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Creating a Log in ID

ACTION

PRODUCTION:
https://diddapps.tn.gov/LEIEAPP/

Type the appropriate URL in your browser
address bar, press Enter key

Click on Log In link
8/11/2014 9:15:53 AM Log In

» LEIE REPORTING PORTAL

RESULTS

LEIE Home Page opens, Time and Date are displayed in the upper
right hand corner along with a link to Log in:

7/17/2014 12:42:26 PM Log In

10/13/2014 8:31:50 AM [ Log In |

WELCOME TO LEIE REPORTING PORTAL

The LEIE Exclusion file is updated on or about the 7th of each month on the OIG website.
Itis in your best interest to make sure you are using the most up to date data.

Log in screen is shown so that user can enter User Name and
Password. If user does not have an account on the system, user

may Register

Register! If vou don't have an account yet?

User Name:*

Password:*

[ |Remember me next time.

Lost password?
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ACTION

Click on link to Register

RESULTS

User is presented with the Provider New Account Information
screen where a user can be registered.

Register! If you don't have an account yet?

e Select your region from the drop down
field

® Enter your Agency Number. The first
two digits are zero’s, not capital O’s.

® Your Agency Name will be displayed

® Enter your City.

® Enter your first and last name

Provider New Account Information

[Select-|E]

Agency Region:
Agency Number : Agency Number is required.
Agency Name:
First Name: First Name is Reguired.

Last Mame: Last Mame is Required.

If a field is left blank you will get an error message.
Information entered is displayed in the screen.
Provider New Account Information

gency Region: Middle [~]

Agency Number : Q0001

Agency Mame: PROGRESS

First Name: Jane

Last Name: Johnson

Screen Refreshes and "Sign Up for Your LEIE Account" Screen is
displayed.

Sign Up for Your LEIE Account

Password must contain letters, 1 special character and 1 numeric value
User Mame: User Name is required

Password: Password is required .

Confirm Password: Confirm Password is required
E-mail: E-mail is required
Confirm E-mail: Confirm E-mail is required
Eacurity Question: Security question is required

Sacurity Answer:

Previous

Security answer is required

Create User |

Invalid AgencyID andfar Region.
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ACTION RESULTS
® Enter a User Name of your choice.

Sign Up for Your LEIE Account

® Enter a password in the Password Field. Password must contain letters, 1 special character and 1 numeric value
Passwords must be at least 8 characters User Name: Jackig|
long and must have one number and Password: sessssess

one special characters in it. (i.e.
H@!S%"&*.)

Confirm Password: ssessssee

E-mail: oileen.roberts{@tn.gov

e Re-enter the password in the Confirm Confirm E-mail: oileen.roberts@tn.gov
Password field. Sacurity Question: Yhat is your favorite color

Security Answer: Fuschia

Previous Create User

® |n the first email field enter a valid email.

e Confirm the email address in the second
email field. This email will be used to
finalize your registration. You will need
to be able to access your email to
complete the registration process.

Information entered is displayed in the screen.

Black dots are displayed to mask the password

The information entered in the Security Question and Answer will
be used to reset your password should you forget it.

¢ Enter a Question of your choice in the . .
Security Question Field IMPORTANT!!! Please write down this

information. You will need it to reset a

® Enter the answer to the Security Iost/forgotten password

Question in the Security Answer field.

Do not enter the answer to the Security
Question in the Security Question field.

You will get the screen below.

| Create User

Complete
Your account is almast complete. Please click on CONTINUE to receive an email with the link to finish setting up your account.

Click

It is important to click the This allows the account setup process to start. Click Continue to
Continue button so that an email complete the process. An email will be sent to you.

will be generated to the address
you entered when registering.
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ACTION

Go to the email you entered during
registration for your Welcome email.

You should see one with the subject:
Your LEIE new membership is almost
complete!

Click on the link provided in the email to
finish registering your account.

RESULTS

Subject: Your new membership is almost complete!

Once you have visited the verification URL
you will be redirected to the login page.

Hello Jackie! Welcome aboard!
This email confirms that your account has been created.
Your new account is almost ready, but before you can login, you must first visit:

https://diddapps.tn.gov/LEIEAPP/verification.aspx?ID=d749c30b-dcf2-47fd-bc7c-
244a6cb58343

Once you have visited the verification URL you will be redirected to the login page.

