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Provider Portal Instructions for Caregivers 
 
GRO caregivers are required to certify online via the Provider Portal that they have read the 

Attachment A document. The notification of an Attachment A requiring a response from a 

caregiver is sent via email from dfpsattachmentaverification@dfps.texas.gov. After the initial 

notification to caregiver of an Attachment A needing certification, there will be up to four 

reminder messages sent if the document has a status of Acknowledgment Pending. 

Use the Chrome browser, recommended for best user experience. Below are instructions to 

assist caregivers with successfully completing this process. 

1. Click on the hyperlink (Click here) in your email notification to navigate to the DFPS Provider 

Portal to view the Attachment A document. 

 

 
 

2. Click the Login button. 

 

 

mailto:dfpsattachmentaverification@dfps.texas.gov
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3. Enter your Username and Password for the Provider Portal then click the Sign In button. If 

you forget you Username or Password, you may retrieve or reset them from this screen. 

 

 

 

The Provider Portal will open to the Children Details tab and display the name of the child who 

has an Attachment A awaiting your review. 

4. Click on the View Documents button. 
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5. Review the Document Status column to identify the record with the description of 

Acknowledgement Pending then click on View Document to the right of the description. 

 

 
 

6. Scroll down using the dark grey bar on the right side of the page to read the entire 

document.  

 

 
 

7. Click on Mark Document as Reviewed document once you have read the entire document. 
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8. Click the Ok button in the pop-up screen if you have read the entire document. Otherwise, 

click the Cancel button. 

 

 
 

9. Click the Certify Document button to begin finalizing the certification of the Attachment A 

process. 

 

 
 

10. Click the Certify button if you are ready to certify the document. Otherwise, click Cancel. 

 

 

 

11. Click the Close button. 
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12. Confirm the status has been updated to Acknowledged. 

 

 

Below are the Document Status and the definition. 

Document Status What it means to a caregiver 

Acknowledgment Pending The document requires the caregivers review 
immediately. Caregiver action required. 

Acknowledged This document is already acknowledged. No caregiver 
action required. 

Expired A newer version of an Attachment A document was 
forwarded to the caregiver before the caregiver certified 
this document. No caregiver action required. 

 

 

 

 

 


