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 Introduction to the Aware Vendor Portal
Programmatic Quick Reference Guide
This document is provided as a programmatic quick reference (PQR) guide to Vocational Rehabilitation (VR) vendors outlining the new Aware Vendor Portal system. 
Topic Summary: 
This PQR provides an overview of the Aware Vendor Portal system.  The Aware Vendor Portal is a web-based service management application for VR vendors. The application provides a centralized portal for managing Service Authorizations, Case Notes, Service Requests and Payment Requests. 
Definitions: 
· Draft Authorization –A request for service from VR staff to vendor 
· Open Authorization – A Service Authorization that has been issued to vendor, in open status. The Vendor may begin initiating services
· Participant – An individual with a documented disability, receiving vocational rehabilitation services in an eligible or potentially eligible status.
· Service Authorizations – Electronic requests of goods and services to be provided for VR participants (previously known as “referrals”)
· Requested Payment – The requested payment amount from a vendor for a specific authorized item 
· Case ID – A unique number assigned to a specific participant
· Invoice Number – A unique identifier assigned by the vendor that is directly tied to a payment request for approved authorizations
· Authorization Begin Date - The beginning date of an authorization and the earliest date on which services authorized can occur
· Authorization end date- The date when services are expected to be completed
Authentication: 
Only approved Vendor staff will be granted access to the Aware Vendor Portal by Vocational Rehabilitation. Upon meeting Vocational Rehabilitation’s requirements for approval, vendor staff will receive a Vendor Account Verification email from No.Reply@allianceenterprises.com  with their username for the Aware Vendor Portal. A temporary password will be sent from No.Reply@allianceenterprises.com in a separate email. Upon logging in, you will be prompted to verify your account and reset your password. 
By using the Aware Vendor Portal system, the VR Service Provider agrees to comply with and be bound by the terms and conditions of use published on the website.
Aware Vendor Portal Dashboard: 
The Aware Vendor Portal Dashboard allows the vendor to view Resources, Authorizations (Open, Closed, Eligible for Payment, and Draft), Requested Payments, Referrals (schools only), and Service Requests. On the dashboard you can also review: 
· Vendor information
· System messages
· Most recent activity
· Items to review
Additional Resources: 
For step-by-step instructions, please review the Aware Vendor Portal videos and Aware Vendor Portal Manual found on the Provider Forms and Other Resources (PORG) page at:  https://rehabworks.org/providers/forms-resources.html 
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