If you have any problems or questions, please send an email to DIDDHelpDesk@tn.gov

Please include LEIE in the subject line.

Thank you!
LEIE Support Team
DIDD

Click on the Login Page link on the screen

You should get this information on your internet explorer screen

DIDD

ACCOUNT VERIFICATION

Your account has been created and 1s now active.

You may now go to the Login Page and use vour account credentials to login.

Thank you!

Log in screen is shown so that user can enter User Name and
Password

If you don’t complete the above process you will get the following
error message when you try to log in.

Your account has not vet been

approved.
User Name:™

Return to the email and click on the provided link. Then on the
Account Verification screen and click on the Login Page link.
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ACTION RESULTS
User is logged into application and should see a screen similar to

the one below.

10/13/2014 8:57:23 AM : PROGRESS 00001 Middle : [ Log Out ]

Enter your credentials, (User Name and
Password,)

WELCOME TO LEIE REPORTING PORTAL

The LEIE Exclusion file is updated on or about the 7th of each month on the OIG website.
C | ick Log ‘ 1] Itis in your best interest to make sure you are using the most up to date data.
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Forgot Password
ACTION RESULTS
Open internet browser Browser opens
Type https://diddapps.tn.gov/LEIEAPP/
in your browser address bar, press LEIE Home Page opens, Time and Date are displayed in the
Enter key upper right hand corner along with a link to Log in:

7/17/2014 12:42:26 PM Log In

You will get this screen

Home

Lost password?
Click Forgot Your Password?
Enter vour User Name to receive your password.

User Name:

Your security Question will be presented.

Enter User Name, click

If you enter an incorrect User Name,

you will get this message Home
We were unable to access your Identity Confirmation
information. Please try again. Answer the following question to recerve your password.
User Name:Jackie
Question:What 1s yvour favorite color

If a correct User Name is given, the

Screen refreshes and presents Identity Answer:|
Confirmation page. Submit
Identity Confirmation
Answer the following question to recerve your password.
Enter Answer to question. User Name:Jackie

Question: What 1s yvour favorite color

Click Answer: Fushial

Submit




ACTION

If you entered an incorrect answer you
will get a security message:

Your answer could not be verified. Please try again.l

Enter your correct information

Go to the email account used during
registration of the account and look for a
[Secure Email] from the LEIE system

The email will contain a temporary
password.

NOTE:

The password sent to you will be a long
one containing letters numbers and
special characters.

Go back to the Login screen for LEIE
Provider Portal. Enter your User Name

e Enter your User Name

e Copy and pass the Password
that was sent to you to the
Password field

» LEIE REPORTING PORTAL

RESULTS
If the answer is correct you will get this screen.

LEIE REPORT

Your password has been sent to you.

Check your email for the password.

Your email will look similar to the following:

According to our records, you have requested that
your password be sent to you.

Your password is &3U”A9XIQYP:+|g
Please change your password at first login

If you have any questions or trouble logging on
please email DIDDHelpDesk@tn.gov
Please include LEIE in the subject line.

Thank you!

LEIE Support Team
niND

Uzer Name:*

Pasgword:*

[ |Remember me next time.

Lost password?

User is logged into the system.
Immediately go to the change Password screen and select a
new password.

» Page 10
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Change Password
Users can change their password once they are logged into the LEIE Reporting Portal.

ACTION RESULTS

Hover over Password, then
click Change Password

Home Provider Paszsword

Change Password

WEL

Change Your Password

User Name: hats
Password:
MNew Password:
Confirm Mew Password:

Change Password Cancel

You should see this screen

Be patient it may be a few seconds before you see this screen as
the system makes the changes.

Change Password Complete

Enter your current password
Enter a new password

Confirm the new password Your password has been changed!
Click Change Password Continue
IMPORTANT: Write down your new password!!!
10/13/2014 8:31:50 AM [ Log In ]
. Continue WELCOME TO LEIE REPORTING PORTAL
Click

The LEIE Exclusion file is updated on or about the 7th of each month on the OIG website.
Itis in your best interest to make sure you are using the most up to date data.

User is taken to the home screen and can use the Log Out link to
exit the system.
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Log in to LEIE Reporting Portal

You must have an ID on the system in order to log in. Follow the steps to create a login ID above then
return to this page.

*Indicates a required field.

