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'Kepro

The purpose of this user guide is to identifiy the steps necessary to obtain the Atrezzo link with login
instructions. This system has numerous functions which will vary across contracts. The login process will
be the same for all users.

Atrezzo is a web-based system that works across numerous internet browsers; however, Chrome is
preferred and system functionality is enhanced with this platform.

Atrezzo Access

To access the Atrezzo application, go to: https://portalkepro.com/ and enter valid login credentials
provided by KEPRO.

"¢ Kepro

LOGIN

USERNAME *

PASSWORD *

LOGIN >

If you dont already have a Kepro account, you can register here.

Forgot Password?

NOTE: If you do not have a username and/or password, contact the Service Desk
via email, or by calling 800.922.9826 x2516.
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How to Login
The login screen allows for login credentials, forgot password option, and account registration (this

feature is for providers only).

USERNAME *

PASSWORD *

LOGIN >

If you dont already have a Kepro account, you can register here.

Forgot Password?

Enter a valid Atrezzo username and password once access is granted for this application.

LOGIN >
Select:

NOTE: /f you do not have a username and/or password, contact the Service Desk via email, or
by calling 800.922.9826 x2516.
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3¢ Kepro

Login Error Message

If the User's Login information is NOT valid, the following error will appear:
“Your login attempt was not successful. Please try again.”

3¢ Kepro

LOGIN

USERNAME *

TestUser

PASSWORD *

LOGIN >

If you dont already have a Kepro account, you can register here.

Forgot Password?

NOTE: /f you do not have a username and/or password, contact the Service Desk via email, or
by calling 800.922.9826 x2516.
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Kepro

Initial Login Requirements

The first time you log in, you will need to agree to the Terms of Use Agreement. Please read this
information, check the box at the bottom of the page, and select Continue.

Kepro

Terms of Use Agreement

THE KEPRO PORTAL IS SUBJECT TO AND GOVERNED BY TERMS AND CONDITIONS OF USE. BY PROCEEDING OR USING THE
KEPRO PORTAL YOU ARE AGREEING THAT YOU HAVE READ AND UNDERSTOOD THE TERMS AND CONDITIONS OF USE AND
AGREE TO BE BOUND BY THEM. IF YOU DO NOT UNDERSTAND THE TERMS OR CONDITIONS OF USE OR DO NOT AGREE TO BE

BOUND BY THEM, DO NOT PROCEED OR OTHERWISE USE THE KEPRC PORTAL. UNAUTHORIZED ACCESS TO THE KEPRO
PORTAL IS PROKIBITED.

KEPRC PORTAL TERMS OF USE

1. This Terms of Use Agreement (the "Agreement”) is between Kepro, Inc. ("We”, "Us" or *0ur”), the group/practice entity that has
been provided an ID (as defined in Section 3 below) using this Portal (as defined below) (the "Provider”) and the Users (as
defined in Section 2 below) (the Provider and Users shall collectively be "You" or "Your”). This Agreement governs the use of the
Kepro Portal, including without limitation, all software, insurance codes, graphics, logos, text, documentation, user guides,

databasg and som pilati nWenals other than Patient Information Sas deﬂng in Section 6 enhancements, bug fixes,

sections necessary (0 interpret v rights and duties of the parties shall survive termmcion o w.a...greement. This Agreement
shall be interpreted and governed according to the laws of the Commonwealth of Pennsylvania, USA, regardless of any conflict
of laws, provisions, and any claim or action shall be subject to arbitration pursuant to the rules and regulations of the American
Arbitration Association with such arbitration to occur in Harrisburg, Pennsylvania.

Kepro, Inc. 777 East Park Drive Harrisburg, PA 17111 Toll-free: 800.222.0771 Phone: 717.564.8288 Fax: 717.564.3862
www.kepro.com

¥/ | have read and agree to these terms of use.
CONTINUE >

CONFIDENTIAL © 2020
ATREZZO USER GUIDE V1.0 ALL RIGHTS RESERVED

Page 6 of 11



Kepro

For security puposes, you will be required to enter a Security Question and provide the answer. The
question is to be typed, not selected, and can be any question you choose. Both the question and the
answer are required fields. Once compelete, select Update Security Question.

Security Question

ENTER A SECURITY QUESTION: *

ENTER A SECURITY AWSWER: *

UPDATE SECURITY QUESTION

Tip: The question should be something that does not change and it should be something you will
remember.

Example security questions:

— What is your oldest niece's hame?

— What was the name of the street you grew up on?
— What is your paternal grandmother’'s middle name?
— Inwhat city were you born?

— Inwhat city did you meet your spouse?

— What is your oldest child's middle name?

— What is your mother's maiden name?

— What is your grandmother's maiden name?
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Kepro

Successful Login
Once logged in successfully, you will be taken to the Atrezzo home page.

wKepro csweniwcseiaiopn s (RSN
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If you are not prompted to change your password upon successful login for the first time, you will need to
change your password for security purposes.
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3¢ Kepro

Change/Update Password

To change or update your password, click the icon next to your name in the top right corner of the screen.
This icon is visible on all screens regardless of navigation.
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RENEW DUE DATE FROM (MM/DOYYYY REVIEW DUE DUTE TO OMM/DOYYYYY
MM/DO/YYYY ] MM/BO/YYYY ]

-

Passwords must be a minimum of 8 letters and maximum of 16. Passwords must include at least one
upper case letter, one lower case letter, one number, and one special character.

Special charactersare @, %, + \, /., L #,$, 22, (O LL L]~ - .

CONFIDENTIAL © 2020
ALL RIGHTS RESERVED

ATREZZO USER GUIDE V1.0

Page 9 of 11



To change your password, enter the old password, then enter your newly created password, confirm the
password by entering it again, then select Finish.

Change Password

Passwords must be a minimum of 8 letters and a maximum of 16. Passwords must include at least one upper case letter, one
lower case |etter, one number, and one special character.
Special characters are @, %, + %/, L& S5 0L, UV LR LD ~ -

USERNAME
cmbezaury

OLD PASSWORD *
NEW PASSWORD *

CONFIRM PASSWORD *

FINISH >

Once your password has been successfully changed, you will see the following message. Click Continue
to return to the Home screen.

Change Password

Your password has been changed.

Click '"Continue' to returm.
CONTINUE >

NOTE: If you have trouble logging in, or do not have a username and/or password, contact the
Service Desk via email, or by calling 800.922.9826 x2516.
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3¢ Kepro

Forgot Password
When logging in, if you have forgotten your password, click the Forgot Password link below the login
information.

3¢ Kepro

LOGIN

a«aon
On the next screen, enter your username, then select Next.
Poget Pasemce?
LERNAME
Enter
usamams
then click Next

You will then be able to reset your password, by answering the security question you created upon initial
login, and creating a new password with a minimum of 8 letters and maximum of 16; at least one upper
case letter, one lower case letter, one number, and one special character. When done, select Finish.

MW PASTROI

CRETPRI FALIWORS
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