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2 Revision History and Change 

Log 
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3 Introduction to the Conduent 

Web Portal 

The Conduent Web Portal provides Anthem Business Partners with an 

electronic tool for submitting or retrieving documents that are 

processed by the Conduent Local Mailroom in the Aranda Center, 

Woodland Hills CA.  These tools and reports include: 

 

 Creation of Batch Coversheets for paper or electronic 

submission of documents to the Mailroom for processing.  

 Submission of requests for pulls and or rescans 

 Access to General Reports such as; 

o DCN Report 

o Logged Item Search 

o Fax Receipts 

o Email Receipts 

 

 

Please note, the Conduent web portal for Local Scan/ Index is for 

those documents that are E&B Legacy, claims/ corr or miscellaneous 

documents. This web portal does not support E&B HIX/ACA documents 
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Web Portal Login 

The following URL provides the link to the Conduent Web Portal  

 

Production: 

https://eupload.portal.conduent.com/webportal/Login.aspx 

 

Test:  

https://eupload.uat.portal.conduent.com/webportal/Login.aspx  

 

You must have a User ID and Password established in order to access 

the Portal. 

 

 

 

 

 

Enter your User ID, Password and click the “Login” button.  

 

 

https://eupload.portal.conduent.com/webportal/Login.aspx
https://eupload.uat.portal.conduent.com/webportal/Login.aspx
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Conduent Web Portal Home  

 

The Web Portal Home Page provides access to all tools and reports 

as well as the ability to request new user access, change / update 

passwords and log out 

 

 

 

 

User creation Self-Service 

 
New users are able to create their own account by clicking on the 

options available in the Web Portal. 
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The requested information needs to be entered and an email 

notification will be sent to the email provided containing a URL 

link for the user to click in to finalize the process of creation 

for the new account user.  

 

Change Password 

Users can update / change their passwords by selecting the menu 

option “Change Password” on the Home screen.  

 

 

 



 

Page 10 of 29  

  

  

Fill the information required  

 

New Access Request 

New Access Requests can be submitted through the Conduent Web 

Portal by selecting ‘New access request’ from the Access Request 

menu and entering the information for the requested new account 

 

Enter the required information  
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If multiple new accounts are needed, a template can be downloaded 

by clicking ‘here’ in the New user request access screen.  The data 

elements to provide are: 

- Login Code 

- First Name 

- Last Name 

- Description 

- Requestor ID 

- Requestor Email 

 

 

 

This template can be completed with multiple users, saved to your 

desktop and uploaded by clicking the ‘Browse’ button to attach the 

file for submission.  Once all information is entered, select 

‘Submit Information’ to submit the request(s). 
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Update Access Request 

Updates can be made to outstanding new user requests by selecting 

‘Update access request’ from the Access Request menu.  

 

 

 

Search for requests by date range, Requestor ID and / or status.   

 

 

 

Select ‘Update’ for the line targeted for update. 
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Forgot/Reset Password 

 

This option will provide an instant reset if the user is locked or 

forgot the password for the account by entering the User ID, Email 

address or both. The user is required to have a registered email 

address, otherwise a message will be prompted asking to enter the 

address to update Conduent records and send a temporary password.  

 

Inactive Account Warning Email 

 

An automatic email will be sent to those users that have 5 days 

left for the inactivation of the account. In order to avoid 

inactivation it is needed that the user login to the account by 

clicking the link or going directly to the Web Portal page.  

 

Account Reactivation Self-Service 

 

If an account is inactive, the next time the user try to log in, 

will get the message below:  
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The activation menu will request a User ID and /or Email account, 

if the user does not have an e-mail account registered, the system 

will also require it. To finalize the process for re-activation the 

user will receive a notification email that contains a URL for the 

user to click in. 
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4 Pull original/Rescan Request  

Request rescans or copies of original documents by selecting 

‘Pull/Rescan’ from the Items Actions menu.   

 

 

 

 

Enter either the ACS or WLP DCN and select ‘Get Item Data’.  This 

will return information pertaining to the selected DCN. 

