Incident
Reporting and/or email changes. Designee, Incident Reporting and Email Change forms are available
through USTEPS@utah.gov or the DSPD website at dspd.utah.gov.
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Part 2:
Instructions for State of Utah User’s Account Set Up and Activation

Instructions for Creating a State of Utah User Account

Before the process can begin, the person who is applying for access to UPI must have a valid, functional
and unique email address provided through any legitimate email vendor (e.g. Yahoo, HotMail, Google,
employer, etc.) and access to the Internet. After the email address has been obtained, the person can
proceed with completing the instructions in Part 2 of this document.

This process must be accomplished before UPI access
is available for the USTEPS team to activate the account.

1. Register and create Utah.gov login ID with the State of Utah User’s Account at
https://login2.utah.gov.

2. Activate the Account. D

3. Use this email address for the individual’s UPI access request. ——

The Provider Representative or Designees will be responsible for notifying USTEPS @utah.gov,
indicating in the subject line: UPI, of any changes in this Email address for any users.

Launch a web browser and navigate to the Utah.gov login ID website by typing https://login2.utah.gov in your
internet browser. Click on If you don’t have an account “Register Here” listed on the left side of the screen (as

shown below). Please note the website address, to ensure you are at the appropriate screen.

[ Utah-ID Login |+

- P— - M > & o s - —— -
€ mlir | a https://login2.utah.gov/user/portal c @ [£‘~ inteime
[8) Most Visited @) Getting Started | | ed Sites | Web Slice Gallery

w £F UTAH.GOV SERVICES i= AGENCIES My Account  Portal Search all of Utah.gov »

=
l?luh.gn\ login 1D I

Login to access the Portal

If you don't have an K Email or UserName: Or sign in using your account with
Reguster Hece Password:
Remember Me? [F] Google” | “yaHOO!
Forgot your password?

Recover Account

Privacy Policy | Ask for Help

For further step by step instructions, see Appendix B, Page 13. Please note there is an email validation
required to finalize the State of Utah User’s Account.

~5~


mailto:USTEPS@utah.gov
https://login2.utah.gov/

Part 3: Instructions for Completing Individual User’s Access Form
for UPI Account

Instructions for Individual User UPI Set Up

Department of Human Services
Division of Services for People with Disabilities

@ST EPS PROVIDER INTERFACE
INDIVIDUAL USER ACCESS REQUEST

! I

The steps involved for the individual user in accessing UPI are as follows (if you already
have a State of Utah Users Account, please start with Step 3):

1. Part 1 must be accomplished to set up the provider within the UPI system in order to link the
users to the appropriate provider (Form 0-9).

2. Complete Part 2 — Setting up your State of Utah Users Account.

3. Complete the UPI Individual User Access Request Form 0-8. This will enable the USTEPS team
to have all pertinent information and appropriate approvals to allow access. This form should be
submitted to USTEPS@utah.gov or lkopecky@utah.gov.

4. The USTEPS team will communicate with the user of any questions and concerns, and notify the
user when their UPI access has been activated with instructions to access the application.

A copy of Form 0-8 is included in Appendix C, Page 17 for your convenience.
Additional copies are available at dspd.utah.gov.

Statement of Understanding: With the UPI application, each user must confirm, by initialing and
dating on the access form, that they have read and understand the DHS policies and procedures, besides
the State of Utah DHS/BCMS Contract terms. The policy and procedure can be located at the following
link: www.hspolicy.utah.gov Sections: 06-04 and 06-04A.

@ Utah Deparment Of Human Senvces - Mozl Facior
Fie [dt Yew Mitory Bockmorks Tle Iooks: Hep
U Department e [+l .
= ahgov

4 B Most Visted @ Getting Started | | Suggested Stes | Web Sice Gallery

human services

A-Z Index

DHS Employees

‘‘‘‘‘‘‘‘‘‘‘
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Part 3: Appendix Forms 0-8, 0-9 and Step by Step instructions for State User Account

Department of Human Services Form 0-9
Division of Services for People with Disabilities 2-11-2014
@ PROVIDER INTERFACE