ACTION RESULTS
User Name is displayed

User Name:*

Enter user name in the User Pazszword:*

Name field

[ |Remember me next time.

Lost password?

User Name:*
dd01016IT
Password:*

Enter password in Password
field

+IIIII...III....llllllllll"l‘I

[ |Remember me next time.

Lost password?

Black dots are displayed when the password is entered

If the User Name and Password do not match the user will see this
. -Lu In
Click m message on the Login Screen.
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ACTION RESULTS

User Name and/or Password did not
maich.

If the User Name and Password matches the user will be logged in.
On the upper left side of screen a Provider button is displayed.

On the upper right side of the screen is displayed the date and time
as well as the provider name and provider number and region.
Next to this information is the Log Out link.

e.g. 10/13/2014 9:28:46 AM DIDD Central Office Employees
00000 Middle: [ Log Out]
See screen shot below.

10/13/2014 9:28:46 AM : DIDD Central Office Employees 00000 Middle : [ Log Out ]

Home Provider Password

WELCOME TO LEIE REPORTING PORTAL

The LEIE Exclusion file is updated on or about the 7th of each menth on the OIG website.
Itis in your best interest to make sure you are using the most up to date data.

» Page 13
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Monthly Reporting
All providers (you have a contract with DIDD) are required to report monthly whether or not there are
exclusions to report.

No Exclusion to Report

LEIE REPORT ‘ 1Y 8/11/2014 2:14:48 PM : DIDD DIDDCO M : ! Log Out

Provider

WELCOME TO LEIE REPORTING PORTAL

The Leie Exclusion file 1s updated on or about the 7th of each month on the OIG website. It 1s in your best interest to make sure you are using the most uptodate data

ACTION RESULTS

Log into the portal See previous sections for instructions.
A drop

down menu is displayed.

Home Pazsword

Hover over the Provider button on

the upper left hand side of screen. r-:: 3

Exclusion List

If you have reported for the month you will see this screen:
8/29/2014 §:19:50 AM Welcome : DIDT

Exclusion Screen Month: 201408

Click on

1D Exclusion Date/ExclusionScreenMonth
View No-Exclu 201408

on the drop down screen

If you haven’t reported for the month and the deadline is past you
will see this screen:

Exclusion Screen Month: 201409
No Records found and deadline has passed. Do you still wish to proceed with a late submission.
ADD

» Page 14
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ACTION RESULTS
You will get the Attestation page:
== 8/11/2014 2:43
ALL employess, contractors and subcontractor personnel have been screened and
Click ADD [CI There are No Exclusion

[T There are Exclusions.

The button will log you out of the system.

To Report No Exclusions for the
Month:

Click the box for
[ There are No Exclusion

Box has a check mark and the OK button is displayed

AT L employess, contractors and subcontractor personnel have been screened and
There are No Exclusion

[“] There are Exclusions.

The button is displayed

Click

Note that three fields are completed for you based on your
registration Log In information, and answer to the question on the
Attestation page.

Password

Home Provider

Date of the Exclusion Data File Used:

Date of the Exclusion Check :

Exclusion Screen Month: 201410
Exclusion Screen Source: LEIE
Agency Number: noooo

* Indicates required field
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» LEIE REPORTING PORTAL

ACTION RESULTS

Enter a date in the "Date of the

Exclusion Data File Used:" This Date of the Exclusion Data File Used: 10/9/2014
date is found on the OIG Website. Date of the Exclusion Check : 10/13/2014|
Enter two digits for the Month, two | | EXclusion Screen Month: 201410
digits for the day, and four digits Exclusion Screen Source: LEIE

for the year. Agency Number: 0oooo

Enter a date in the "Date of the

Exclusion Check:" field. This is
the date you completed the
verification process. * Indicates required field

Home Provider Password

. Submit
Click -to save the data.
CanCe| bUttOﬂ ShOU|d elthel’ gO Date of the Exclusion Data File Used: 10/9/2014
Date of the Exclusion Check : 10/13/2014
away or Change to LOgOff Exclusion Screen Month: 201410
Exclusion Screen Source: LEIE
] LD G ﬁ ) ) Agency Number- 00000
Click to exit without
Saving the data The user Wi” be Thank you for your report which was received today 10/13/2014 10:53:34 AM Central Time. Please Print this page for your records
* * Indicates required field

logged off the system.