 

Select the requested action from the drop down list.   Enter 

Department information and any special instructions in the 

‘Notes/Description’ area.  Then select ‘Submit Data’ to submit the 

requested action. 
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Select the requested action from the drop down list.   Enter 

Department information and any special instructions in the 

‘Notes/Description’ area.  Then select ‘Submit Data’ to submit the 

requested action. 
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5 Coversheet 

In order to submit documents for front or back-end scanning, a 

coversheet should be created for each document type.  Select 

‘Coversheet Creation’ from the Request Actions menu. 

 

 

 

 

 

 

Select the Sending Office from the drop down list. 

 

 

 

 

 

The Sending Office selection will determine valid choices for the 

Document Class selection 
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The Document Class selection will determine valid choices for 

Document Type and Case Type where applicable.  Case Type selections 

determine valid Document Type choices. 

 

 

 

 

 

Enter the WellPoint Receive Date and indicate if the documents 

should be returned to Sender by selecting Yes or No.  The Number of 

Documents and Group ID can also be entered, however these are not 

required fields.  Select ‘Send Request’ when all data is entered. 
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‘Send Request’ will create the Batch Header Sheet, which will be 

displayed in a new window.  Select ‘Print Page’ to print the cover 

sheet and include as the first page of the documents to be 

submitted for scanning and indexing. 
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6 DCN Report 
 

The DCN Report can be used to identify Anthem DCNs when the 

Conduent DCN is known and can be used to monitor work submitted for 

scanning and indexing for specific locations.   

 

Access the DCN Report by selecting from the Home menu  

Reports\General Reports\DCN Report 

 

 

Select the date range and location to review all items processed 

within the defined range and location or search for a specific DCN.  

‘View Report’ returns items associated with the defined search 

parameters. 

  

 

The DCN Report provides the following data elements for each item 

within the defined search parameters. 

 

- Barcode 

- Sender Name 

- Conduent DCN 

- Anthem DCN 

- Document Type 
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- Group 

- Process Date 

- Receipt Date 

- Item Type 

- Transmission Name 

- Transmission Date 

- Workflow Step 

- Acknowledgement Status 

- Stack Name 

- Box Name 

- Department 

 

 

The DCN Report can also be used to view specific documents by 

selecting a DCN for an item.  This action will open a new window, 

displaying the image of the selected document. 
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7 Logged Item Search 
 

The Logged Item Search allows the user to search for any logged 

item (check, accountable mail, or vendor return) by entering any of 

the fields in the search criteria. 

 

Access the Logged Item Report by selecting from the Home menu  

Reports\General Reports\Logged Item Search 

 

 

 

Select the search parameters and the exception (Check Log, 

CertMailLog, Vendor Returns or UnscannableMaterialLog) and click 

“View Report” 

 

 

 

The Logged Item Search provides the following data elements for 

each item within the defined search parameters. 
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- Receipt Date 

- Logged item Type 

- Conduent DCN 

- Anthem DCN 

- Member ID  

- Group ID 

- Check Number 

- Check Amount 

- Carrier  

- Tracking Number 

- First Name 

- Last Name 

- Notes 

- Logged Item Number 

- Status 
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8 Fax Receipts 
 

The Fax Receipts report allows the user to view items received via 

fax.  Select ‘Fax Receipt’ from the General Reports menu.  

 

 

 

 

 

 Select the date range and ‘View Report’. 

 

 

 

The report provides the following data elements for each item 

within the defined search parameters. 

 

- Conduent Receipt Date (PST) 

- Fax Item Name 

- Group 

- Anthem DCN 

- Receiving Number 

- Sending Fax Number 
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- Page Count 

- View Images 

- Status/Split 

- Workflow Status 

 

 

 

 

Select ‘images’ for the selected item to view images associated 

with the selected fax. 
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9 Email Receipt 
 

The email report shows the status of incoming emails.  

Select Email Receipt from the General Reports menu in order to 

track and view processed emails. 
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Select the date range in which the email was submitted and the 

sender email address. ‘View Report’ returns information for email 

receipts with the search parameter. 

 

 

 

The report provides the following data elements for each item 

within the defined search parameters. 

 

- Sender Email Address 

- Conduent Receipt Date 

- Item Name 

- Group 

- Conduent DCN 

- Anthem DCN 

- Page Count 

- View Images 

- Workflow Status 
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10 Log Out 
 

Select the option on the Home menu.  

  

 

 

YOU HAVE REACHED THE END OF THIS DOCUMENT 

 