AUTHORIZED PROVIDER & PROVIDER DESIGNEE(S)
PROVIDER UPI ACCESS

Statement of Understanding

Tunderstand that I (contract owner or company representative) have the responsibility to protect the
information contained in the “USTEPS Provider Interface” in accordance with The Department of Human
Services Policy (06-04; 06-04a) on “The Appropriate Use of Information Technology Resources™. I
understand that each worker’s access is for their exclusive use and support of their job duties. I understand that
user access is controlled by passwords and all users are required to maintain the confidentiality of their user
account and password information. As company owner/representative, I will not violate, or condone any
violation of, the privacy of the user logon information or any violation of the applicable privacy provisions,
policies or terms of the contract with the Utah State Department of Human Services/Division of Services for
People with Disabilities (DHS/DSPD). Authorized contract owner/contract representative will have the
responsibility for notifving the Division of Services for People with Disabilities in writing within two business
days of any change that affects this worker’s roles, organization structure, or employment status.

Provider Name:

Provider Representative Signature: Date:

Provider Representative Name (print):
DHS/DSPD Contract Number

Provider Representative's Telephone:

What email address do you want the USTEPS team and DSPD management to contact you regarding DSPD

business? One email address per provider please.

C_______________________________________________________________________________|
PROVIDER DESIGNEE(S)

Tunderstand that as the company owner/representative contracting with DHS/DSPD, I have granted the
following to act as my designee for consent to grant access to the USTEPS Provider Interface. By granting
access to the USTEPS Provider Interface, I take responsibility for my Designees compliance with the
“Statement of Understanding” above. I understand that if there is a change in designees, USTEPS will be
notified of the change within two business days.

Provider Representative Signature: Date:

Designees: Statement of Understanding
Read - Initial & Date

Print Designee Name Signature of Designee Initial & Date
Print Designee Name Signature of Designee Initial & Date
Page 1 of 2

*See reference: www.hspolicy.utah.gov 6 — Technology, 6-4 Appropriate IT Use & 6-4A Addendum to Appropriate IT Use.




Page 2 of 2

Provider Name: (Provider & Designee form continued)
Print Designee Name Signature of Designee Initial & Date
Print Designee Name Signature of Designee Initial & Date

Email this form to: usteps@utah.gov or lkopecky@utah.gov
Fax to USTEPS at (801) 538-4279
Subject Line: UPI Access

FOR OFFICE USE ONLY:
Contracting Team I:I Primary I:I Secondary

Provider Name: Provider ID#

I have reviewed the above request and approuve that this is the provider representative and Provider ID being
used for this company requesting UPI access:

DSPD Contracting Team Approval Signature: Date:

USTEPS Team

UPI Provider Set Up Completed: Date:
USTEPS Team Signature

UPI Provider Access Inactivated: Date:
USTEPS Team Signature

*See reference: www.hspolicy.utah.gov 6 — Technology, 6-4 Appropriate IT Use & 6-4A Addendum to Appropriate IT Use.
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Step by Step Instructions for Creating a State of Utah User’s Account:

Step 1: Launch a web browser and navigate to the Utah.gov login ID website by typing https://login2.utah.gov in
your internet browser. The following screen will appear:

Search all of Ihkah.gov »

Utah.gov login 1D

Login to access the Portal
If you don't have an account Email or UserName: Or sign in using your account with
Register Here ErEerrEiE
Remember Me? [ GO-.JS[IL‘ YaHoOo!
Forgot your password? -
Lin
Recover Account

Privacy Policy | Ask for Help

Step 2: Click on If you don’t have an account “Register Here” listed on the left side of the screen (as shown
below). Please note the website address, to ensure you are at the appropriate screen

- Utah-ID Login -+
€ B3 |~ | @ nhttps;//login2.utah.gov/user/portal c| ® [&- inteme
[8) Most Visited @) Getting Started | | ed Sites || Web Slice Gallery

@ & umncovservices IS AGENCIES  MyAccount  Portal Search all of Utah. gov »

ldungu\ login 1D |

Login to access the Portal

If you don't have an K Email or UserName: Or sign in using your account with

Register Here

Password:

= GO > !
Remember Me? [7] Goc 'gl" YaHOO!
Forgot your password? S
Recover Account

Privacy Policy | Ask for Help

Step 3: You will accomplish the following steps to complete Account Set Up. Click on (1) Create Account.

