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Provider Services Portal - Modifications 

Overview 
This document describes how to perform a modification to your provider enrollment file after you have been enrolled in the 
Medicaid program via the Provider Services Portal (PSP). A modification is a change that is made to a provider enrollment file 
and can include transactions such as address changes, group affiliations/disaffiliations, EFT update and more. Please note this is 
an example of a modification being made on a fee-for-service provider file.  

Note: At this time, not all modifications are functional in the PSP. Modifications that are available will appear as an 
editable field. Modifications that are not available will have the fields grayed out, and you will be unable to edit the fields. 
It is anticipated that additional fields will be available for editing in the future. Please contact the eMedNY Call Center at 
800-343-9000 with any questions. 

 
Submitting a Modification 
 
TIPS FOR COMPLETING A MODIFICATION:  
 
• When available, select the “Show” button prior to entering any information. This will expand and provide guidance for 
completing a particular step. 
 
 
 
 
 
 
 

 
After an application has been approved, a provider may need to make updates to their enrollment file. When a user logs into 
the PSP after approval, the screen below will appear with the provider’s name as the domain.  
 

 
 
 

 
From the domain dropdown, select the specific provider’s name for the enrollment file you wish to modify. Note: 
Credentialing staff  may have access to several different provider domains if access has been granted. Provider’s accessing 
their own file should only see their name.  
 

Select Provider Enrollment Access from the second dropdown.       Select the Provider tab from the top once logged as seen 
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below.  
 

Select Manage Provider Information from the third dropdown.               
 

               
        
       The following screen is the application dashboard where all the milestones and steps will be displayed:  
 

 
 
 To make a modification, select the Step you wish to modify. For example, if you wish to add a new service address, select Step 6.  
 
For some steps, like Step 5, Payment Details, you must select the pen underneath Actions on the most recent information that was 
approved. This will allow you to modify the details on the step and will end date the oldest banking details on the file.  
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When desired modifications are made, the following screen will show every Step that has been updated. To undo a modification, select 
the arrow next to the word Updated. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
Select Step 9 - Complete Modification Checklist. 
 

Select either Yes or No for each of the questions on the Provider Checklist. Selecting Yes will open a comment box that provides 
additional information for that question. All questions must be answered. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
       Click Save at the bottom right of the page.  
 

       Click Next Step. 
 

Step 10 provides an opportunity to Add Supporting Documents. Follow instructions and cues for uploading, as done in previous 
milestones. 
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       Step 11 is the final step to Submit Modification Request for Review and approval. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
    IMPORTANT: If you are preparing this modification on behalf of the provider and you are NOT the provider, STOP HERE.

 
The provider must sign and submit the modification by logging into the Provider Services Portal with their own credentials. 
The modification submission page can be accessed by opening the dropdown in the Provider tab, clicking on Manage Provider 
Information, and selecting Step 11.  To submit the modification, the provider must read the terms and conditions, check the 
box at the bottom of the screen to indicate agreement with the terms and conditions, and then click the Submit button.  
 

Once submitted, the following screen will display. Notice of a successful submission will appear at the top in red. A notification 
of successful submission will also be sent by email to the email address previously entered in the Basic Information step 1.                                                                               
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