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'New Providers: Please create a new account.

2 Existing Providers: Please use default username and password - Tchp! plus company ID.
Once logged in, please change the user name to your email and reset password (page 7).
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1. Creating an Account on the CobbleStone Gateway

cobblestonegateway.texaschildrens.org

1.1 To create a new account to signup and log
into the Vendor/CIient Gateway, click Create No Login Detected
Account on the side menu of the Gateway
Introduction screen.

Already have an Account?

Sign In

Need a User Account?

Create Account

1.2 The New Account Signup screen displays.

New Account Signup

Please enter your company information below.

User Information Finish
1. Provider Demographics a
*GrouplFacilig Name *NPI *Tax ID
(includng DBA)
Signing Authority a
Signing Authority Signing Authority
Name Email

Continue
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Details A

*Credentialing Contact *Credentialing Contact Credentialing Contact
Last Name First Name Title

*Credentialing Contact Credentialing Contact *Username

Email Phone
“Password Is Active Is Company Admin
No v -- Select One -- v

(7)1 have read and agree to the lerms and Conditions.

Save

1.3 Once all necessary and required information on
the Company Information and User Information
sections has been entered, click Save.

1.4 The New Account Signhup - Confirmation screen
with the Company/User log-in information displays.

New Account Signup - Confirmation

o Login Detucted

Thank *ou for signing up! Your account Inf lon has been and sent off for author /activath

Wou can Jog into your accourt to Search/view information, however respores;requests vl not be allowed until your steount is authorized/ sctivated. Pease contact us via “ielp” if you have any questicons.

Already have an Account ?

% Loge Now ]
Campany 10: 505
Heed a User Account? Passwon d: 3
Username: riei73

&, Creste Aceoune

Please Print this page for your records.

1.5 At the bottom of the form agree to the terms and
conditions.

1.6 Click Continue to My Company Account or Login
Now to log into the Gateway.
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2. Adding a Contact or User on the CobbleStone Gateway

If a company Contact’s Contact Details screen shows the contact as Is Company Admin = Yes,
the Contact will have the ability to log-in to the Vendor/Client Gateway and manage additional
Contacts/Users for his or her organization.

Note: This functionality applies to Company Admins only.

To Add a New Contact/User for your Company

2.1 Navigate to
Contacts/Users — Add Contact/User
via top navigation menu in the Gateway.

Contacts/Users ™ = W

Add Contact/User
Contact/User List

My Company Info

2.2 Enter the new Contact/User’s information into
the Create a New User Account screen, making
sure all required fields are populated.

Create A New User Account

My Company Contacts/Users: New Uscr Account

Details -

*Credentialing Contact *Credentialing Contact Credentialing Contact
Last Name First Name Title

*Credentialing Contact Credentialing Contact *Username
Email Phone

*Password Is Active Is Company Admin
No v -- Select One -- v
Save & Continue Cancel

2.3 Once all necessary and required information
has been populated, click Continue to save the
new Contact/User.

2.4 The My Company Contacts/Users Details
screen displays. It contains the new Company
Contact’'s account details.
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3. To View a List of Contacts/Users for your Company

3.1 Navigate to Contacts/Users - Contact/User
List via the top navigation menu.

Contacts/Users ~ =

Add Contact/User

Contact/User List

My Company Info

3.2 A grid list opens to display all Contacts/Users
for your Company.

My Company Contacts/Users

Contacts/Uscrs: My Company Contacts/Uscrs

n Fage 1011, tems 1102012

View FirsL Name Lasl Name Tille

Phune
T T T T
View  Adam Widmeier

View Jalen Hurts

3.3 To view/manage the Contact/User, click View
for the user to manage.

3.4 The My Company Contacts/Users Details
screen displays where the details of the
Contact/User can be viewed.

Email
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4. Logging In/Forgot Password

To log into the Vendor/Client Gateway, enter your user name and password along with the
Company ID provided by the Gateway’s Organization.

Collaboration Gateway: Login

awidmeier

sasssaane

173

have read and agree to the Terms and Conditions.

Login

Forgotten Password

4.1 If you have forgotten your password for the
Vendor/Client Gateway, click the link for
If you forgot your password, click here.

The username and/or password provided is not valid and/or active.
Please try again or contact your administrator for assistance.

Collaboration Gateway: Login

awkdmeder

Password

173

BT have read and agree ta the Terms and Conditinns.

Login

The provided credentials could not be authenticated and the account will be locked out after several failed attempts.
Please try again of contact vour administrator to activate and enable vour account.

| If you forgot your password, click here. |

4.2 The Forgot My Password screen displays.
Enter your user name and Company ID.

4.3 Click Reset Password.
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4.4 An email is sent to the email address on file
with a link to reset your password.

Collaboration Gateway: Reset Password

Username:
Usemame

Company ID: Company ID

@ Reset Password

Back te Login

NOTE: Passwords can only be reset for active accounts.

To reset your password, key in your Username and Company ID (above), then click the 'Resat Password' button.
An email will be sent to your email address on file with a link to reset your password.
Password Reset e-mails are time sensitive, and will auto-expire after 20 minutes.

Note: Passwords can only be reset for already active accounts.

5. Changing Your User Name and Password

5.1 Navigate to Contacts/Users - Contact User List.

Contacts/Users ~ =

Add Contact/User
| Contact/User List |
My Company Info

5.2 Click View for your profile line item.

My Company Contacts/Users
Contacta/Users: Hy Company Contacta/User

n Fage 1.0f 1, fems 1102 0f 2

View First Name Last Name Title Phone Email

T T T T T

adam widmeier
Jalen Hurts
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5.3 Click on Edit Password.

