
  

 
 

 
       

  

 

  
    

 

 

  

 New Facility Workflow  

New Facility Workflow
 

Pre-Enrollment Portal 
Note: No login is required to access the Pre-Enrollment Portal. 
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New Facility Workflow 

New Facility Request Form Overview 

The New Facility request form is completed by the practice manager and consists of four pages. 

Form Entry Notes 

Fields with an * are required fields.

Enter the  Facility  Details  (Page 1 of 4)  

Note: Preferred Organization Name is the name under which the organization operates. 

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

Example: 
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Select the counties served in-person or by telehealth. (Page 2 of 4) 

New Facility Workflow 

Select your  Primary Specialty  (Page 3 of  4):  

1.  In the  Type  search window, locate the  provider type.  
2.  Once  the  provider type is populated, select the associated  Specialty  from the drop-down list.  

Note:  The  NUCC Taxonomy List  can assist users who  are unsure  of their type  and specialty.  
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Note: Additional Specialties can be added by clicking Yes. 

Requestor Details (Page 4 of 4): 

1.  Enter the  requestor’s  information.  
2.  Click  Submit.  

Note:  Once  the request is submitted, a  thank you  message  is  displayed.  

3.  Click  Finish.  

Result: The  requestor is redirected to the  Home  page.  

New Facility Workflow 

The health  plan reviews facility requests submitted through the Pre-Enrollment Portal.  

•  A  decision is made  regarding  the request  after the health plan thoroughly reviews the  submitted  
information.  

•  The  provider receives an email notification detailing the next steps.  
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