This message indicates that the
date you entered in the Date of
Exclusion Data File Used field is
not for the current month.

The database you are using is not

Yes current, do you still want to use
Click to continue with this date?
reporting.

No Yes No
Click to go back and

correct the date.

Click Loa, Ol after submitting

the data

The user will be logged off the system.
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Exclusion to Report

ACTION RESULTS

Log into the portal See previous sections for instructions.

A drop down menu is displayed.

Hover over the Provider Home Provider Password

button on the upper left ] ) o
hand side of screen.
Exclusion List

The Leie Exclusion file 15 updated on or about the 7th of each

You should see a screen with the following information:

8/11/2014 2:43;

Click
| Provider Data

ALL employess, contractors and subcontractor personnel have been screened and
on the drop down screen [[J There are No Exclusion

[T There are Exclusions.
Click the box for ALL employess, contractors and subcontractor personnel have §

There are Exclusions) B There are No Exclusion

There are Exclusions.

[oK] [ Cancel |

The button is displayed

Click A new data entry screen is provided

Enter a date in the "Date of
the Exclusion Data File
Used:" This date is found
on the OIG Website. The first three fields are completed by the system.
Enter two digits for the
Month, two digits for the
day, and four digits for the

» Page 17
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ACTION
year.

Enter a date in the "Date of
the Exclusion Check:" field.
This is the date you
completed the
verification.

Also enter

e Exclusion Type:

Please cut and paste only

the code itself from the

OIG Exclusion website

[i.e. 1248 (b)(14)]

e Exclusion Date

e Select Par/Non-Par
from Drop Down

e Select a Radio button
for an Individual or an
Entity

e Select one radio button
for the Result of LEIE
Exclusion Check

For an Individual:
Complete these fields if
you select Individual

e National Provider
Number (NPI)if known
First Name

Middle Name

Last Name

Date of Birth

Social Security
Number

RESULTS

LEIE REPORT i
Excluzion Screen honth: 201410
Excluzion Screen Source: LEIE
Provider Number: ooooo
Date of the Excluzion Data File Used: | *
Date of the Excluzsion Check : *
Excluzion Type: *
Excluzion Diate: #
ParMNon-Par: Select ||
Individual Entitv @ Individuzl © Entity

Feesult of LEIE Exclusion Check:

Feinstatement Date:

i Y-Excluded @ Eeinstated

The middle of the screen will chang
Entity

Note: if you select Reinstated you will also need to complete the Reinstatement

Date field.

e depending on if you select Individual or

Individual

National
Provider
Identifier{INPI):

FirstName: |
MiddleNatmne:
LastName:

Date Of Birth:
SSN:
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ACTION

Complete these fields if

you select Entity

e National Provider
Identifier (NPI) if known

e Entity Name (Name of
Contractor/Company)

e Employer Identification
Number (EIN)

Complete the Address
block for either an
individual or an entity.

This is the address shown
on the OIG website for the
individual or entity that is
excluded.

Click to save,

Click to discard

the data and log off.
Nothing will be saved.

Click after you
click to enter

another Exclusion.

» Page 19

RESULTS

Entity

NWational
Provider

Identifier{INPI):

Entity Name: |
Emplover
Identification
MNumber:

Address

Addressl:

Address2-

Crty:

State: —Selact-- (=]
Zip Code: -

* Indicates Fequired Field

| Submit | | Log Off | | AddiEdit |
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Home Prowvider Password

Excluzion Screen Month:
Excluzion Screen Source:
Provider Number:

Date of the Exclusion Check -
Excluzion Type:

Excluzion Date:

ParNon-Par:

Individual Entity

Eesult of LEIE Exclusion Check:

Eeinstatement Date:

Individual

National

201410
LEIE
oooon

Date of the Exclusion Data File Used: | #

Select [v]
® Individual © Entity

% Y-Excluded © Eemnstated
#

L

Provider
IdentifierNPT):

FirzstName:

hiiddleMName:

LastName:

Date of Birth-
SEN:

Address

Addressl:

Addreas2:

City:
State:
Zip Code: -

* Indicates Fequired Field
| Submit | [ Log OF | | Add/Edit |

report Exclusions. Asterisks (*) indicate required fields

This is a sample blank screen to

» Page 20
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Once the user submits the data the screen refreshes with a message in red to print the screen for your
records.

