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STATUTORY REGULATIONS SUMMARY 
 
 
All Service Providers are required to comply with vendorization requirements established in the Welfare & 
Institutions Code, Section 4648.12 and California Code of Regulations (CCR), Title 17, Section 54311, 
including other requirements established in the regulations regarding the Service Provider’s eligibility to 
provide services. 
 
Every existing Service Provider, applicant, or prospective vendor must complete and submit a current 
Applicant/Vendor Disclosure Statement, DS1891 Form (disclosure statement) as part of a complete 
application packet for vendorization or upon request of the vendoring Regional Center. This requirement 
applies to all Service Providers, including vendored individuals or family member vendors, who currently 
have an active vendor number with the Regional Center. 
 
The purpose of the DS1891 form is to identify Service Providers, applicants, and prospective vendors that 
may be ineligible for vendorization because the Service Provider has been convicted of a crime related to 
the Medicare, Medicaid or Title XX programs or has been convicted of abuse or neglect of an elder, 
dependent adult, or child. 
 
An applicant or vendor entity must provide an original, signed DS1891 Form to the Regional Center for 
each program that is separately vendored by the Regional Center.  In some cases, applicants, vendor 
entities, or Service Providers may need to complete several DS1891 forms for the Regional Center. 
Periodically, Regional Centers may request the Service Providers to update the DS1891. 
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PORTAL OVERVIEW 
 
 
The CA Regional Center system has created a secure, web-based portal to address California Regional 
Center requirements to screen vendors for eligibility to provide Medicaid Services (California Welfare & 
Institutional Code, Section 4648.12) in conjunction with the Provider Vendorization Process and 
submission of the Applicant/Vendor Disclosure Statement (DS1891).  
 
All Regional Center Service Providers will have Internet access to the CA Portal system by registering 
online with OIG Compliance NOW, LLC (“OIG/CN”).  
 
Using the CA Portal, Service Providers will complete electronic versions of their DS1891 forms. All 
DS1891 form data will be accessible to the Service Provider's vendoring Regional Center. Therefore, no 
paper forms need to be submitted when using the CA Portal. 
 
In addition, OIG/CN will automatically screen all individual and entity names listed on the DS1891 form to 
determine if any party is ineligible for vendorization due to conviction of a crime related to the Medicare, 
Medicaid or Title XX programs or conviction of abuse or neglect of an elder, dependent adult, or child. 
 
This user guide contains instructions for CA Regional Center Service Providers on how to complete the 
online registration process, including for Service Providers with multiple vendor numbers (See Working 
with Multiple Vendor Numbers starting on page 25), login to the system, complete all required 
DS1891 forms, and access screening reports.  
 
For assistance at any time, please contact OIG Compliance NOW: 
 
Ms. Tia Lee Allen, VP Operations 
OIG Compliance Now, LLC 
49 Court Street, Suite 130 
Binghamton, NY 13901 
Phone: 866-237-7711 or 607-240-2400 
Fax: 607-722-1877 
Email: info@oigcompliancenow.com 
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PORTAL ADMINISTRATOR 
 
The Portal Administrator will be the designated single point of contact from the Service Provider to the 
Regional Center and to the OIG/CN investigators that are conducting the exclusion checks. 
 
The Portal Administrator will complete the Portal Registration process (see page 6). 
 
On the Update Company Profile page of the Portal, the Administrator's information should be listed in 
the CONTACT INFORMATION section, as follows: 
 

 

 
 
 
There will be one Portal Administrator for every Service Provider Portal Account. Service Providers 
with multiple vendor numbers may be able to access multiple DS forms using a single account, 
subject to the rules of the Regional Center. Please contact the Regional Center for more details. 
 
**Both the Regional Center and OIG/CN need to be notified IMMEDIATELY upon any change in 
the Service Provider's Portal Administrator other contact information. 
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PORTAL REGISTRATION 
 
Registration is the first step to accessing the Portal. This process occurs only ONCE. 
 
To register, access the portal by going to http://www.sanctionscreeningnow.com  
 
Click on the orange REGISTER button in the upper right corner of the HOME page. 
 
