HOW TO MANAGE VARIOUS PROVIDERS
AS A CREDENTIALER OR OFFICE MANAGER

It is critical that you first identify whether you are entering ePREP on behalf of a group or
renderer:

If you have privileges to act on behalf of a group, proceed to STEP 1 under Getting Started for a
Group.

If you do not have privileges to act on behalf of a group, proceed to STEP 1 under Getting Started
for a Renderer.

If you have privileges and permission to act on behalf of both a group and renderers, start by signing
up your group. After you've set up the group, then start over and proceed with renderers.

GETTING STARTED FOR A GROUP

STEP 1: Create an ePREP User Profile using your contact information and your email address.
The email address will be your Username to login to ePREP. Your email address can
only be used once and cannot be used to create another User Profile.

l:.t_ ePREP PORTAL Bulletins  ContactUs ~ SignUp  Login

the ePREP Portal at any time (24/7) fro.

Let's get started!

Welcome to ePREP!
My name is Lucy. I'm here to help you cr your ePREP User Profile. This profile ailows you to securely login to
L2 ip- ome, afari, IE Explorer.

Firstnsme Last name
Uzername
= Maryland

Phone number DEPARTMENT OF HEALTH
Recovery email address

™

I'm not bot
Héi:, A

Thizs reCAPTCHA

STEP 2: The ePREP system has now been upgraded to have Multi-Factor Authentication. The
Sign Up verification will require a 6-digit code that can be sent to the User one of the
three ways below:

*Text Message
*Phone Call
*Email
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ContactUs ~ SignUp  Login

Last step. Select the location where I can send you the 6-digit verification code. Once you enter the
code, select Verify. Once the correct code is entered, | will log you in.

() Send text message to my phone number
() Call my phone number

() Send to my recovery email address

b |
Maryland

DEPARTMENT OF HEALTH

STEP 3: Enter the 6-digit Verification Code and select Verify.

I'm. dle to Hhis eatiorr This endewil:

El you
only be generated up to 5 times within a 24 hour period.

b |
Maryland

DEPARTMENT OF HEALTH
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STEP 4: ePREP will display the Verification Code popup.

Bulletins  ContactUs SignUp  Login

You did it!

Z e

Success Maryland

Select Login to continue DEPARTMENT OF HEALTH

STEP 5: The User will now be instructed to log back into their account, through entering their User Name
first, followed by the Password.

Welcome to ePREP!

Let's Sign in

2

Maryland

DEPARTMENT OF HEALTH

Don't have a User Profile? Sign Up
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25

Maryland
STEP 6: Your User Profile is successfully created when ePREP displays the Login Page
STEP 7: Now continue below to the instructions for Creating a Business Profile For A Group

CREATING A BUSINESS PROFILE FOR A GROUP

Please use steps 1-4 if you are a credentialer or office manager and have privileges to act on behalf of a
group. In preparation for these steps choose one of your group’s NPIs to set up the initial Business Profile.

STEP 1: ePREP will display the login page
STEP 2: Enter your username (User Profile email) and your password

l".t. e P R E P PORTA L Buletns  ContactUs  SignUp  Login

m Welcome to ePREP!
\;,: > Let’s Sig
we
Nt
Maryland
DEPARTMENT OF HEALTH

STEP 4: ePREP will present the Create Business Profile page

STEP 5: Enter the NPI for the provider you are creating this Business Profile for and select Verify
NPI/Provider ID
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Let's Create Your Business Profile

Enter NPl or Provider ID

Q, Verify NPI/Provider ID

I 1'm new to Maryland Medicaid and | de not have an NP1 or Provider ID

value is required

o
Maryland

DEPARTMENT OF HEALTH

STEP 6: If ePREP finds one or more accounts based on the NPI the Business Profile Name field is auto-fill
with the provider’s business name on file

STEP 7: If the business name is correct, select the Create Business Profile button otherwise, reenter the NPI
or select the Cancel button
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Let's Create Your Business Profile
Mow that you have a Liser Profile, you will nesd 1o S6t up a new
Busingss Profile or [oin an existing ond. SEArt by entering vour NP|
or Proviger ID.