10/13/2014 10:30:13 AM : DIDD Central Of

Home Prowvider

Excluzion Screen Month: 201410
Excluzion Screen Source: LEIE
Provider Number: 0oooo
Date of the Exclusion Datz File Used: [10/8/2014
Date of the Exclusion Check : 1001262014
Exclusion Type: 1128(b)(4}
Exclusion Diate: 12202012
Par Non Par
Il].d.l".'.ld]lﬂla-E.Iltl.t}' @ Individual © El]tl.h'
Rosult of LEIE Exclusion Chece.~~ © 1-Eociuded @ Reinstated
Feinstatement Date: [ ]
Individual
Mational
Provider
Identifier(NPI):
FirztMame: Angels

MiddleName: P

Jones

LasiName:

Date of Birth: 471225
SEN: 221451415

Address

A ddress1- B8 Buddy Lanes

Address2:

Cify: Havans

Stte
Zip Code: 32323 |-

Thank you for your report which was received today 10/13/2014 10:30:13 AM Central Time. Please Print this page for vour records
* Indicates Fequired Field

[ Submit | [[Log Off | [ AddiEdit |

To add another record, click the Add/Edit button. This will remove the data that was previously
submitted so that the user may enter another Exclusion.
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Changing What Was Reported

You can only edit data in the month the data was submitted and if the current date is less than or equal
to the 15™ day of the month. For example, if you submitted your report on September 10 and realized
that it needed to be changed on September 12, you will be able to make the change. However, if the
current date is September 16 you will not be able to change what was submitted.

Editing No Exclusions Reported
1. Loginto the LEIE Reporting system with your user ID and password
2. Click on Provider and select Provider Data. If you have already reported no exclusions for the
month, you should get this screen.

Exclusion Screen Month:
Exclusion Date ExclusionScreenMonth Ind/Entity Info
Edit No-Excln 201410

| ADD |

3. Click Edit No-Exclusion in the left column and you will get the screen with the data you
submitted.

Home Provider Password

Date of the Exclusion Data File Used: 10/9/2014

Date of the Exclusion Check : 10/13/2014
Exclusion Screen Month: 201410
Exclusion Screen Source: LEIE
Agency Number: ooooo

* Indicates required field

You can change only the first two fields on this screen.
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4. Click to send the corrected information. You will get a message to print the page for
your records.

0/19/2014 4:05:34

Home Adminstrator Provider RegionAdmin Password

Date of the Exclusion Data File Used: 9/2/2014
Date of the Exclusion Check : 8/10/2014
Exclusion Screen Month: 201409
Exclusion Screen Source: LEIE
Agency Number: 00026
[ Submit | | Cancel | [ Delete |

Thank you for vour report which was received today 9/19/2014 4:05:34 PM Central Time. Please Print this page for yvour records

5. The button logs you out the system.

Delete .
6. The button will remove the record completely from the system and allow you to
resubmit a new report with the current date.

Editing Exclusions Reported
1. Loginto the LEIE Reporting system with your user ID and password
2. Click on Provider and select Provider Data. If you have already reported Exclusions for the
month, you should get this screen.

Excluzion Screen MMonth:
Exclusion Date |ExclusionScreenMonth Ind/Entity Info
Edit Exclu 201410 Angela Jones
&ID=12 = 321451415

[ADD |

3. Click Edit Exclu&ID=xx link in the left column and you will get the screen with the data you
submitted
4. The only fields on the screen presented that you may not change are
a. Exclusion Screen Month;
b. Exclusion Screen Source;
c. Provider Number; and
d. Individual/Entity selection
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Home Prowvider Password

Excluzion Screen Month: 201410
Excluzion Screen Source: LEIE
Provider Mumber: 0oooo
Diate of the Exclusion Diata File Used: 10082014
Date of the Excluzion Check - 10132014
Excluzion Type: 1128(b)(4)
Excluzsion Diate: 12/2002012
Par Non Par
Individuzl Entitv @ Tndividual Elltl.t}'
Result of LEIE Exclusion Checl: L oxcluded © Reinstated
Feinstatement Date: |:|
Individual
Mational
Provider
Identifier(NPT):
Firstiame: Angela

MiddlelName: F

Jones

LastName:

Date of Birth: 471985

S5 321451415
Address

A derass]- 88 Buddy Lane
Addressl:

City: Havana
State:
Zip Code: 32322 -

* Indicates Required Field
| Submit | [ Log OF | [ Add/Edit | | Delete |
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5. If the date you are doing the editing is after the 15" of the month, you will not be allowed to
save any changes.