 

 
 
 
 
On the Registration page, complete the form template, as follows: 
 

 Select "CA Regional Center Vendor" as the Type of Business from the drop down menu 
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 Enter the Vendor Number that was provided to you by your Regional Center, and click 
Continue:  

 

 
 
 
 

FOR PORTAL REGISTRATION USING PASSWORD: 
 
 

 Enter the Password for the Portal Administrator that was provided to you by the Regional 
Center: 

 

 
 

 You will be required to enter and confirm your email address if it is not already stored in the 
portal. Then press the CONTINUE button. 
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 You will see the message below if you have registered successfully. Press the OK button to be 
taken to your portal so that you can update your DS1891 form(s). 

 

 
 
 

 Once inside the portal, you will be required to AGREE with the Regional Center's Privacy 
Policy: 
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 You will be taken to the Company Profile page where you will update your company 
information   

 

 
 
 

 Some Portal accounts will be pre-populated with Company Profile and DS1891 form data. If 
this occurs, please review all information and make any corrections/additions. You will NOT 
be allowed to make changes to your vendor number or service codes; please contact 
the Regional Center for assistance.  

 
**Any changes to Company Profile information must also be communicated DIRECTLY 
to the Regional Center.
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PORTAL LOGIN 
 
After you have completed the Registration process, you will use the Client Access Login page to 
enter the Portal.  
 

http://www.sanctionscreeningnow.com 
 
 

 
 
 
The Portal Administrator will be the first person to login to the Portal during the Registration process.  
 
The Portal Administrator can add other users after accessing the Portal. A separate email address and 
password will be required to set up each user account. 
 
 

 
 
Enter the email address and password and click on SUBMIT button to login to the system. 
 
Each time you login to the Portal, it will be necessary to review and approve the Regional Center's 
privacy policy, as on the next page. You must select AGREE in order to access the system. If you do not 
agree or have questions about the Policy, please notify your Regional Center. 
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When logging in for the first time, if you have only one vendor number, the following HOME page will 
be displayed: 
 

 

 
 
 
The gray bar on the left indicates the options available in the Portal to the Service Provider. 
 
If you have multiple vendor numbers, see the section entitled "Working with Multiple Vendor 
Numbers". 
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UPDATE COMPANY PROFILE 
 
Use the UPDATE COMPANY PROFILE link to change company information: 
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USER MANAGEMENT 
 
To add a new user, simply complete the fields in the grid.  The "Report Requester" is the name of the 
user that will be listed on the screening report.  To designate a user as a “Report Requester”, check the 
box next to “Account Access” at the bottom of the form.  A Service Provider can only have one user with 
Report Requester access at a time.   
 

 

 
 



 

CA Portal Instructions - User Guide for Service Providers OIG Compliance NOW, LLCwww.sanctionscreeningnow.com   

14 
 

COMPLETE DS1891 FORM 
 
The link for DS1891 is the main link in the system for the Service Provider. This link will take the user to 
an electronic version of the DS1891 form. 
 
This form must be completed or updated as follows: 
 

 Initially upon Registration in the Portal 

 To self-report when Service Provider determines that there are changes to the information 
previously shown on the DS1891 form  

 When the Regional Center requests that updates to the DS1891 form be submitted 
 
 
During the initial Registration and Login process, the Service Provider will need to review the form that is 
displayed in the Portal and make any necessary corrections to its contents. 
 

 
 
 
SELECT LANGUAGE 
To view the Spanish version of the DS1891 form, select the radio button for SPANISH. When the Spanish 
version is selected, the PDF of the saved form will be generated in Spanish. 
 
REASON FOR FORM COMPLETION 
When making changes to the DS1891 form, the Service Provider will either initiate (self-report) changes 
to the DS1891 form, called a VENDOR UPDATE, or the Service Provider will be asked by the Regional 
Center to conduct a review of the DS1891 form, called an RC REVIEW. One of these two options must 
be selected prior to submitting the form. You can hover your cursor over the two radio buttons to review 
the definitions of the reasons. 
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PART 1. SECTION A 

The Service Provider must complete this section to indicate the vendor name, business address and 
phone number. **Changes to Vendor Number and Service Codes must be made by the Regional Center. 

