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Overview 

 

Quick Summary 

To provide the guidelines for Adding Practitioners Individually. 
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Definitions 

The following table defines the terms used in this document: 

Term Definition 

CAQH Council for Affordable Quality Healthcare 

 

References 

The following documents are referred to within this document: 

• Roster Uploads – Job Aid 
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Adding Practitioners Individually 

Follow these guidelines to add a practitioner: 

Step Action 

1 Log in to the “Provider Network Management (Authenticated) Portal” with a username and 
password. 

  

2 From the “Welcome” page: 

a. Select the box next to the “Practice Name.” 

b. Click Open Selected Practice. 

 
Result: The Account page opens. 
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Step Action 

3 In the Practitioner’s tab: 

a. Click Add Practitioner. 

Result: The Provider Information form opens.  
4 Page 1 of adding a practitioner advises of CAQH requirements. 
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5 Enter the Provider Information. (Page 2-7) 

Fields with an * are required fields. 

 
Fields requiring specific formatting will be highlighted in red when requirements are unmet.  

Example:  

 

6 Complete the Credentialing Questions. (Page 3 of 7) 
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7 Select your Primary Specialty. (Page 4 of 7) 

 
• In the Type search window, locate the provider type. 

• Once the provider type is populated, select the associated specialty from the drop-
down list. 

 

8 CAQH process: This process runs automatically for providers that require credentialing and 
pulls in all pertinent information (including certifications and licenses). (Page 5 of 7) 

-Enter any special experiences and Languages. 

-Enter in any other non-required applicable data that is asked on this page. 
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9 Please indicate the counties where the practitioner practices. (Page 6 of 7) 
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10 Documentation Uploading (Page 7 of 7) 

The provider uploads and saves a document.  

Note: Molina only accepts documents in PDF format. 

Important: Wait for the Green Check to appear to ensure the document has been uploaded 
before closing. 

a. The document is systematically renamed to identify the provider and document type. 

Click Next. 
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11 A Thank You message is displayed. 

 
Click Finish. 

 

 

 
 

  



 Job Aid  New Group Workflow 

 
 

 
Provider Lifecycle Management - New Group Workflow - Job AidPage 10 of 15 Return to table of contents 

Document(s) Upload 

Document requirements vary by state. The Documents page systematically lists the required documents 
based on the state that is selected. 

Step Action 

1 b. The provider uploads and saves a document.  

Note: Molina only accepts documents in PDF format. 

Important: Wait for the Green Check to appear to ensure the document has been uploaded 
before closing. 

c. The document is systematically renamed to identify the provider and document type. 
d. Click Next. 
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2 Click Finish. 

 
Result: The case status is updated to “Submitted.” 
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Adding a Practice Location – Practitioners 

Step   Action 

1 Identify the practicing location: 

If… Then… 

CAQH pulls in practicing locations, review the location(s) listed in the “Available 
Practice Locations” section to ensure a primary 
location is identified. 

a practicing location is not pulled 
in from CAQH, 

add the location manually. 

1. Click the “I want to add another location” 
button. 

2. Click Save and Continue. 

 

2 a. Complete the location information. 
b. Click Save and Continue  
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3 a. Complete the Practice Conditions. 
b. Click Save and Continue. 

4 a. Enter the office hours. 
b. Click Save and Continue. 
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5 a. To add another location, click Yes. 
b. Click Next. 

c. Follow Steps 1-5 for all additional locations. 

6 Add the practicing relationship details for each location: 

a. Click the checkbox next to the location.  
b. Click Save and Continue. 

c. Complete the Practicing Relationship details. 
d. Click Next. 
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 Result: The address will populate in the “Available Practice Locations” section. 

e. Click Save and Continue. 

 

 
 


