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PURPOSE: 

The purpose of the document is to provide step by step instructions to Candidates on how to 

navigate through the Candidate Portal. 

 

CANDIDATE PORTAL URL: 

https://abns-post.ihp.iqvia.com/candidate/ 
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CANDIDATE USER GUIDE: 
 

Sign-In Process:  

If you are a new user, sign-up to the application using the below steps: 

Navigate to the CANDIDATE PORTAL URL 

Click on I DON’T HAVE AN ACCOUNT. 

 

Candidates will be redirected to the Sign Up screen.  

 

 

https://abns-post.ihp.iqvia.com/candidate/
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Fill in all the details, using a valid email address. Then click on the AGREE AND SIGN UP button. 

 

 

The email verification page appears, and candidates will receive a verification email to the email 

address provided during the sign-up process. 

 

 

Go to the email account’s inbox to check the verification email.  
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Click on the verify email link to verify your email.

 

Once the email verification is complete, the below screen will be displayed and candidates will 

be able to login to the application using the email and password provided during the sign-up 

process. 
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On-boarding Process: 

Login to the application using the email and password provided during the sign-up process. 

 

 

After Login, the below onboarding form will be displayed. Fill in all the details and sign the 

Business Associate Agreement in Step 3, shown below. 
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BUSINESS ASSOCIATE AGREEMENT SIGNING PROCESS 

Click on the Business Associate Agreement (BAA) hyperlink. 

 

The BAA opens in Editor (DocuSign) for signature. Click the CONTINUE button. 
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Read the document. Scroll down to sign the document. 
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Select the signature based on your preference. Click on ADOPT AND SIGN.

 
 

 

Click the FINISH button. 
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After the BAA is signed, the following confirmation screen will be displayed:

 

 

On completion of the onboarding process, a request goes to an administrator for approval.  

Administrators have the authority to approve candidate access to the Portal. 

After the candidate is approved by an administrator, the candidate will be able to login and 

begin entering their case log data. 
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Creation of CASE LOGS: 

Login to the CANDIDATE PORTAL. 

 

Once logged in, click on GET STARTED. 

 

 

Candidates will be redirected to the Case Details form. Fill in all the case details from Steps 1 

through 10. 

For the Case Title, include a brief description of the procedure and diagnosis. 

https://abns-post.ihp.iqvia.com/candidate/
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As each step is completed, a green tick will appear to indicate data entry has been completed 

(candidates may choose to revisit completed steps to adjust the entered data, if desired): 

 

 

After the Case is completed & saved, it will appear as shown below. To enter more case details, 

the candidate will have to click on the NEW CASE button shown below: 
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Once all the cases are entered by the candidate, the case log must be submitted for review.  

 

 

Send Cases for Review 

Navigate to the Dashboard tab, available at the left side of the Portal, to submit a case log for 

review: 

 

 

If there are any errors present in the case log, then the SUBMIT button will remain disabled. 
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To enable the submit button, candidates need to resolve all the errors in the case log. Errors 

can be viewed using the VALIDATE CASE LOG button: 
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Clicking on VALIDATE CASE LOG lists relevant errors: 

 

Once all errors are resolved, the SUBMIT button will be enabled for candidates to submit the 

case log for review. 
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After submission, the SUBMIT button gets updated to SUBMITTED, as shown in the screen 

below: 

 

 

A notification email is sent to an Administrator to let them know a new case log is available to 

assign to a Reviewer. The candidate also receives a notification confirming the submission. 

Candidate Notification: 
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HOSPITAL VERIFICATION FORM 

After the case log is submitted for review, a HOSPITAL VERIFICATION FORM button is Enabled.

  

 

Clicking on HOSPITAL VERIFICATION FORM displays the screen below. Here, candidates can download 

and upload the HVF. 
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CASE LOG ARCHIVAL: 

Candidates may want to archive one of the cases in their case log, to remove it from the active 

cases. First, click on the case that needs to be archived from the My Cases list: 
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Click on the MENU button, then select the Archive Case option to archive the case. 
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Once the case is archived, the case gets changed to read-only status and the EDIT CASE option 

gets disabled:

 

The case is also moved to the Archives list:
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If a candidate wants to perform any data changes on the archived case, they will have to first 

unarchive the case. 

 

Unarchiving a Case Log 

Go to Archived Cases under the Archives section in the My Cases tab: 

 

Click on the archived case and click on MENU. The Unarchive Case option will appear:
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Click on Unarchive case. The screen below will be displayed. Click on UNARCHIVE: 

 

 

When the button is clicked, the case will be unarchived and again appear under the Cases list. 

The unarchived case will now be available for editing.
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 Note that the EDIT CASE button is now enabled: 

 

 

Respond to Queries: 

Queries may be raised by reviewers as they review case log data. When queries are available 

for a candidate to respond to, a notification email is sent to the candidate email account. 
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To respond to queries, login to the Candidate Portal and navigate to the Queries tab. The 

case(s) having open queries will be displayed: 

 

 

Click on the case to view queries relevant to that case data, and example is posted below: 
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Candidates can Edit case data based on the query (if necessary) and candidates can respond to 

each query using the Reply button. 
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Clicking on the Reply button, a text box will appear where the candidate can add a query 

response and then click on Save. 

 

The query reply will be displayed as shown below: 
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To get back to the queries list, click on the Back to Queries link: 
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Once a response has been added for each open query, the SEND RESPONSES button will be 

enabled. 

 

 

Click on SEND RESPONSES. A notification email will be sent to the Reviewer letting them know 

query answers are ready for them to review. 

 

 

Addressing Dataset Review by Candidates 

After the reviewer has raised a dataset review for a case log, a notification email gets sent to 

the respective candidate. 
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The candidate should log in to the Candidate Portal to view the Dataset Review under the My 

Cases tab. 

 

 

Candidates can revisit the case details and complete the requested updates, then respond to 

the dataset review by clicking on the REPLY button. 



 
 

Page | 30  
 

 

 

Next, navigate to the Dashboard tab and resubmit the case log for review using the SUBMIT 

button. Once submit is clicked, the case log status gets updated to SUBMITTED. 

 

An administrator will assign the newly resubmitted case log to a reviewer or chair for review. 
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Responding to a Case Log Query 

Candidates may also receive a notification email if there are any case log queries raised by the 

reviewer. 

 

 

In the Candidate Portal a case log query appears under the My Cases tab, as shown below: 
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Candidates can respond to the case log query using the Reply button after adding a reply. 

Clicking on SEND will finalize the reply and queue a notification email to the reviewer. 

 

 

Reviewer notification email example: 

 

 

 