6. The button will allow you to re-submit your data, but only prior to the monthly cutoff
date (15

7. The button will undo any changes and log you out of the system

8. The button will remove submitted data from the screen with the exception of
a. Exclusion Screen Month
b. Exclusion Screen Source
c. Provider Number

The user can then add another record if necessary.

allow you to enter a new record.

will erase the data on the screen from the database and return you to this screen to

Exclusion Screen Month:
No Records found and deadline has passed. Do vou still wish to proceed with a late submission.

ADD
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Reports

Provider History View
The LEIE Portal will allow Providers to see the information that has been submitted previously to DIDD in
summary format.

1. Loginto the LEIE Reporting system with your user ID and password
2. Click on Provider and select Exclusion List.

Provider Region!

Provider Data

Exclusion List

3. You should get a list of items under the following headings if you have reported previously. If
nothing is shown, contact DIDDHelpDEsk@tn.gov and request to have previously submitted data
added. Include your provider number in the email.

-é _ Agen Date Of Exclusion Check |Screen Month | Reason of Exclusion | Ind/Entity Info
| | | |

Fa¥a¥u¥a¥ul |T\TI'\I"|.("1 1 e 5 1 N L VLY.L LY.L LY.

If there were No Exclusions reported the last three columns will be blank.
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What to do if you are not able to log in

Users who are not able to log in can contact their Regional Office directly or the DIDD Help Desk.

1. Contact Regional Office
Regional Contacts are:

East

® Janet Kinley, Janet.Kinley@tn.gov, 423-787-6495

® Tammy Green, Tammy.R.Green@tn.gov, 423-787-7491
Middle

e  Crissonya Phillips, Crissonya.Phillips@tn.gov, 615-231-5092

® Michael Ledbetter, Michael.Ledbetter@tn.gov, 615-231-5173
West

¢ Monda Qualls, Monda.Qualls@tn.gov, 731-421-5175

2. Email DIDD Help Desk
If the Provider chooses to contact the DIDD Help Desk the following information should be provided on
the email.

® LEIE in the subject line

® Include Provider Number, User Name in the body of the email
e Email what the problem is

® Include a telephone number for a call back

Send this information via email to DIDDHelpDesk@tn.gov.
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What to do if you need to delete a User Name
Providers may contact their Regional Office directly or the DIDD Help Desk.

1. Contact Regional Office
If the Provider chooses to contact their Regional Office the following information should be provided.

e LEIE in the subject line

® Include Provider Number, User Name in the body of the email
e User ID that must be deleted

® Include a telephone number for a call back

Regional Contacts are:

East

* Janet Kinley, Janet.Kinley@tn.gov, 423-787-6495

® Tammy Green, Tammy.R.Green@tn.gov, 423-787-7491
Middle

e  Crissonya Phillips, Crissonya.Phillips@tn.gov, 615-231-5092

® Michael Ledbetter, Michael.Ledbetter@tn.gov, 615-231-5173
West

e Monda Qualls, Monda.Qualls@tn.gov, 731-421-5175

2. Email DIDD Help Desk
If the Provider chooses to contact the DIDD Help Desk directly, the following information must be
included in the email.

® LEIE in the subject line

® Include Provider Number in the body of the email
e User ID that must be deleted

® Include a telephone number for a call back

Send this information via email to DIDDHelpDesk@tn.gov.
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GLOSSARY
Abbreviations

Abbreviation Explanation

DIDD Department of Intellectual and Developmental Disabilities

EIN Employer Identification Number. Entities will have an EIN. The formation will be 12-
3456789.

ID Identification, this is usually used with the words Log in, as in Log in ID. The ID is

created when you first register on the system and is used in conjunction with a
password to gain access to the application. For LEIE the ID will be referred to as a

User Name.

LEIE List of Excluded Individuals and Entities

NPI National Provider Identifier. This is a 10-digit number with no spaces or special
characters. An Individual or an Entity may have a National Provider Identifier.

(0][¢] Office of Inspector General

SSN Social Security Number. Only Individuals will have a SSN. The format is 123-45-6789.