Steps needed to Access:
Mini Portal

(1) Creatg Account

{2} Activ ccount

# Feturn to Login



https://login2.utah.gov/

Step 4: The following screen will appear. Please fill out all data with an asterisk “*” and the color yellow. These
fields are required in order to set up an account.

Important:

Please note that the “Primary Email Address” and “User ID” must be unique in the computer
system. If either the “Primary Email Address” or “User ID” already exists in the system, then an
error message will appear indicating that a different Address and/or ID must be entered.

Please note as you enter the data, on some of the fields, there is a box on the right-hand side:

Check
Click on this button, as it will verify that this User/Name and/or Email Address

are not already being used by a different user. Once it has passed the validation, you will receive

. Okay
the confirmation:

il S g

LItk gz linrin D12

Yoz may crexic 3 Unki-lD Accaent, Hosora, yeu will mat kave acoor e s Hclp Dok

Stpamocdsd o Acsszon = [~ = Roguincd Ficlés
Ligtn Halp Dk

1) Samy, A=cces will be Diaxicd Creats Your Utah-0
= Remrnis Lagin “Firo: Kame: I
SLac Kame:
“Unak-ID { Dariame: =

“Facrward:
"gertfy Facrereard:

Pasraced Stremgrk: Not Rated

Contact Information

“Email Adércer Ll
ety Email Adércer

Alzreais Ereail Adércer s o [

I You Forgst Your Password

ftzeien 1 | Selkers Cosaden

" ¥oem AnraTr
smzrdon I | S Cusadon [ |

" Veum Anraer
“Cmzrion 3 | S Cusain

Voo Ancwrr

Pyt Pt 3 ol Pt el 2.0 ke IMOCTTIL S b B Lk 0 e o [l A

Ccll Fharc: Do o kIt T

Frivacy Palcy | Agk far Help

Create Account ]

Click when finished.

The next screen will appear. On the left hand side of the screen it shows “Welcome” and your name and shows
that you have completed V(1) Create Account:
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Walcome
Lana Kopecky

Mini Portal

¢ (1) Create Account
(2) Activate Acconnt

* Logoff

#[ = Required Fields

Steps needed fo Access:

Activate Account

You should recefve an email containing a validation code. Plaase enter the code below to activate your account.
Or the email provides a link that you may select to activate vour account.

To get halp with activation or any other problem with Utah-ID you may click on the "Ask For Help” link at tha bottom of thiz page to submat 2 "Halp-Diesk” tickst.

Ema.ilA.dd.rES;:| anakopecky 1 @gmail. com
Code:
Mzl New Vahdation Code

Yo iy il anosher validation code by Cllcidng She Maill Mew Validation Code' link

Alternate Activation Method

Coogl You may also Activate your account by logging in with your Google account.
# H (4

You may bypass account activation by checking this box.

Bypass Actrvation: I:‘

Important:

Once the initial account setup is complete, an email will be sent to the applicant’s email

address. The email contains instructions for validating the account the user just created. The
account will not be fully initialized (usable) until the validation process is complete and the

person has delivered their account information to the DSPD USTEPS team.

Step 5: The next process is to Activate Account. In order to do this, you will need to login to your email
account used to create this account (in a new window), leaving the above screen displayed. If you do not see this

email in your Inbox, please check ‘Spam’ folder. In the example, the individual uses Gmail. Below displays a
variation of the email you will receive:

Google

Gmail -

COMPOSE

Inbox (7)

“ Lana Kopecky + Share

More 17 of 7 ol
Antivirus For Mac Liantivirus.com - Protect Your Mac Against Viruses, Hackers & ID Theft. Free Triall Why this ad?
UtahlD Service Welcome to "Utah Central Authentication' For access to Mini Portal - Utah-ID / 10:28 am
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Once you have opened the email, there are two steps required:

a) Verify that your email address is correct by clicking on “Important: Please click here to verify this email
address”.

b) Copy the Validation Code exactly as it is. (If you choose to copy and paste, ensure there are no spaces
before or after the code).

uMd

Aentication

Uan-1D Account Infonmation 1or ACCess %0 Mini Portal

Oesk. Click Here for Help Dest Contact information

Do not reply to this message. ¥ you TId ot Créate TS 3000UNL, PIeaSe COML3Ct US 3t our N2l I

| Please Verify Your Email Address |

Piease confirm Tt Tis Is your emall 300ress
Click 0n e Iink Delow 3nd hizn enter your valication code

@p’orﬁm’n Piaasa ciick hare o verity this smail sodress |

Your Utan-iD. anakopecky
Your Emall Acoress.