 
 

PART 1. SECTIONS B, C AND D 
 
These sections also need to be completed. If you enter a First and Last Name, then the SSN and DOB 
fields are required to be completed. If you enter a Business Name, then the form will ask for the TIN/EIN 
to be completed. 
 

 
 
OR: 
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PART 1. SECTION E 
This section must be completed before the form can be submitted: 
 

 
 
PART 2. 
In this section, the Service Provider must disclose the names of individuals and/or entities that have 
ownership and managing interests in the Service Provider organization. All names will be screened by 
OIG/CN to determine if any sanctions are present. Additional rows can be added to each section, as 
required, by clicking the blue button labeled ADD 3 MORE ROWS. 
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NOTE:  Leave sections 3 and 4 blank if there are no names to enter.  Do not enter N/A, Not 
Applicable or any other text as the system will interpret any text as a name and will try to 
screen it. 
 
PART 3. 
If the Service Provider is aware of any excluded parties that are associated with the organization, this 
information must be entered in Part 3.  
 

 
 
PART 4. 
This section must be completed to list any Subcontractors that have ownership or controlling interest 
(5% or more) in the Service Provider. Additional rows can be added, as required. 
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ACKNOWLEDGEMENT 
The final section of the form requires the Service Provider to acknowledge that all provided information is 
true and accurate, and that the Authorized Representative is signing the document electronically which 
has the same authority as a “wet” signature. Additional terms and conditions are outlined below the 
Acknowledgement section. When all information has been completed, the Service Provider should check 
the box to certify that all information is true and accurate, and then click on the blue SAVE CHANGES 
button at the bottom of the form. If any errors/omissions are present, an error message will be displayed 
asking for corrections to be made. 
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At the top of the form is a button called VIEW ARCHIVED. When selected, the form will display a pop 
up window that displays all previously completed versions of the form, completed either by the 
Service Provider or the Regional Center on behalf of the Service Provider. The name of the user that 
completed the form will be displayed along with the date and time of completion. 
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NAME SCREENING & INVESTIGATION 
 
The purpose of completing the DS1891 form is to identify Service Providers, applicants, and prospective 
vendors that may be ineligible for vendorization because the Service Provider has been convicted of a 
crime related to the Medicare, Medicaid or Title XX programs or has been convicted of abuse or neglect 
of an elder, dependent adult, or child. 
 
After the Service Provider completes the DS1891 form and clicks the SUBMIT button, all names (both 
individuals and entities) will be collected electronically from the form and screened by OIG/CN to identify 
excluded parties.  
 
Since screening is based on name information, and there are many common names in existence (e.g. 
John Smith) there will be situations where one or more of the names on the DS1891 form produces a 
"match" to the name of an excluded person. In these cases, the OIG/CN investigators will use other 
information such as Social Security Number and Date of Birth to determine whether the name match is a 
true match to an excluded party or is a "false match". 
 
There may be situations where additional information is required in order to investigate a name match. 
OIG/CN investigators will contact the Portal Administrator of the Service Provider to discuss the situation 
and ask for assistance with their investigations of any name matches.  
 
For any "matches" that are confirmed to be excluded parties, OIG/CN will prepare and submit a separate 
written report to the Portal Administrator and will also notify the corresponding Regional Center. 
 
The Regional Centers request that Service Providers assist OIG/CN with their investigations. If the 
OIG/CN investigators are unable to determine the validity of a name match, they will notify the Regional 
Center of a possible excluded party. If existing vendored individuals, Service Providers, and entities are 
found to be an “Excluded Individual or Entity”, CCR Title 17, Section 5, requires Regional Centers to 
notify the Service Providers and provide vendored individuals, entities, and Service Providers up to thirty 
(30) days to resolve the issue before their vendorization is terminated by the Regional Center.  
 