Companies will have an Employer Identification Number (EIN).
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Error Messages

Error Message in LEIE Portal
Addressl is Required!
Agency already has 2 registered users!

Agency Number is required.
City is Required!

Confirm Password is Required

Date of Birth is Required!
Date of Exclusion is Required!

» LEIE REPORTING PORTAL

Explanation

There are two lines for address. The first line is required,
the second line is optional. Enter an address in the first
address field.

Only two user IDs are allowed on the system for your
agency.

Enter your Agency Number

The address is not complete without a City. Enter your
city.

During the registration process you will need to enter a
password. Passwords must be 8 or more characters and
must contain a special (!@#5$%&*) characters and at
least one number. You must enter it the second time in
the Confirm Password field.

Enter the individual’s date of birth.

If reporting an Exclusion please enter the date found on
the OIG website for the individual or entity you are
reporting on.

Date of Exclusion Check is Required!

This is the date you performed the check.

Date of Exclusion Data File Used is Required!

Enter the updated date of the OIG file. This date can be
found on the OIG web site here:
http://oig.hhs.gov/exclusions/exclusions list.asp

EIN is Required!

The Employer Identification Number is required.

Email is Required

The LEIE system uses an email address to assist you with
registering and also with recovering or changing your
password. Please enter your email address.

Entity Name is Required!

For entities, a company (entity) name is required.

First Name is Required!

For individuals, a first name is required.

Invalid AgencyID and/or Region.

Select the Region from the drop down list and also enter
your agency number

Last Name is Required!

For individuals, a last name is required.

Password is required

On the log in screen or when registering for the first

time, enter your password before clicking the

Phone Number is Required

Enter your telephone number in the following format:
651-391-9800

Please enter a valid ZipCode!

A zip code must be entered.

Please enter Date of Exclusion in
MM/DD/YYYY format!

The date format for Date of exclusion must be entered
as MM/DD/YYYY, e.g. 09/09/2014

Please select an option for Exclusions!

You must check a box before you submit your report.
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Error Message in LEIE Portal

Explanation

Click on the pop up error screen and make a

selection on the Attestation page.

Please select Result of LEIE Exclusion Check!

Please select State!
Reason for Exclusion is Required!

Required Fields

Security answer is required

Security question is required

SSN is Required!

Thank you for your report which was
received today 9/22/2014 3:06:25 PM
Central Time. Please Print this page for your
records

The database you are using is not current;
do you still want to use this date?

Select one of the three radio buttons: Excluded, Not
Excluded, Reinstated. If Reinstated is selected you will
also need to enter a reinstatement date in the field
below the selected radio button.

Select the state from the drop down field.

Information was not included in this field. You can find
this information on the OIG web site.

Fields that are required are marked with an (*). You will
not be allowed to proceed until these fields are
completed.

The answer to the security question must be entered in
this field. Please write down your security question and
the answer that you typed. You will need it to recover
your password.

A question of your choice must be entered in this field.
It cannot be blank.

For individuals, please enter the social security number.
Message displayed when a report is submitted to DIDD.
Print this page for your records.

The data entered in the Date of Exclusion Data File Used
field is not the most current. Check the date again at the
OIG website here
http://oig.hhs.gov/exclusions/exclusions_list.asp

User Name Required or
User Name is Required

User Name: *

We were unable to access your information.
Please try again

Your answer could not be verified. Please try
again

On the log in screen or when registering for the first
time, enter your User Name and Password before

[ Log In ]or|§ Create User E'buttons

clicking the
An (*) asterisk beside a field indicate a required field.
The User Name you entered cannot be verified, re-enter
your User Name.

The answer to the security question could not be

Submit
verified. Reenter the answer and click
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OIG Web Site

The online searchable database can be found here: http://exclusions.oig.hhs.gov

The OIG Website Reference information can be found here: http://oig.hhs.gov/fags/exclusions-fag.asp

The Exclusion List is updated monthly. The date the website is updated, which is the date that should be
reported to DIDD each month can be found here: http://oig.hhs.gov/exclusions/exclusions_list.asp

Instructions and infarmation About the LEIE Files.

Below files updated: 09-09-2014

LEIE Database

This screen shows the date for September 15, 2014 reporting. When reporting in September 2014 you
would report the Exclusion Data File Used date as 09/09/2014.
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