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Provider Portal user guide: Enrollments & provider information

You can update your provider information, group information and enrollments
through the Provider Portal.

Navigating to Provider Hub

From anywhere in the portal, hover over Provider Data in the navigation bar across
the top of the screen and select Provider Hub.
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Provider News and Education
Stay up to date on important updates about authorizations, plans, coding, billing. formularies and more.
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Managing a group’s data

To view a group’s data, choose a provider group and either double-click it or click
Open Group while it's highlighted.
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On the group detail screen, you can view all providers from the group. You can also
view all billing addresses by clicking Group Billing Addresses.
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Click Update Group to update the group’s information. Click Select Group to return
to the previous screen and select a new group.
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Choose the box that matches with the update you want to make for the group, then
follow the on-screen prompts.
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Managing a provider record

Back on the group detail page, select a provider record then choose:
e Update Provider to update the provider's information

e Remove Provider to initiate a Practitioner Termination Request
e Open Provider to see details, including demographic information, admitting
privileges and participating networks
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When updating the provider record, choose one of the following options, then follow
the on-screen prompts.
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Changes to a provider record only change it within the group selected. If the
5 provider is in multiple groups, changes may need to be made in each group.

Enrolling new organizations,
groups and providers

Navigate to the Provider Hub home screen, where all your site's groups are listed.
Select:

¢ Request New Group for a new organization enrollment
e Request New Provider for a new group or provider enrollment
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Follow the on-screen prompts to complete the new enrollment request.

Tracking your requests

In Provider Data, click the Requests tab. Search and view the status of all your
enrollment and provider information change requests here. The status of each will
be listed in the Status column.
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Enrollment/data request updates can also be found in your In Basket under the
Provider Enrollment topic.
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