
 

 

 

 

 

 

NHPNet Provider Enrollment Portal 

User Guide 
______________________________________________________________________________ 

Updated February 2017 

 

 

NHP’s Provider Enrollment Portal allows you direct control over how NHP 

configures your provider data.  Key features of the tool include:  

 Enroll new providers to your group 
 Download a completed copy of an HCAS form 
 Terminate existing providers 
 Open and close panels 
 Submit demographic changes 
 View a list of all pending transactions for your group 
 Receive email notifications when requests are completed 
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Accessing the Provider Enrollment Portal 
1. On the NHPNet home page, click on the Go button on the Provider Enrollment Tab.  

If you do not see this link, contact your User Administrator for access to this 

function. 

 

The Provider Enrollment page appears.  The page is divided into three sections. 
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My Managed Groups 
This area displays all groups associated with the Tax ID(s) from your NHPNet accessible 

groups.  Clicking on a group in this section will allow you to generate the following 

provider enrollment transactions: 

 Affiliating a new doctor  

 Download a completed HCAS form 

 Opening or closing a panel 

 Terminating an affiliation 

 Submitting demographic changes to NHP’s Provider Enrollment team 
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Affiliating a New Provider to Your Group 
Follow these steps to enroll a new provider to your group.  If the provider does not already exist 

in NHP’s system, you will need to complete all the fields that are included on a standard 

enrollment form.  If the provider already exists in NHP’s system, many fields will already be 

prepopulated with the data we currently have on file. 

 

Select the appropriate group under My Managed Groups. Then click Enroll A New Provider 

Under This Group as displayed in the screen shot below. 
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Add Provider To Group window will display.  Enter the NPI of the individual provider you are 

requesting to be added to your group, then click Submit. 

 

 

On the Provider Information screen, you will enter demographic information for the provider 

you’re adding to your group.  Any field with a red dot beside it will be required.  You can also 

uploading supporting documents by using the Attach File function at the bottom of the page. 
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The Provider Practice Locations section is next. Here is where you’ll enter information on the 

role and locations where your provider is practicing.  You can also add hospital privileges.  As a 

reminder, the effective date of the affiliation is ultimately decided by NHP’s credentialing 

committee based on receipt of all required information. 

Complete this section, then click Submit. 
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Click Add Practice Location to display a pop-up window which allows you to select other 

locations in your practice.  Please include all locations where your provider will be practicing. 

 

 

You must enter role information for each location. 

 

The response pop-up will display confirming your submission to NHP. 
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The Transaction Detail page will display.   

 

Click the Download HCAS Form button to produce an electronic copy of the HCAS form you just 

completed.  You must enter the SSN and Date of Birth for confirmation. 
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The completed HCAS form will display as a PDF.   

 

 

Your request will be displayed on the Home Page under “Your Recent Transactions” 
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If the provider is already in NHP’s system, many of the fields will be prepopulated.  You can 

report new information or changes via the “Note to NHP” field.  Use the Add New Specialty to 

report additional specialties not already listed.  Use the New Practice Locations section to 

indicate role(s) at each new affiliation location. 
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How to Open or Close a PCP Panel 
On the PEP Home Page, select the practice location to display the provider roster. Click Manage 

next to the provider’s name.  All current affiliations will display.  Click the Open/Close PCP 

Panel link. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

13 of 19 
 

 

 

Select Open or Closed from the drop-down for each practice location where you are making a 

change.  Click Submit.  

 

 

The pop-up confirmation window will display and you will see your request in the transaction 

history on the Home Page. 
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How to Terminate a Provider 
On the PEP Home Page, select the practice location to display the provider roster. Click Manage 

next to the provider’s name.  All current affiliations will display.  Click the Terminate link. 
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Select a Termination Reason from the drop-down list, and include a Terminate Date (must be 

current date or future date).  Indicate in the Note to NHP free-text box any additional 

information that may be relevant for NHP’s Enrollment Staff. 

Select the check-box for each location which you are terminating.  If you terminating a PCP, we 

must receive instructions on where to move their panel to complete transaction.  Include these 

instructions in the free text field.   Your request will be delayed if you leave this field blank. 

Click Submit at the bottom of the page. 

(Note: Click Toggle All if you would like to select all locations) 
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The pop-up confirmation window will display and you will see your request in the transaction 

history on the Home Page. 
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Demographic Changes  
Demographic change requests can be submitted for changes at a group level or for individual 

providers. 

To make a demographic change for a location, select the practice location on the home page.  

Click the Notify NHP of Incorrect Group Information link. 

 

 

 

 

 



 

18 of 19 
 

 

 

Select the appropriate change type from the drop-down (more choices will be added in the 

future).   Use the Details field to include all necessary information relating to your demographic 

change.  Use the Attach File link to uploading supporting documentation for your request.  Click 

Submit. 

 

The pop-up confirmation window will display and you will see your request in the transaction 

history on the Home Page. 
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To make a demographic change for a provider, select the practice location on the home page. 

Your location’s provider roster will now display.  Click Manage next to the provider’s name.  

Click the Notify NHP of Incorrect Provider Information link. 

 

Select the appropriate change type from the drop-down (more choices will be added over 

time).   Use the Details field to include all necessary information relating to your demographic 

change.  Use the Attach File link to uploading supporting documentation for your request.  Click 

Submit. 

 