Enter NPl or Provider ID

(

' =
Maryland

DEPARTMENT OF HEALTH

2 Cangal

STEP 9: If you want to change the Business Profile name, please do so at this time otherwise, select the
Create Business Profile button

STEP 10: Complete the validation questions as outlined. You will only be allowed three mistakes per session
so carefully answer each question correctly. If for whatever reason you make three mistakes you

can still create the Business Profile, then go to the Accounts tab once the Business Profile is
activated

++ = A D
Let's Create Your Business Profile

You have 3chances per session to answer correctly:

First Question

What are the last 4 digits of your SSNZ

Answer
ssse
Correct Answer

Second Question

What is your date of birth?

Answer
ss/ss/saas
Correct Answer

-
- Maryland

‘What is your professional license number?

DEPARTMENT OF HEALTH
Answer

Correct Answer

Congratulationsll

¥ou had succesfully linked your sccount(s) to your Business
( @“) Profile.

To see your sccountis) now click here or select continue togo
to your Business Profile’s Home page.

J Open Profile®
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GETTING STARTED FOR A RENDERER

You should only proceed if the rendering provider has given you the authority to create their User Profile and
permission to set up their Business Profile. With such permission, you must share the login credentials and

responses to security questions with the rendering provider, so they have access to their User Profile,
Business Profile, and Account.

STEP 1:

Create an ePREP User Profile using the renderer’s information and your secondary email address.
NOTE: do not use your professional email address as you will need that when you create your own
User Profile. Your email address can only be used once and cannot be used to create another User

Profile. If you do not have a secondary email, you should use the renderer’s email address and they
will have to complete the following steps.

l:.I_ ePREP PORTAL Bulletins ~ ContactUs  SignUp  Login

the ePREP Portal at any time (24/7) from an up-to-date web browser: Chrome, Firefox, Safari, IE Explorer.

Welcome to ePREP!
@) My name is Lucy. I'm here to help you create your ePREP User Profile. This profile allows you to securely login to
&

Let's get started!

Username : o —
Pessword 1

= Maryland
Phone number DEPARTMENT OF HEALTH

By selecting Next, you agree to the Terms and Conditions.

STEP 2:

The ePREP system has now been upgraded to have Multi-Factor Authentication. The
Sign Up verification will require a 6-digit code that can be sent to the User one of the
three ways below:

*Text Message

*Phone Call

*Email
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Last step. Select the location where I can send you the 6-digit verification code. Once you enter the
code, select Verify. Once the correct code is entered, | will log you in.

() Send text message to my phone number
() Call my phone number

() Send to my recovery email address

STEP 3: Enter the 6-digit Verification Code and select Verify.

T de to thic location. This

you
only be generated up to 5 times within a 24 hour period.

ContactUs ~ SignUp  Login

b |
Maryland

DEPARTMENT OF HEALTH

Bulletins Contact Us SignUp Log]

=
Maryland

DEPARTMENT OF HEALTH
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STEP 4: ePREP will display the Verification code popup.

Bulletins  ContactUs SignUp  Login

You did it!

Z e

Success Maryland

Select Login to continue DEPARTMENT OF HEALTH

STEP 5: The User will now be instructed to log back into their account, through entering their User Name
first, followed by the Password.

Welcome to ePREP!

Let’s Sign in

2

Maryland

DEPARTMENT OF HEALTH

Dot have & User Profile? Sign Up
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25

Maryland

DEPARTMENT OF HEALTH

STEP 6: The renderer’s User Profile is successfully created when ePREP displays the Login Page and
prompts you to create a Business Profile.

STEP 7: Now continue below to the instructions for Create Business Profile for Renderer.

CREATING A BUSINESS PROFILE FOR A RENDERER

STEP 1: ePREP will display the login page,
STEP 2: Enter your renderer’'s User Name and Password,

Welcome to ePREP!

Let's Sign in

25

Maryland

DEPARTMENT OF HEALTH
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25

Maryland

DEPARTMENT OF HEALTH

Forgot Password?

STEP 3: ePREP will present the Create Business Profile page.
STEP 4: Enter the NPI for the renderer you created for the User Profile and select Verify NPI/Provider ID.

