
 Job Aid  New Group Workflow 

 
 

 
Provider Lifecycle Management - New Group Workflow - Job AidPage 1 of 15 Return to table of contents 

 

Overview 

 

Quick Summary 

To provide the guidelines for Navigating the Authenticated Portal. 
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Definitions 

The following table defines the terms used in this document: 

Term Definition 

CAQH Council for Affordable Quality Healthcare 

Business 
Development 
Case 

A case to collect the new affiliation information for a practitioner when 
credentialing has already taken place or is not needed 

Credentialing 
Case 

A case to collect the new affiliation information as well as collect credentialing 
information 

Location A record that represents a practicing location 

Molina Status Status of the case 

Provider Group A group that credentialing will take place at the practitioner level 

Ancillary Group A group that the credentialing will take place at the group level 

Business 
Account 

A group where you are only provisioned at the TIN level, you will not be able to add 
providers individually you can only load a roster that will be processed manually by 
the Health Plan (MI Only currently) 

Roster Import Where rosters are uploaded to be processed 

Continue 
Enrollment 

The task needing to be done to collect missing information so your case will move 
through the process 

 

 

Navigating the Authenticated Portal  

 

Landing Page – You will see all Provider Group Accounts and Ancillary Group Accounts 
you have access to manage 

Help- There is a help Icon in the top corner, if you click on that it will bring you to a link 
with helpful documentation.  

 

Note: Any groups you do not see here you will have to enter a request on the pre-enrollment portal to gain 

access to. 

Once on the landing page you will want to select a state from the drop down, then you can see the:  

-Practice Name 

-Practice TIN 

-Practice NPI 
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-Molina Status (if your group is new this will be the status of your Business Development or Credentialing 

Case depending on your group Type) If it shows Continue enrollment you will need to click that link and 

continue enrollment 

-Change Request (if your group has an open change request the case number will show) 

-State (the state that group is contracted with or in the process of becoming contracted with) 

-Account Record Type (will show if it is a Provider Group, Ancillary Group, Business Account) 
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Navigating A Provider Group 

After selecting a State from the dropdown box, you will check the box next to the group you wish to 

manage by selecting Open Selected Practice: 

 

 

Upon Entering your group you will see a header with the account information along with 9 tabs: 
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Tab 1 Practitioners: 

Under this tab you will see your practitioner roster.  

For each practitioner you can see 

1. First Name 
2. Last Name 
3. Provider NPI 
4. CAQH Number 
5. Case Number 
6. Molina Status 
7. Change Request 
8. Credentialing Approval Date 
9. Is Par? 
10. LOB 
11. Par Effective Date 
12. Par End Date 

 

*You will also see an add practitioner button to add a practitioner to your group 
*You will see an additional button View Effective/Term dates – this will allow you to view the 
participation for each practitioner for that group 

 

 

Tab 2 Details: 

-Under this tab you will see account and contact information for the group 
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Tab 3 Locations: 

 Under this tab you will see the Physical Locations associated with this group. 

If a new location is needed, you can add one here.  

 

Tab 4 Related Records:  

This will house Accreditations, Licenses, and Service areas.  

This information will vary based on the account record type you are on. For a practitioner and an 

Ancillary group account there will be more data housed here. 

 

 

Tab 5 Roster Upload: 

This is the tab you can upload and process a practitioner roster. Reference the “Non-Delegated Roster 

Uploads” training document under the training materials under the help link for the steps on this 

process.  
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Tab 6 Files: 

Any files uploaded to this record will be visible here. 

 

Tab 7 Cases: 

Here you will see any cases for this account.  

You will see the case number and status. 

 

Tab 8 Request Changes: 

If your state allows for changes requested via the portal you will see those options here. If you are in a 

state that this functionality is not yet live you will see this message: 
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Tab 9 More (Request Termination): 

If your state allows for terminations requested via the portal you will see those options here. If you are in 

a state that this functionality is not yet live you will see this message: 

 

 

NOTE: If your state does not allow for the terminations/changes to be requested via the portal 

please submit those the historical way.  

 

 

 

Navigating a Practitioner in the Portal 

You will select your practitioner under the group you wish to see information for. You will see 7 tabs.  
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1 Tab 1 Details: 
You will see the applicable information for the practitioner you are viewing. 

 

2 Tab 2 Related Records: 

You will see applicable Board Certs, Licenses, Education, Insurances, Specialties, Work History and 
Healthcare Affiliations under this tab. 

 

 

 

3 Tab 3 Practicing Locations: 

The locations a provider has practicing affiliations with under this group will be listed here.  
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4 Tab 4 Files: 

Any files loaded in association to the practitioner will be viewable here.  

 

5 Tab 5 Request Changes: 
 If your state allows for changes requested via the portal you will see those options here. If you are in 
a state that this functionality is not yet live you will see this message: 

  
6 Tab 6 Request Termination: 

If your state allows for terminations requested via the portal you will see those options here. If you 
are in a state that this functionality is not yet live you will see this message: 
 

 
 

7 Tab 7 Cases: 
You will see cases associated to this provider for this group under this tab. 

 
 

 

Navigating an Ancillary Group 



 Job Aid  New Group Workflow 

 
 

 
Provider Lifecycle Management - New Group Workflow - Job AidPage 11 of 15 Return to table of contents 

 
 

Upon Entering your group you will see a header with the account information along with 9 
tabs: 

1 Tab 1 Practitioners: 

Under this tab you will see your practitioner roster.  

For each practitioner you can see 

1. First Name 
2. Last Name 
3. Provider NPI 
4. CAQH Number 
5. Case Number 
6. Molina Status 
7. Change Request 
8. Credentialing Approval Date 
9. Is Par? 
10. LOB 
11. Par Effective Date 
12. Par End Date 

 

*You will also see an added practitioner button to add a practitioner to your group 
*You will see an additional button View Effective/Term dates – this will allow you to view 
the participation for each practitioner for that group 

 

2 Tab 2 Details: 

-Under this tab you will see account and contact information for the group 
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3 Tab 3: Locations 

Under this tab you will see the physical locations for your ancillary group. 

You can add a new location by clicking the New Location button. 

 

  

4 Tab 4: Related Records 

Under this tab you will accreditations and licenses for this ancillary record. 
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5 Tab 5: Roster Upload 

This tab is where you can import and upload a roster. 

 

6 Tab 6: Files 

All files that have been uploaded to this account will be visible under this tab. 

You can also upload additional files here as well.  
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7 Tab 7: Cases 

You can view cases associated with this ancillary and their status under this tab. 

 
 

8 Tab 8: Request Changes 

If your state allows for changes requested via the portal you will see those options here. If 
you are in a state that this functionality is not yet live you will see this message: 
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9 Tab 9: More – Termination 

If your state allows for terminations requested via the portal you will see those options here. 
If you are in a state that this functionality is not yet live you will see this message: 

 

 

 
 

 


