
How to Withdraw an Application 

Reasons to Withdraw an Application 

• Provider has applied for wrong Provider Type

• Provider realized they attached wrong documentation after submission

• MDH has requested the provider do so, as they already have an account at the same
address or same NPI

o Regardless of the reasons the process is the same.

Step 1:  Make sure you are in the correct Business Profile and then click on the Applications 
Tab. 



Step 2: Once on the Applications page, find the returned application and click on the orange 

icon of a wrench.  This will take you straight to your deficiency. 

Wrench 

Step 3: The deficiency found on your Return to Provider letter will be the same as what is written within 
the application. 



In this case the deficiency is asking that you withdraw the application as it did not contain 

proper documentation.  See below. 

Step 4: Return to the Applications Screen by clicking on the Applications Tab 



Step 5: Once back in the Applications screen find your returned application and once again look 

at the orange action icons.  Find and click on the orange X icon. 

Once you click the orange X a popup window will open stating “A Withdraw application will be 

created.”   Click on the continue button. This will open the Withdraw application in a new tab. 



Step 6: This will bring up a short new application that must be completed. Notice the Package 

Type. Then complete it like any other application. Click continue. 

The next Screen is to be sure the Profile Information is correct so that you are withdrawing 

for the correct entity or individual. Once confirmed, click continue. 



Step 7: Below you will see familiar screen shots for signing off and submitting the withdraw 

application.  



Step 8: Finally, the Submit button will turn blue and you can click on it to submit the application 


