
 
 

 
UPDATING ADDRESSES  

 

 
 
After logging in and selecting “Manage Provider Information” from the Provider Portal, you will be 
taken to the Business Process Wizard 
 
Select Step 2: Locations 
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Click on the Location Code hyperlink to open Location Details screen. 
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Click on hyperlink to 
change address. 

Scroll down to Address List.  Click on Address Type hyperlink to change address.   
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Save change 

Update address 

Click Validate 
Address 

 
 
Update the Address Line 1, 2 and 3 if required.  After updating an address, click the Validate Address 
button.  Be sure to Save the changes.  To exit, click on the red "X" button on the left to return to the 
Address List page.  
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Updated address 
will be listed.

You will see the updated address listed.  The updated address will have a status of “In Review.”  
Scroll back to the top of page.  To exit, click on the red "X" button on the left to return to the Business 
Process Wizard.  
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Select Step 17: Submit Modification for Review.
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Click Submit Provider 
Modification  

 
To submit record to Provider Enrollment, click on the button “Submit Provider Modification.”    
 
 