For questions regarding the screening and investigation process, please contact OIG Compliance NOW 
using the information below: 
 

Ms. Tia Lee Allen, VP Operations 
OIG Compliance Now, LLC 
49 Court Street, Suite 130 
Binghamton, NY 13901 
Phone: 866-237-7711 or 607-240-2400 
Fax: 607-722-1877 
Email: info@oigcompliancenow.com 
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SEARCH/DOWNLOAD SCREENING REPORTS 
 
Once all name information from each DS1891 form is screened and all name matches have been 
resolved, a screening summary report is generated and stored in the Portal. 
 
The SEARCH & DOWNLOAD REPORTS link will allow the Service Provider to access and download the 
most recent screening report that has been created for the account.  
 
 

 
 
 

 
 
To see the most recent screening report, click the blue button entitled LOAD LATEST 10 REPORTS.  
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The report will appear below the search table, as follows: 
 

 
 
If you click on the # of records screened, you will see the names that were collected from the DS form 
and screened. If names appear more than once in different sections of the DS form, they will appear 
multiple times in the list. 
 

 
 
 
If you click on the PDF icon, the system will download a copy of the completed screening report: 
 
 

 
 
 
The screening report will list the Vendor# at the top of the report, along with screening statistics for the 
number of names screened. The report also shows the list submission date and time, the report date and 
time, and the last update for the OIG LEIE list that was loaded into our screening database. 
 
The Excluded Names section indicates if there were any excluded parties identified during the screening 
process.  
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FAQ/HELP 
 
 
For help, the Service Provider can review and download the documents/instructions for completing 
the DS1891 form on the HOME page.  
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WORKING WITH MULTIPLE VENDOR 
NUMBERS 
 
 
Special accommodations have been made to the Portal for Service Providers that have more than 
one vendor number, for the following reasons: 
 

 These Service Providers are using the same contact information for many of their vendor 
numbers 

 Changes to account information will need to be copied across multiple DS1891 forms 

 These Service Providers will likely prefer to use one email address and password to access 
DS1891 forms in the Portal. 

 
For these reasons, the Portal offers different functionality which will be outlined in the next section. 
 
For reference purposes, we will refer to these Service Providers as "Super Vendors". 
 
 
REGISTRATION 
The Regional Center will determine how vendor numbers will be linked in the portal. In many cases, 
vendor numbers will be linked by tax ID. For example, if you have four vendor numbers that are 
associated with two different tax IDs, you will be asked to set up two portal accounts with separate email 
addresses and passwords.  
 
Your Regional Center will select the vendor number and password combination that will be used for 
registration of each of your accounts, and will communicate this information to you prior to registration. 
Entering this combination during registration will link the vendor numbers into a single account. If you are 
required to have two separate accounts due to linking of vendor numbers by tax ID, you will receive two 
combinations of vendor number and password for your registration process. 
 
Super Vendors will complete the same registration process as a regular Service Provider, so please see 
that section of the manual for more details. 
 
 
SERVICE PROVIDER LOGIN TO PORTAL 
After registration, you will use the email address and password created during Registration to login to the 
Portal using the orange LOGIN button at www.sanctionscreeningnow.com. The Super Vendor will use the 
same login page as a regular Service Provider. During login, the user will be asked to agree with the 
Privacy Policy for the Regional Center. 
 

http://www.sanctionscreeningnow.com/
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MANAGING MULTIPLE VENDOR NUMBERS 
 
 
When logging in to the system, the Super Vendor will see the following HOME page: 
 

 
 

 
The table on the HOME page will list all Vendor Numbers that are associated with the Super Vendor 
account. If you do not see some of your vendor numbers listed, please contact the Regional Center for 
assistance. 
 
Clicking on the link for DS1891 will also display the table shown above. 
 