My Company Contacts/Users Details

s: My Comeany Coctacta/Users: Contact/U

Details
First Name Last Name
Adam Widmeier
Password Phone
Title Email
Address2 City
Country
United States

5.4 Click on Edit Username.

5.5 Save Record.

Username
awidmeierr

State/Province
NJ

Address1

Postal Code

6. Opting in for Email Messages

6.1 Navigate to Contacts/Users - Contact User List.

Contacts/Users ~ [

Add Contact/User
| Contact/User List |
My Company Info

6.2 Click View for your profile line item.

My Company Contacts/Users

Contacte/Users: My Comoany Contacta/User
n Page 101, ems 1102002
View  First Name Last Name Title Phone Fmail

T T r v =

Adam widmeier
Jalen Hurts
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6.3 To subscribe, click Subscribe to Email.

.Hy Company Contacts/Users Details

Contacta/Users: Mg Compan Contacts/Users: Cantast/User Detads {10= 13
Detalls

First Name Last Name Usarname
Adam Widmeier awidmeierr
Password Fhone State/Province
....... » . MY
Title Email Address1
Address2 City Postal Code
Country
United States

You are currently unsubscribed to receivie bid newsletters, aberts and bid opportunities.
Chick Below 1o subscribe for Emails and Alerts

Subscribe 1o Email

7. Submit New/Existing Provider Request on the Gateway

To Submit a New Provider - Agreement

7.1 Navigate to Requests-Create New Request.

¥
< Aug 20 2023 15:54:29 <
THealth Plan

Main v Contracts ¥ Roquests ¥ Contacts/Usars ¥ Elactronic Documents ¥ Reports ¥ Halp ¥ Log Out

Create New Request

View Requests
Welcome Pallavi Shan

Logout

Select a Record Type: [- Select Type -

Refresh

7.2 Select a Record Type- New Provider - Agreement.

Create Request By Type
Requeete: Naw Reayest

Select a Record Type: [-- Select Type -- v
-- Select Type --

New Provider - Agreement

Existing Provider - Contract Update

Existing Provider - Roster Update

Existing Provider - Negotiate Existing Agreement
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7.3 Complete all of the fields then Save and Continue.

7.4 Attach W9 and Roster.

Allached Files, Documentls, Images

There are currently no flles/attach on this r 5
Sclect Flle:
Select -- Select Flle Category -- v

Descriplion:

Save File

n Page 1 of 1, items 0 to 0 of 0.

Actions Filename Description Date

T T ¥

Na rerarde tn dienlav

8. To Submit an Existing Provider- Roster Update

8.1 Navigate to Requests-Create New Request.

<,
- 54:
Texas Children's Auq 20 2023 15:54:29 @
Health Plan

Main ¥ Contracts ¥ Raoquests ¥ Contacts/Usars ¥ Elactronic Documeants ¥ Roports ¥ Healp ¥ Log Out

Create New Request
View Requests

Welcome Pallavi Shan e e
Requects: Naw Reayest

Logout

Select a Record Type: [-- Select Type —- v]

Refresh
Paae Actions

8.2 Select a Record Type- Existing Provider - Roster Update.

Create Request By Type

Requests: New Request

Select a Record Type: [— Select Type -- v
-- Select Type --
New Provider - Agreement
Existing Provider - Contract Update

Existing Provider - Roster Update

Existing Provider - Negotiate Existing Agreement
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8.3 Save and Continue.

8.4 Attach an updated Roster.

Allached Files, Documents, Images

There are currently no flles/attach on thisr
Sclect File:
Select -- Select Flle Category -- ¥

Descriplion:

Save File
Page 1 of 1,items 0to 0 of O

Actions Filename Description Date

3 ¢ T b &

Na rerards tn disnlav

8.5 Confirm Roster is attached.

Details

Please Attach an Updated
Roster on the Next Record
Page then Confirm Here ¢~

9. To Submit an Existing Provider - Contract Update

9.1 Navigate to Requests-Create New Request.

¥
Texas Children's’ Aug 20 2023 15:54:29 g:)
Health Plan

Main ¥ Contracts ¥ Raquests ¥ Contacts/Usars Elactronic Documents ¥ Reports ¥ Halp ~ Log Out
Create New Request

View Requests
Welcome Pallavi Shan

Requests: Naw Reqyest

Logout

Select a Record Type: [-- Select Type -- v)

Refresh

Paae Actions




CobbleStone Gateway

User Guide

9.2 Select a Record Type- Existing Provider - Contract Update.

Create Request By Type

Requests: New Request

Select a Record Type: |-- Select Type -- v
-- Select Type --
New Provider - Agreement ‘
Existing Provider - Roster Update
Existing Provider - Negotiate Existing Agreement

9.3 Complete all required fields and Save & Continue.

10. To Submit an Existing Provider- Negotiate Existing Agreement

10.1 Navigate to Requests-Create New Request.

<
Texas Children's Auq 20 2023 15:54:29 @
Health Plan

Main v Contracts ¥ Raquests ¥ Contacts/Usars ¥ Elactronic Documants ¥ Roports ¥ Halp ¥ Log Out

Create New Request
View Requests

Welcome Pallavi shan R __[Cee
Requects: New Reqyest

Logout

Select a Record Type: [-- Select Type —- v]

Refresh

10.2 Select a Record Type- Existing Provider - Negotiate Existing Agreement.

Create Request By Type

Requests: New Reguest

Select a Record Type: [-- Select Type -- v
-- Select Type --
New Provider - Agreement
Existing Provider - Contract Update
Existing Provider - Roster Update

Existing Provider - Negotiate Existing Agreement

10.3 Complete all required fields then Save and Continue.

10.4 Attach o Negotiation Proposal and Save.

Attached Files, Documents, Images

Select File:

Select Sclect Flle Category ¥

Description:

Save File
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