
 
 

 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Provider Express My Practice Info – Navigation Instructions 

 

 

Duplicate Group Addresses:  Look for 

similar instances of the same address 

and eliminate unnecessary redundancy 

by identifying the ‘confirmed’ instance 

and removing ‘duplicate’ instances.  

The addresses should be reflective of 

what should appear in our directories 

and align with the practice addresses 

listed on the group’s own website.  

Suite numbers are not always essential 

to display, and multiple suite numbers 

can cause confusion to members.   

Critical Note:   Clinicians aligned with 

‘duplicate’ address instances require 

reassigning to the ‘confirmed’ instance 

in Step 4, so the duplicate instances 

need to remain in place until all 

clinician level updates are completed. 

 

Action Icons (View/Edit/Delete):   

Click on the eye to view more detailed 

address information or the pencil to 

edit.   Click the trash can to Delete.    

See next page for information related 

to restrictions for deleting an address. 

[My Practice] 

Step 3 - Review Group Practice Addresses:  Add new group practice addresses, modify existing 

address attributes, or delete Addresses as needed per guidance below. 

 
Step 2 - Confirm contact information 

on the Practice Profile tab. 
Edit as appropriate.  

 

Step 1 – Log in to ProviderExpress.com → 

My Practice Info → Practice Profile   

BH00986-25-WEBP 

http://www.providerexpress.com/


Step 3 (Continued)   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
For Virtual Visits Address Maintenance:   Refer to section later in this document outlining specific feature for virtual visits data maintenance. 

Step 4 - Review Group Roster Tab:  Confirm list of clinicians currently providing direct service to patients, 
delete clinicians no longer practicing with this group, and if applicable, add any new clinicians.   

 

 
 
 

Views and Filters:  Address list can be 

sorted and filtered by any of the text 

box headings shown.  The default 

number of addresses displayed is 10 but 

can display up to 100 or navigated via 

the left and right arrow buttons. 

 

Delete Clinician:  Click on the trash 

can icon to Delete providers no 

longer practicing with this Group / 

Tax ID. 

Page Display:  The default number 

of clinicians displayed per page is 

25 but can be changed to between 

5 and 100 and/or navigated via the 

left and right arrow buttons.   

Add New Clinician:  Certain group 

types can add a new clinician via 

Provider Express.  If this box is 

greyed out, clinicians should be 

added per your current process.   

To Add, follow, the screenshots on 

the next page. 

Delete Address:  If attempting to delete an address 

and this error message appears, it is because one or 

more clinicians are linked to this address as their 

Primary Practice.  Click on the ‘View’ (eye) icon to see a 

list of clinicians that are actively linked to this address.   

Critical Note:   Step 4 contains instructions on how to 

remove clinicians from an address so it can then be 

deleted successfully here. 
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Important:  A confirmation message will be provided at this time.  However, please DO NOT 
navigate away from the page until you have added additional information in the following 
sections: 

• Personal Details:  Cultural competency, populations treated, areas of clinical expertise 

• General Information:  Contact info, treatment limitations 

• Availability:  Ensure the “Accepting New Patient” status, appointment phone number (if 
different from the group), and hours of operation are completed for each practice address 

• Licenses & IDs:  Ensure all additional active licenses are added in this section in alignment 
with all practice states selected in addition to Medicaid IDs to ensure the appropriate 
configuration for claims payment and directory display. 

 
 
 
 
 
 
 
 

Address Selection:   

A list of all addresses already existing for 

this group will display and require 

selection of a single “Primary” practice 

and “Mailing” address.  Additional 

practice addresses can also be selected.  

If address does not yet exist, it needs to 

be loaded to the group via Step 3 first. 

Credentialing Dates:  These fields will 

only display and apply to groups who 

are delegated for credentialing 

Practicing State / License Info:  Enter the 

primary license type in the primary practice 

state in which this new clinician practices. 

Additional licenses and Medicaid IDs should 

be added after address selection. 
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Step 5 - Review, Update as Needed, and Attest to the Data for Each Active Clinician:   

• Click the Pencil icon to view and edit detailed information for each clinician. 

• Review the complete dataset displayed. 

• If Edits are needed (to include populating missing information) or an Attestation is due, click “Edit” 
to make those changes directly and Attest. 

• Once the clinician data is fully confirmed as correct, select the “I So Attest” button at which time the 
Attestation Date value for that clinician is reset to “Today”.   

 
 
  

Adding a New Practice Address 
to an Existing Clinician:   
After the new address is added, 
be sure to then review and 
update the ‘Availability’ section.  
The first time a clinician is added 
to a group practice address, the 
phone and fax default to that of 
the group address record, which 
may not be correct, and no data 
is be populated for Practice 
Hours or Accepting New Patients 
status. 
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Virtual Visits “Practice Address” Maintenance 
 
For each state in which a clinician practices and maintains active acceptable licensure, they can either practice 
100% virtually, practice solely “in-person” at one or more physical practice location(s), or a combination of both.  
As such, please follow the below instructions for accurate application of the “virtual visits” tab to ensure a clinician 
is EITHER aligned to a “Virtual Visits Only” address OR one or more physical practice locations with or without 
also offering virtual appointments.   
 
To manage virtual visits status for the clinicians aligned to a single group practice address, select the “Add virtual 
visits address” link to proceed.  The practice address must already be loaded to the group (Step 3) to proceed. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Search for Address:   
Type in part of an existing 
address already loaded to the 
group practice to identify and 
select it. 
 
Enter Platform Name:   
Freeform text the medium used 
for virtual visits. 
 
Sign Attestation: 
Read and attest to complete the 
process. 
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Virtual Visits “Practice Address” Maintenance (Continued) 
 
Use the selection feature to identify each clinician at that practice location who also offers virtual appointments. 
 
If clinicians only offer virtual appoints in a particular state, please be sure to select the group address with “Virtual 
Visits Only Provider” as the practice address for that state.    
 
If the physical practice location or virtual visits only practice location you wish to align clinicians to does not yet 
exist on the group record, refer back to Step 3. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Important: Providers should not have a “Virtual Visit Only” address and a 
Physical Address at the same time. Once you have added the “Virtual Visit 
Only” address, be sure to remove all physical addresses in that State. 

Virtual Capability Action 
A. Exclusively offer services virtually and 

does not provide in-person treatment 
Select “Virtual Visit Only” Address in the 
applicable State. 

B. Routinely offer in-person and virtual 
services at a practice address 

Go back, select a Physical Address and 
click on 'Add a virtual visit’ 
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