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Insurance Portal Login Tracker
A secure inventory worksheet for payer, clearinghouse, CAQH, and enrollment portals.
	Important note
Do not store passwords directly in this document. Use a password manager and record only where the login is stored, who owns it, and how access is recovered.


Practice Snapshot
	Practice name
	 

	Password manager
	 

	Access owner
	 

	Review date
	 


Portal Access Checklist
	Checklist Item
	Status / Notes

	Every payer, clearinghouse, CAQH, NPPES, PECOS, bank/EFT, ERA, and claims portal is listed.
	☐ Not started  ☐ In progress  ☐ Complete  ☐ N/A
Notes:

	Each account has a named owner, backup recovery method, MFA status, and access removal process.
	☐ Not started  ☐ In progress  ☐ Complete  ☐ N/A
Notes:

	Shared logins are replaced with individual logins whenever the portal allows it.
	☐ Not started  ☐ In progress  ☐ Complete  ☐ N/A
Notes:


Portal Tracker
	Portal
	Username/Email
	Password Manager Entry
	MFA Method
	Owner
	Notes

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Advisor / Review Questions
Who owns this process?: ____________________________________________________________________________
What official source, payer contract, or portal confirms the requirement?: ____________________________________________________________________________
What needs to be reviewed before this document is used with clients, payers, or vendors?: ____________________________________________________________________________
What is the next deadline or follow-up date?: ____________________________________________________________________________
Source Notes
Helpful official reference points: CAQH ProView; NPPES NPI Registry; CMS PECOS.
	Use with judgment
Use this as a planning and tracking tool. Final requirements should be confirmed against payer contracts, official portals, state law, HIPAA guidance, and qualified professional advice for the specific practice.


Page  of 
