Nevada Consumer Portal User Guide

Vocational Rehabilitation

Welcome to the Consumer Portal User Guide!

This guide will walk you through logging in to the Consumer Portal as a new user, and the features
available.

As a Consumer Portal User, you will have access to:
e Reference links that access VR Nevada resource guides and websites
e C(Case Information
e Options to validate, and/or update your contact information
e Options to communicate with your counselor, and upload documentation

Logging into the Consumer Portal:

Your counselor will activate access for you in the Consumer Portal using your personal email. Upon
activation you will receive two emails in your inbox. Both emails will come from:
NVVocRehab.no.reply@allianceenterprises.com.

The first email will contain the link for the Consumer Portal, and your username:

State of Nevada Rehabilitation Division Consumer Portal Account Verification

o To: me - Tue, Aug 19 at 234 PM

Welcome to the State of Nevada Rehabilitation Division C Portal. An account has been created for you with the following consumer assignment: This is your Agency Consumer Portal
login, which consists of a username and password. Please log in to nvdetrc portal portals.com using the information below. You will be prompted to verify your account and reset your password.
Username: Atemporary password will be sent in a separate email

The Second email will contain your temporary password:

State of Nevada Rehabilitation Division Consumer Portal Account Verification

NVVocRehab.no.reply@allianceenterprises.com
To: me - Tue, Aug 19 at 234 PM v

Your temporary password for the State of Nevada Rehabilitation Division Consumer Portal is:

Click on the link (or copy and paste the link in your browser) in the first email, and you will be redirected
to the Consumer Portal sign in page. Here you will enter the Username and Temporary password
provided to you.
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Click the Sign in Button:

“:3 Nevada

Vocaticnal Rehabiltaticn

Sign in with your sign in name

b\gn in name

Password

Forgot your password?

Don't have an account?  Sign up now

Nevada Consumer Portal User Guide

When you have successfully signed in, you will see the Terms and Conditions Page. You will need to

accept the terms and conditions each time vou sign in the Consumer Portal to access your portal

information.

Click the ACCEPT button:

Last, FirstName - Ca:

Terms and Conditions of Use

'WARNING? THIS SYSTEM CONTAINS U.S. GOVERNMENT AND STATE OF NEVADA INFORMATION. BY ACCESSING AND USING THES COMPUTER
SYSTEM, YOU ARE CONSENTING TO SYSTEM MONITORING FOR LAW ENFORCEMENT AND OTHER PURPOSES. UNAUTHORIZED USE OF OR ACCESS
TO THE COMPUTER SYSTEM MAY SUBJECT YOU TO STATE AND FEDERAL CRIMIMAL PROSECUTION AND PENALTIES AS WELL AS CIVIL PENALTIES
PERSONS COMPROVISING INFORMATION WiLL BE PROSECUTED UNDER THE FOLLOWING, TITLE 18, UNITED STATES CODE, SECTION 1030, TITLE
26, UMITED STATES CODE, SECTIONS 7213, 7213A (THE TAXPAYER BROWSING PROTECTION ACT), AND 7431, IN ADDITION VIOLATIONS ARE
SUBJECT TO PROSECUTION UNDER NRS STATUTE 205.4765.
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Consumer Portal Landing Page:
After successfully logging into the Consumer Portal, the first screen you will see is the landing page.

The tool bar that runs along the top of the screen will display two tabs (Resources, and Case Information),
a Case field, and a User Icon.

The center of the landing page will display your Consumer Information, along with a welcome message.

Consumer Information System Message
gnwl:DLgi_., FirstName Welcome to the Nevada
se 10
Phone: (555) 5995555 Rehabilitation Division
Email Consumer Portal
Weicome to the Nevada
Cxiosnal Voor Comask: Rehabilitation Division Consumer
Portal, please use this portal to
communicate with your Counselor
or submit documentation.

Resources Tab:
The Resources Tab provides quick access to useful VR Nevada tools, including the VR Nevada Website. To
enable this page, click on Resources in the top tool bar:

Resources | Case Information
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After you have clicked on the Resources tab, you will enable the Resources screen.

Inside the Resources table, you can click on the hyperlinks located in the resource name column, which
will open the resource in a new browser window:

Resources Case Information Last, First

Resources

NEVADA
VOCATIONAL
REHABILITATION

Case Information Tab:

The Case Information Tab enables an interactive tool that allows you to view information about your case
such as case status, update your personal contact information, communicate with your counselor, and
upload important documentation.

To enable this page, click on Case Information in the top tool bar.

Resources | Case Information

After you have clicked on the Case Information tab, you will enable the Case Information screen. The first
section of the Case Information screen will display details about your case:

e C(CaselD
e (ase Status
e (ase Type

e Counselor Information
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Below the Counselor information section, you will see two tabs, Personal Information, and Conversations:

se Information Last, FirstName -

Case Information

CaselD Case Status Case Type
Service Vocational Rehabilitation (VR)

Counselor Information

Name E-mail Phone
U 2 T e————— i
Name Home Address EDIT
Contact Information
Cell: Mailing Address

NV

Personal Information:
To view Personal Information, click on the Personal Information tab.

The Personal Information tab displays your name, contact information, home and mailing address, and a
button to Edit (EDIT).

PERSOMNAL INFORMATION CONVERSATIONS

Name Home Address EDIT

Contact Information
Cell: | Mailing Address
NV

To update your personal information, click on the EDIT button which will enable the edit functionality.
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Once enabled, you can type in your updated information. To add a new contact information line, such as a
mailing address, click the ADD NEW button.

Full Name Email Addrss:

Primary Phone

Personal Contact Information

When you complete updating your contact information, click the UPDATE button.

To cancel your changes, click the CANCEL Button.

Pariisiuad ©amt st il ormalich

Note: Personal Information can only be updated once every 24 hours.
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Conversations:
To enable the conversation feature, click on the Conversations link:

Counselor Information

Name E=mail Phone

Your screen will now display an open subject box which you can document and submit new messages or
attach files for your Counselor to review and respond to.

The Subject Box is an open field that you can type your message in.
Once you have completed your message, click the SEND Button, and your counselor will receive an alert
that there is a new message attached to your case for review.

Please contact me regarding a question | have on an employment opportunity that was shared with me by a family friend. |

SELECT FILES... Drop files here to upload

Files cannot exceed the maximum size limit of 20MB

Bl —

To attach a file or document, click the SELECT FILES button, this will enable your Quick Access Toolbar in
File Explorer to select which document or file you wish to share with your Counselor.
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Click the SEND Button, and your counselor will receive an alert that there is a file attached to your case
for review. File size cannot exceed 20MG.

Subject

New Messags
Please contact me regarding a question | have ol

SELECT FILES...

| Files cannot exceed the maximum size limit of 20M8

E—

Case ID and User Icon:

The tool bar that runs along the top of each screen will display the same information from screen to
screen. In addition to the Resources and Case Information links, there is a Case field, and a User Icon.

Case Field

Last, FirstName - Caze

You can validate you are in your personal case by validating the Name and Case ID in the Case field.

Last, FirstName - Case
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The User Icon is a navigation tool that will display a drop-down menu when you click on the icon. The
Menu displays the following options:

e Last, First Name

e Sign Out

e Change Theme (Dark, Light, High Contrast)

Sign out

Dark

Light

High Contrast
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