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If you need any assistance while using the portal, click the 
“Chat” button in the bottom right-hand corner. The chat 
feature is available to help during normal business hours 
from 8:30 AM to 7 PM Eastern Time.

To start the enrollment process, click the “New 
Enrollment” button in the upper right-hand corner.

Here on your home page, you’ll have access to all the 
patients enrolled at your center. Each enrolled patient has 
a “Patient Card” in 1 of 3 color-coded categories, based 
on where they are in the Vertex GPS process. The category 
indicates whether action needs to be taken, if the patient 
is awaiting a shipment to close out their case, or if no 
action is required at this time. Use the search bar at the 
top of the screen to find a specific “Patient Card.”

Step 1: 
Providing the patient’s information

Once you arrive on the “Patient Information” page, fill out 
each field. After completing all required fields, click the 
“Next” button in the bottom right-hand corner.
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Enrolling New Patients:
3 Steps to Get Newly Prescribed Patients Started With GPS (continued)

Next, you’ll select the name of the patient’s prescriber and 
center from the appropriate drop-down menus.

If you complete the “Primary Contact E-mail” field, 
the patient will be able to provide their consent through 
DocuSign.

If the patient is already in the system, a duplicate warning 
will appear with the option to open that patient’s account.

Review the “Physician Attestation” and if you agree, check 
the box.

Once you’re ready, click the “Next” button in the bottom 
right-hand corner. If you need to go back to the “Patient 
Information” page, click the “Previous” button in the 
bottom left-hand corner.
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Enrolling New Patients:
3 Steps to Get Newly Prescribed Patients Started With GPS (continued)

After you select a dosage form and strength, you’ll be 
able to choose the days’ supply and number of refills. If 
no refills have been prescribed, you can enter “0” in that 
field.

Once you are ready, click the “Submit” button in the 
bottom right-hand corner.

If you want to go back to the “Prescriber & Center 
Information” page, click the “Previous” button in the 
bottom left-hand corner. 
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Next, you’ll select the specific dosage form and strength 
of the medication that has been prescribed for this 
patient.

Now you’ll provide the patient’s medication information, 
starting with their indicated mutations. Both mutation 
fields are required.
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Enrolling New Patients:
3 Steps to Get Newly Prescribed Patients Started With GPS (continued)
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A window will appear requiring user to acknowledge/
attest that coverage results in the portal constitute the 
patient’s record. The user must select “yes” or “no.”

If yes is selected, coverage results will populate within 
the patient record and be shared with Vertex GPS. If no 
is selected, the user must manually enter the coverage 
results and this information will not be shared with Vertex 
GPS.

Step 2: 
Choosing a coverage option

Here you will see the e-benefit verification results. You 
can view full coverage results for each option by clicking 
“More Information.”

You must select a coverage option in order to proceed. If 
only 1 coverage option is returned, it will be automatically 
selected.

It’s possible that no results for coverage options are 
available, based on the information provided. In that case, 
you will see an alert pop up, and you can manually enter 
insurance information on the following screens.

Once you’re ready to proceed, click the “Next” button in 
the bottom right-hand corner.
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Enrolling New Patients:
3 Steps to Get Newly Prescribed Patients Started With GPS (continued)

Next, you will enter the patient’s secondary insurance 
information. If the patient does not have secondary 
insurance, or if you don’t have that information, you can 
skip these fields.

When you are ready to proceed, click the “Next” button 
in the bottom right-hand corner.

To enter the patient’s insurance information manually, start 
with the patient’s primary insurance.

As an alternative, you can also scan and upload the 
patient’s insurance and prescription information on the 
“Patient Summary” page.

None of the fields in this section are mandatory, so fill in 
the information you have, and click the “Next” button in 
the bottom right-hand corner to proceed.

Lastly, enter the patient’s prescription insurance 
information. If the patient does not have separate 
prescription insurance, or if you don’t have that 
information, you can skip these fields.

When you are ready to proceed, click the “Submit” 
button in the bottom right-hand corner.
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Enrolling New Patients:
3 Steps to Get Newly Prescribed Patients Started With GPS (continued)

The first option allows you to enter the prescriber PIN in 
the field provided. The prescriber PIN was e-mailed to the 
prescriber after they initially reset their password. If you 
need assistance, call 1-800-290-0011.

Step 3: 
Writing the prescription

There are 3 options for handling the prescription.

The first 2 are to allow the “Patient Enrollment” form 
to function as a prescription. The third option does 
not allow the “Patient Enrollment” form to function 
as a prescription, and the prescription will need to be 
submitted to the specialty pharmacy by the prescriber.

The second option is to have the prescriber sign a hard 
copy of the “Patient Enrollment” form, and upload it 
into the portal. If you select this option, check the box 
provided. Note that you will need to print, sign, and 
upload the signed form on the “Patient Summary” page.
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Enrolling New Patients:
3 Steps to Get Newly Prescribed Patients Started With GPS (continued)

The third option is to submit the prescription directly to 
the specialty pharmacy. If you select this option, check the 
box provided. Note that with this option, Vertex GPS will 
not be sending this prescription to the pharmacy.

Once you’ve selected your preferred option, read the 
information in the orange consent box. If you have 
obtained the patient’s consent using the “Vertex GPS 
Enrollment” form, check the box, and you will be able 
to upload it on the “Patient Summary” page, or fax it 
to 1-888-952-5933. It is used for patients who do not 
provide an e-mail address.

If you have not obtained consent from the patient and 
entered their e-mail address, leave the box unchecked, 
and an e-mail will be sent directly to them for their 
eSignature.

The patient will not receive an e-mail if you check this 
box.

When you are ready to proceed, click the “Complete 
Enrollment” button in the bottom right-hand corner.

This section only applies if you’ve selected Option 1.

If you’ve chosen Option 1, after you confirm your PIN,  
you will be taken to the “DocuSign” page. To review and 
sign the document, check the box in the upper left-hand 
corner. Then, click the “Continue” button in the purple 
bar at the top of the page.
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Enrolling New Patients:
3 Steps to Get Newly Prescribed Patients Started With GPS (continued)

Review the information in the form to make sure 
everything is accurate. Click the “Start” button in the top 
left-hand corner.

You can also click “Other Actions” for options, including: 
finish later, print and sign, decline to sign, help and 
support, view history, and more.

That will take you to page 2 of the form, where you will 
see the Prescriber signature line. Click the “Sign” button 
to launch DocuSign and follow the instructions to add your 
signature.
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Enrolling New Patients:
3 Steps to Get Newly Prescribed Patients Started With GPS (continued)

You will receive an e-mail confirming your signature after 
completing this step.

After you have successfully signed the document, click the 
“Finish” button in the purple bar at the top of the screen.

24.
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Enrolling New Patients:
3 Steps to Get Newly Prescribed Patients Started With GPS (continued)

If you’ve selected Option 2 or 3, you’ll be taken directly to 
the “Patient Summary” page. At the bottom of the screen 
you can download the “Patient Enrollment” form for the 
prescriber and/or patient to sign. Upload the signed form 
along with any supporting documents.

When you are finished, you can return to the “Home” 
page by clicking the GPS logo in the top left-hand corner.

26.
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