Using the links in the table, the user can edit and print all DS1891 forms, as well as access the latest 
screening report for each vendor number (PDF icons will appear in the REPORT column when the 
reports are ready).  
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Clicking on the EDIT DS link will take the Super Vendor to the form template for that DS form: 
 

 
 
Once changes to the form have been made, the Super Vendor should click on the SAVE CHANGES 
button at the top of the screen: 
 
*NOTE: You must check the box in the ACKNOWLEDGEMENT section before saving. 
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A page will then appear with a button to view the changed DS1891 form: 
 

 

 
 
 
You must click on the edit link for EACH form and save changes for that form, so that the 
information is submitted for sanction screening. 
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If the Super Vendor would like to copy and replace ALL FIELDS across all DS1891 forms in the 
Super Vendor account (except for Vendor# and Service Codes), then click the COPY button at the 
top of the form: 
 
 

 
 

 
If you have not saved changes prior to pressing the COPY button, the following message will appear, 
asking you to save the changes prior to the COPY process: 
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After successful copying, the following message will appear: 
 

 
 
 
After using the COPY feature, you MUST click on the edit link for each form and save changes for 
that form, so that the name information is submitted for sanction screening. 
 
You can select the red link to return to the list of vendor numbers on the HOME page: 
 
 

 
 
 
Pressing the PRINT DS link will open a PDF of the completed DS1891 form, including the instruction 
pages. The form can then be printed by the Super Vendor. 
 
Pressing the PDF icon of any vendor completed report in the REPORT column will open the PDF of 
the most recent sanction screening report for that vendor number: 
 

 
 

Update Company Profile and User Management 
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SEARCH & DOWNLOAD REPORTS 
 
Each time changes are made to a vendor DS1891 form, all individual and entity names from that form are 
electronically pulled into a data file and sent to OIG/CN for sanction screening. 
 
For ease of use, reports can be downloaded from the HOME page once they are completed: 
 
 

 
 
 
 
 

The Super Vendor portal has the same 
functionality for the UPDATE COMPANY 
PROFILE and USER MANAGEMENT 
links. Please see those sections of the 
manual for more details. 
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Using the SEARCH & DOWNLOAD REPORTS link, the Super Vendor can see the status of all 
screening reports by doing the following: 
 

1. Press the RESET button to remove the date range 
 

2. Press the button for LOAD LATEST 10 REPORTS 
 

 

 
 
Also, if the number of records is clicked in the table - in this example there are 4 records - a text box 
will appear that shows what names are being screened from the DS1981 form: 
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The STATUS column indicates if the screening is “In-progress” or “Completed”.  Once completed, an 
icon will be displayed in the PDF column.  
 
 

 
 

 
 

 
 
Reports can be downloaded individually or as a group by checking the box at the left of the row and 
clicking the DOWNLOAD SELECTED REPORTS button. Multiple reports will be downloaded as a ZIP file 
and can then be printed and/or filed internally. 
 
OIG/CN will work directly with the Super Vendor to conduct all investigation activities for name matches 
that appear during the screening process. 
 
All confirmed/validated exclusions will be reported to the Super Vendor in a separate written report.  
 
OIG/CN will also notify the Regional Center of confirmed and potential exclusions and direct them to 
contact the Super Vendor for more information. 
 
You are NOT required to send copies of your DS forms or reports to the Regional Center; the 
Center can access all this information inside the portal. 
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FAQ/HELP 
 
The FAQ/HELP link directs the Super Vendor to the instructions on the HOME page: 
 
 

 
 
 
LOGOUT 
 
Clicking on the Logout link causes the system to log off the Super Vendor from the portal, and returns 
the user to the LOGIN page. 
 
 

 
 

 
 
FORGOT PASSWORD 
 
If you forget your password, click on the FORGOT PASSWORD button. You will be asked to enter your 
email address and then click SUBMIT. An email will be sent to that email account with instructions on how 
to retrieve your password. 
 



 

CA Portal Instructions - User Guide for Service Providers OIG Compliance NOW, LLCwww.sanctionscreeningnow.com   

35 
 

RESET PASSWORD 
 
If you want to reset your password, click on the RESET PASSWORD button. You will be asked to enter 
your email address and then click on the SUBMIT button. An email will be sent to that email account with 
instructions on how to reset your password. 