Let's Create Your Business Profile
Enter NPl or Provider ID

value is required

1
Maryland

DEPARTMENT OF HEALTH

I 1'm new to Maryland Medicaid and | de not have an NPl or Provider ID
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STEP 5:

STEP 6:

STEP 7:

STEP 8:

If the NP1 is already active and enrolled in Maryland Medicaid, ePREP will find one or more
Accounts based on the NPI to auto-fill the Business Profile Name with the provider’'s name from
their Medicaid provider file.

If the NPI is new to Maryland Medicaid, ePREP will prompt you to create a Business
Profile Name.

You should enter the rendering provider’'s name, then proceed to STEP 1 under Change Email
Address for Renderer’s User Profile on page 9.

If the Business Profile name is correct, select the Create Business Profile button otherwise, reenter
the NPI or select the Cancel button

Let's Create Your Business Profile

MNow that you have a User Profile, you will need to set up a new
Business Profile or join an existing one. Start by entering your NPI
or Pravider ID.

.
I‘\?9;'> Enter NPI or Provider ID
IJ/

l

== \aryiand

Bisting Susiness Name J DEPARTMENT OF HEALTH

% Cancel © Create Business Profile

If you want to change the Business Profile name, please do so at this time otherwise, select the
Create Business Profile button

Complete the validation questions as outlined. You may make three mistakes per session, carefully
answer each question correctly. If you make three mistakes you can still create the Business
Profile, then go to the Accounts tab once the Business Profile is active.
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50

Let's Create Your Business Profile

You have 3 chances per session to answer correctiy:

First Question

What are the last 4 digits of your SSN2

Answer
sew
Correct Answer

Second Question

What is your date of birth?

Answer

Correct Answer

| Maryland

WWhat is your professional license number?

DEPARTMENT OF HEALTH
Answer

Congratulationsll

\ You had succesfully linked your account(s) to your Business
G‘ y Profile.
- To see your account(s) now click here or select continue to go

o your Business Profile’s Homes page.

v =z

CHANGE EMAIL ADDRESS FOR RENDERER’S USER
PROFILE

STEP 1: Before doing anything in the system, Go to top right corner and select “User Settings” from
drop down next to Renderer’'s name

=iz PR TAL

Accounts

MY
APPLICATIONS ~
3 <] AccOUNTS

STEP 2: Within “User Settings”, select the “Change Email” button
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STEP 3: Change the email address from the secondary email you used to create user profile for
renderer to the renderer’s personal email.

Himet w0 rmsen crangm= s yur User Brofies
@ O T T T ettt e e e at) et e

ePREP Portal is the leader in online prowvider
enrollment.

Healthcare prowviders can noww apply online to become
a Maryland Medicaid prowvider.

For yvour convenience, all the application information
is stored and mMmanaged from one safe location.

User Settings

Phone number

Howver Help Settings
PR eronie Lucy Hover Heis

Update Email

Email address

Current password

Fassword Recowvery

Recowery email address

000

Extension

SEFE Ensbie Lucy animstion

STEP 4: Save changes updating email address to that of the renderer’s. Remain logged in as

renderer.

= &« [

MNesa to makes chenges to your Usar Brofile?
- O O You can updste your personsal information here. including your usernams (emasill and password.

ePREP Portal is the leader in online provider
enrollment.

Healthcare providers can now apply online to become
a Maryland Medicaid provider.

For yvour convenience, all the application information
is stored and managed from one safe location.

User Settings
s
First name

Phone number

Howver Help Settings

T IE® Ensnle Lucy Howver Halp
Update Email

Email address

Update Passwaord

Current password

& name of your first school?

a2 your nign scnool mascot?

Last name

Extension

OFF Ensbls Lucy animstion

-

B, Cnange Passwora
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Mesote maks changes to your User Profile?
e o O You can UpoETe your personal Information nere. inclUdIing your username (email) snd password.

ePREP Portal is the leader in online provider User Settings
enrollmeaent. - o ——
Healthcare providers can now apply online to become
a Maryland Medicaid provider. w
For yvour convenience, all the application information .
. . First name Last name
is stored and managed from one safe location.
Phone number Extension

Howver Help Settings

Update Email

Current password

#Upaste Questions
e
- \
=

STEP 5: Email with the rendering provider his/her username, password and security questions and
answers. This is to ensure the renderer has access to their own information as well.