Valication Cooe:

Note: We rely on RaAng your e-mall 200ress 3oCurane In our Mies S0 we Can Communicate with you
I you rget your password, Tis emall a0dress will De Used 10 send you INONTAtion 10 recover your
password

If your e-mall a00ress ChaNges, piease UPaa%e your prodie

PE0S 10312 UI3N QOLUSer3000u

Step 6: Go back to the screen ending on Step 4. If you were not able to keep this window open, go back to
https://login2.utah.gov and input the User Name and Email address you used to set up this account and click on
“2) Activate Account” to reactivate the screen.

Enter the Validation Code that was received in the email and click at the bottom of the screen.

Email Address: |Ianak0pecky1 @gmail.c

om Change Email
Code: | /

Mail New Validation Code

“ou may mail ancther validation code by didking the "Mail Mew Validation Code’ link
Alternate Activation Method

Google You may also Activate your account by logging in with your Google account.
a0
You may bypass account activation by checking this box.

Bypass Activation: [[]

Warning: Accounts that are not activated will be deleted after a short time.
You may login 3 more times without activating your account.

This finalizes Part 2 of the UPI Access process.
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Department of Human Services o 08
Division of Services for People with Disabilities S-TEEIH
UPI - USTEPS Provider Interface
INDIVIDUAL USER ACCESS REQUEST
Financial and'er Incident Reporting
Individual User Name:
(Ploase Print) First Name Micde Intial Last Name
User Telephone; { )
User Utah ID Email:
{User must register with State of Litah)
Provider Name:
Provider Type: |:| Provider of Community Services |:| Private Support Coordination |:| Community Service Broker

Provider Site Address:

STATEMENT OF UNDERSTANDING
I understand access to USTEPS Provider Interface (UPT) is for my exclusive use as a contractor/contractor emploves of the State of
Uitah. I understand this access is controlled by my password, I accept responsibility for mainkaining the secrecy of my password and for
protecting the confidentiality of information in UPT in accordance with the State of Ltah Department of Human Services Appropriate
Use of Information Technology Resources® and the Contract with the Department of Human Services. I understand any braadh
of this policy may result in comedtive action. I am respaonsible for motifying the Division of Sarvices for People with Dissbilities in writing
of changes made to the usar email address or my employment status with this provider company, Initial:

("Referances httoefwww. hspolicy. utzh.gow) 6-Technology, 64 Appropriats IT use & 6-44 Addendum to Appropriate IT use. )

User Signature: Date:

Provider Representative Signature: Date:

Provider Representative Mame: (please print)

Requested User Functionality

UPI Incident Reporting (Community Providers Only, No SCE Providers)
[select &l that apply) {select only one)
UPL Huiredj UPI Financial (optional) Create and Read Cnly Read Only

Email completed form to ustepsiiutah.gov or Fax to USTEPS @ (801) 5384279 - Subject Line: UPT

-For Office Use Only-
ADMINISTRATIVE APPROVAL
I have reviewed the above application request and approve access to the following UPT access:
UPI
[] uPt (required) - [] Raie_urr [ ] Role_USTEPS_UPT (For USTEPS uses only)
[[] uPI- Financial (spsional) - [] Role Financil
Incident Reporting {Non-5CE Providers Only)

[[] 1r create and Read Only - [ | Role R Geste [ | Role IR Read_Only

[[] 1R Read Only [] Role_ IR _Resd_0nly
USTEPS Team:

Actvation Date Valdation (Inital & Date)

USTEPS Team:

Inactivation Dizte Validation {Initial & Date)



