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HOW TO:

ENROLL PATIENTS AND  
VIEW GRANT DETAILS
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This portal guide will take you through the steps to enroll a new patient in the portal and  

access their grant details, such as their grant balance, patient ID, and eligibility dates. 

How to enroll a new patient 

Please note: before you enroll a patient, you will need the patient’s demographic information 

including their social security number, address, contact information, insurance, diagnosis, 

medication, household income and size, and physician information.

 

  Log in to your provider or pharmacy portal account. 

NOTE: It’s important that each user has individual login information. To keep  

your information as secure as possible, you should avoid sharing access to  

your account.  
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After logging in, you will always arrive at the “Patient Dashboard.” 

Click on the “Enroll New Patient” button in the upper right-hand corner  

of the screen.
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  Next, type the appropriate disease state or medication name depending on your   

  search criteria and click search to find the right program.

NOTE: You should check the PAN website to make sure the diagnosis 

code or disease subtype is covered under the specific disease fund. 

Just go to the Find a Disease Fund webpage, select the appropriate 

disease fund, then scroll down to the About the Disease section at the 

bottom of the page. 
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On the “Eligibility Pre-screen” page, choose search criteria either by disease  

fund or medication name. 3

https://www.panfoundation.org/find-disease-fund/
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Next, select the PAN-covered medication(s) the patient is taking for the 

associated disease state. If the medication you are looking for is not listed, it is 

not covered by PAN. If you want to suggest a new medication or disease fund, 

you can do so by filling out our Contact Us form. 

a.     Select medications for your patient by clicking on the green plus sign,          

         next to the medication name. Remove selected medications by clicking     

         on the red minus sign, next to the medication name. 
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Select the applicable disease fund for your patient. Then, click the green “Save 

and Next” button. 
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https://www.panfoundation.org/contact/
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When you have selected all your patient’s applicable medications, which will 

appear in the “Selected medication(s)” column, click the green “Save and Next” 

button.

b.     Or, enter the name or first few letters of the medication in the “Filter  

           Medication” search box. Then click the green “Filter” button.      

           To choose a different disease fund, click “Select a Different Disease     

           fund” in the top right corner. To clear the filter, click the gray “Clear  

           Filter” button.
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NOTE: If the fund is NOT open, you will get an ineligible notice to sign 

up for the disease fund wait list.  Click Yes to add your patient to the 

waitlist and enter all the required patient information, including social 

security number, date of birth, phone number, address, etc. Add the 

provider’s information, including a valid email address, then click the 

green “Submit” button. A success box will confirm that your patient 

was added to the wait list along with the patient’s unique wait list ID. 
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Once you log in, you can use all the helpful features on the PAN Provider or 

Pharmacy Portal. 

For more information about the disease fund wait list, review our disease fund 

wait list FAQs.

   doctorfriendly@gmail.com   doctorfriendly@gmail.com

https://www.panfoundation.org/dfwl-faqs_provider-and-pharmacy/
https://www.panfoundation.org/dfwl-faqs_provider-and-pharmacy/
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If the fund is open and accepting applications, the pre-screen eligibility 

questionnaire will appear. The pre-screen questions verify that your patient 

meets the eligibility requirements for the fund. 

a.       The questions will ask for patient information such as U.S. residency   

           status, insurance coverage and type, state of residence, household  

           income, and size. Complete these fields, then click the green “Check  

           Eligibility” button to confirm if the patient is eligible to continue.  

           If so, click the green “Save and Next” button. 
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Next, enter all the required patient demographic details, including their home 

address, social security number, and date of birth. This information is required for 

security purposes. Also, please choose a preferred method of communication. 

Note: If the patient does not have an email address or does not want 

to provide one, click the no email address box to opt-out. If the patient 

does not wish to provide a social security number, please contact PAN to 

apply. You may also enter an additional authorized contact here. Click the 

green “Save and Next” button to continue. 
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Enter the patient’s insurance information, including payer type, cardholder ID, 

group number, and phone number. If the patient has additional insurance, click 

the blue “Add New Insurance” button. To continue, click the green “Save and 

Next” button. 
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Now select the treating provider for your patient.

a.       Find the drop-down list containing all providers associated with the  

           account. To add a new provider, visit your account settings and select  

           the “Manage Providers” tab and click “Add a New Provider.” If you can’t  

           find the provider in the drop-down list, click “Can’t find your provider?”         

           This lets you search for a provider by last name and state or NPI.
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To continue enrolling the patient, select a provider and click the green  

“Save and Next” button. 

Next, review the pre-screen questions to make sure the information is accurate 

and complete. Click the “edit” button next to the pencil icon to make any 

changes. After reviewing, click the green “Save and Next” button.
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   doctorfriendly@gmail.com
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If the patient enrollment is successful, you’ll receive a confirmation with 

enrollment details such as PAN ID, RxBin ID, PCN, and Group ID number instantly, 

which you can print. A copy will also be saved in your portal account, and your 

patient will also get a copy of this information by email or mail.  

Finally, read and check that you agree with the authorization attestations 

and declaration. Then, click the green “Submit” button. The system will now 

process the application. 
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Once you’ve enrolled your patient, you can view their grant information.

 

 Log in to your portal account. 

 Use the search fields in the Patient Dashboard to search for a patient by name,  

 member ID, provider, or disease fund. Click the blue “Search” button. 2
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How to view grant details
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NOTE: Search results will only show patients with active grants. To view 

ALL patients (including those that are inactive), re-enter your search 

terms and click search, then check the “Show Expired” box below the 

search fields. Then click the blue “Search” button to find all results for 

both expired and active grants. 

Your patient’s information will appear, along with their corresponding disease 

fund(s), provider(s), medication(s), eligibility start and end dates, grant balance(s), 

and actions. 
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Click on the patient’s name to find the grant summary page, containing the 

claim submission deadline. In the summary table, click the blue “View Details” 

button under the “Action” column to find grant details. This includes the total 

grant amount, current balance, and the date the funds were awarded. 

Above the grant summary table are tabs for grants, claims, documents, and 

patient details. 
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In the claims tab, you can upload and find processed claims.

In the documents tab, you can click the PDF links to find patient documents such 

as welcome, grant use policy, and, if needed, income verification request letters. 

Welcome letters contain claim processing information such as the patient ID 

number and eligibility dates. 

NOTE: If income verification is needed, the patient will get an email or 

mailed letter and has 15 business days to respond. 
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Patient details may also be reviewed and edited in the “Patient Details” tab. Click 

“Edit,” next to the pencil icon of the section you want to update (e.g., patient 

address). After making your edits, click “Save” or “Cancel” to continue.

NOTE: A patient’s date of birth and social security number can’t be  

edited.

For more information about enrollment or how to use the PAN portal refer to our 

webinar library, our other how-to guides, or review the Pharmacy or Provider FAQs. 
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https://www.panfoundation.org/webinar/
https://panfoundation.org/provider-guides
https://www.panfoundation.org/get-help/pharmacy-faqs/
https://www.panfoundation.org/get-help/provider-faqs/
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https://www.panfoundation.org/panfoundation.org


