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HHS Portal Account Registration & Maintenance 
Welcome to the secure, easy-to-use portal that allows you to access and request or modify access to multiple state 
applications from one site! The portal is available 24 hours a day, 7 days a week from any computer, tablet or 
smartphone! Just follow these simple steps to setup your portal account. 

HHS Portal Registration 
Setting up the HHS Enterprise Portal is the first step in gaining access to the Prevention and Early Intervention Reporting 
System or PEIRS. After you register in the HHS portal, you will need to take additional steps to request access to the 
PEIRS tool. These instructions assume that your organization has already been registered with HHSC as a partner 
organization. If you are unsure of this, contact your supervisor.  

1. Access the portal at: https://hhsportal.hhs.state.tx.us/.  
2. For the latest information about registering for a portal account, getting access to an application, or managing your 

account, click the Portal Web Help link at the bottom of the page and search or select your option from tiles. 

 
3. When the home page displays, select Register. 

 
4. Select a user type.  

a. You may click the question mark on the screen if you are unsure about your user type. 
b. If you work for an external organization, select I’m an Employee of an External Partner Organization. 
c. Add your agency or organization’s EIN in the fields provided, then select Next. If you do not know the EIN, 

click the link titled Search Partner Organization. 
d. If you receive an error message about the EIN ID, please contact HHSC at HomeVisiting@hhsc.state.tx.us.  

https://hhsportal.hhs.state.tx.us/
mailto:HomeVisiting@hhsc.state.tx.us
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5. Fill out your profile details. Read the rules for picking a username before choosing your username. Fields marked 
with asterisks are required. Select Next. 

 
 

6. The request must go through the approval process, which may take from one to ten days. After it is approved, you 
will receive an email with a link to the portal, your username, and a temporary password. Click on the link to the 
portal and add your username and temporary password in the fields provided, then select Sign In. 

7. Read the Acceptable Use Agreement, then check the box beside the confirmation agreement. This box will not be 
enabled until you have finished scrolling through the document. Entering your name in the fields provided acts as 
your electronic signature. Select Next. 
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8. Read the password rules, then enter your new password in the fields provided. The red x’s in the list of password 
rules will turn green as you are typing your password, showing that you are adhering to the rules. Select Next. 
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9. Finally, choose three different security questions and enter answers for them. These questions will be used to 
retrieve your username and/or password if needed. Select Next to complete your registration. You will be directed 
to your My Profile page to make changes to your profile data if desired. 
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Manage Account Profile 
1. Sign in to the portal and select My Profile. 

 
 

2. To change your password or security questions, select the links at the top of the My Profile page. 
3. You can add, remove, or modify data in fields that have been enabled. Click Submit when you have completed your 

changes. Contact your Supervisor to change data in disabled fields. 
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Forgot Username/Password 
The HHS Enterprise Portal has some features that allow you to recover your username or password. If you forget them, 
go back to the sign in section at the HHS Portal. 

1. Select Forgot Username? or Forgot Password? on the portal Welcome page. 

 

Forgot Username 
1. Enter the email assigned to your account and select Next. 

 
2. Enter answers to the security questions and select Next. 
3. The portal will display your username. 

Forgot Password 
1. Enter your portal username and select Next. 

 
2. You will receive an email with a temporary password.  
3. Sign in to the portal with the temporary password to change your password. 
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Request Access to the PEI Application 
After you have registered and your HHS Portal account is approved, you may request access to portal applications.  You 
are required to pass a background check before being granted access to the PEI application. 

My Applications 
1. Access the HHS Portal at: https://hhsportal.hhs.state.tx.us/iam/portal. 
2. Enter your Username and Password, and select Sign In. 

 
3. At the portal Home Page, you can review My Access and My Applications in the left column. The main section 

provides updates under My Notifications. The user in this example already has access to some applications under 
My Applications. 

4. Select Manage Access to request access to additional applications.

 

https://hhsportal.hhs.state.tx.us/iam/portal
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Request Access 
1. To find the PEI application, type PEI in the search box, or scroll through the list. 
2. Select PEI by checking the check box next to the name. After you have made your selection, click Next.
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3. A caution symbol in the Status column indicates a requirement before submitting the order. In this example, the 
user needs to provide some information. Click the Information Required link. 

 

Submit Your Order 
1. Enter your Name, Date of Birth, and Identification Type. The selection for "Do you have an SSN" is set to Yes. This is 

why the Identification Type field = SSN. If you select No, the Identification Type field clears and you have to select 
from a list of the following options: Canadian SIN, Driver's License, Military ID, Passport, Permanent Residency Card, 
State Photo ID. In the Comments section, please be sure to indicate the level of access you are requesting. Refer to 
your PEIRS manual for the different access levels. 
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2. Enter the required information and click Next. 

 
 

3. A checkmark in a green circle indicates that the Status is ready to submit. 
4. Read the agreement and check the box indicating that the request is true and necessary. Click Submit Order. 
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5. After your order is submitted, you will receive a Confirmation notice along with a confirmation number. 

 
6. After requesting access to PEI, the web service will check if you have a cleared background check for the contract. If 

your account does not exist in the data base, or for some reason does not have a background check for the contract, 
a background check will be initiated by the system and you will receive a ‘Subject Submitted Background Check 
Request’ email. This allows you to submit your own background check. You should check every 6 hours until the 
background check results are returned so you can complete PEI registration once the background check service 
returns cleared. There are certain situations where the request will fail and the PEI approver or supervisor will need 
to either submit the background check for you or send the ‘Subject Submitted Background Check Request’ email to 
you. You would then re-request PEI access once the background checks have returned as cleared. 
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Accessing the Application 
1. When you return to the Home page, your notifications will inform you that your request is awaiting supervisor 

approval.  

 
 

2. When your access is approved, you will receive an email stating that access has been granted. A similar notice will 
appear under My Notifications.  You will see the PEI application under My Applications. 

3. Click PEI to start using it. 
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