ASSIGN PRIVILEGES/ROLES TO RENDERER’S BUSINESS
PROFILE

STEP 1: Remain logged in as renderer after changing renderer’s email address. Go to “My Tools” in
tool bar and select “User Administration.”

My Home Applications Accounts My Tools - Help

Hallo and Welcome! I'm Lucy, your virts F on your |ourney to become a
Farviana bMedicald proviaar

This is the Welcome page. Here you'll Uszer Administration FPREF Portal

A you explors this pegs by hovering Ut wehere each IEem will Tl you.

o

MY
APPLICATIONS
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STEP 2: Select “+Invite User” from User Administration page.

My Home Applications Accounts My Tools~ Help

= User Administration &4

Do you want to invite new members to the Business Profile? Select Invite Users.
h‘v o O Do you want to change a member's privileges? Select the pencil icon and follow the prompts.

Qinvite User

Name Privilege Type Status Actions
(g‘ Administrator Active &
(g‘ Administrator Active ra

STEP 3: Enter YOUR information and select Continue.

STEP 4: Assuming you haven't created a User Profile for yourself, ePREP message appears
identifying you as unknown to ePREP. If the information is correct, Select “Invite Anyway.”

If you already created a User Profile for yourself, proceed to step 37

Invite User - Record Not Found

The following user was not found in our records.

Please check the user information below to be sure that it is correct If the information is correct,
the user must be 3 registered user before inviting him/her to become & ePREP
Profile user.

Last name:
First namse
Email addrese

Phone number

E3 Invite amyway % Close
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STEP 5: Select the privilege type that the rendering provider permits you to have. You may select
each role to review the privileges permitted once assigned. Once you've identified the
appropriate privileged role, select continue.

a3t ePREP PORTAL

My Home Applications Accounts My Tools ~ Help

= User Administration

® O O

User Info Assign Privileges Summary

will always have the "User” Privileges Type rights to allow them to manage their own applications, messages, accounts, etc. To extenc capabilities within
ofile select any type except "User”.

Privilege type <Select s Role>
<Select a Role>
Administrator

Manager

4 Previous Supervisor
Authorized Signatory
Staff
User

Guest

STEP 6: Review and confirm information entered from step 5 to 7 is correct. Then, select “Send
Invitation.” This will send an email to your email address prompting you to sign up as a
User Profile in order to accept your role within the renderer’s business profile.

a2+ ePREP PORTAL

My Home Applications Accounts My Tools~ Help

= uUser . administration

User Info Assign Privileges Surmmanry
= nEThe Invitstion. Bleass review tThe INformation Balew To confirm That Sverytning is Scourste. ONoe wou Sre ConfiGent That The INformsticn is Correct. Select the Seng fnvitation
Ei
L
Emasil scaress:«

Privilegs type: Administrator
Privileg=s
sill be ok wimve all apes
sillee = non behalf of the provider
sill be s
sill be s
an Manag= use
an Manag= the
sillee =
an invite = user to become = Business Profile Guest
« Previous

B3 Send Invitation
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STEP 7: Click on the link within the email. Follow steps 1-6 to create your user profile.

Dear maryacres Emailinator com,

Mary Ellen Acres has requested that you become a member of éPREP Portal,
Select the hyperlmk below to view your pending mvitation.
This request will expire after 30 days.

X8
If this email was unirtentzonally sent te you, sumply disregard this message or delete it

Sincerely,
Mary Ellen Acree
Please note: This e-mail was sent from an awso-nonficancn system that cannot accept incoming e-mail. Please do not reply 1o this message

CG\T]D \TIA.LET\' \OTIC‘E The contents of thas emnal message and any attachments are mtended solely for the addsesscs(s) and may contain

! and may be legally protected from diselosure. If you are not the mtended recipient of this message or therr agent,
or if this m:sul‘: Ims been uddxus:d % you i erver, please immedsately aler the sender by reply email and then delete this message and any amachments.
If vou are not the mtended recipient, vou are hereby notified thar any use, dissemination, copving, of storage of this message of its anachments is stricthy
probibited
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