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Use this job aid template 
layout for most 

deliverables. 

Add New Slide Type 
“Framed Linear Layout” to 

duplicate this one. 

The Provider Profile page allows you to 
make changes to your provider address 
changes.   

Change Address  

The original address screen shows what is 
available in the credentialing system. You 
may request a change to update any of the 
data.  

 
1. To request a change, click the Edit icon, 

next to the address type (primary, home 
or credentialing) you wish to change. 

2. If you no longer need an address, you 
can delete it by clicking on the Delete 
icon.  

 

3. Enter the corrected address information. 

4. Click Submit. 

 

Note: After the change is made or the 
address is deleted, the request will be 
routed to the Medical Staff Office for 
processing.  

Provider Profile –  Provider Address Changes 
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The Confirmation page appears, advising 
you that the request has been submitted.  A 
message will also be sent to the Provider’s 
Message Center.  

Provider Profile –  Provider Address Changes 

1. Clicking the Add Address icon takes you 
to the Provider Address page.  

2. Enter the new address information. 

3. Click Submit. 

 

Note:  The request will be routed to the 
MSO queue for processing.  


