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Registration and Login
Function Description
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Function Description
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Application Systern account. Fields marked with an asterisk (%) are reguired.
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Confirm Your E-mail: |NeumAsle:@email_mm

) v
! ")
1%

A% T7# 9 (? 4%

CC E-mail (for o [T
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Problems logging in?
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Start Page, Bubbles and Tabs

Function Description

Lo our

EDIT ACCOUNT  CONTACT
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Completing the Application

Function

Start Page
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Terms of Service
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g this pariod.
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CAQH Universal Application
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Practice Manager’s Module

Registration and Login
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Adding Providers to the Manager’s List

Function Description
Start Tab
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Adding Providers to the Manager’s List

Function Description
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Maintaining Information Relevant to Providers in yo ur Practice

Function Description
Prepare Tab
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Maintaining Information Relevant to Providers in yo ur Practice

Function

Description
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Description
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% 7# -0 4%

# 3
3 C

#O)H#L "
% #

3 #)##L " gl

C, %

% T# #
B o

8% ?" D

!
oo

YHEL #1)

" G *1 .%

% T#H &@
"1%
<% 5 | "##

3 C, n

o C, *' "%

=% 7 +4

+' "1%

Export Tab

% 7# +, &4

un #Ill# 1 n "

) ”n

nu % 4

)#HHE H' %
% T# 1& &4

A% T# 9"
II! %

0 " 1 n
II# "

II#
+' 9 #

, %
nl 9 "

) #1

DI "

" E 1 # ’I [

" + 1 1 n

Y## #

T # "

1 # "1%
K
Y1 S
/ n D n " )

e 7" C# O #

ooy g

*

[ II# / Ill # " D " "
*

y oo




CAQH Universal Provider Datasource®

Quick Reference Guide
For Providers and Practice Managers

System Messages
Pop-up Messages at Login

Expired Documents
When you log into the Universal Provider Datasource, you may see a pop-up box similar to this:

A message similar to this will appear if the expiration date of your state license, DEA certificate, CDS
certificate or professional liability insurance has passed. This message is to remind you to update
those fields in application:

- Utilize the Answer tab and the — Go To Specific Sections — dropdown menu to go to the appropriate
section(s) of the application to update. Be sure to use the AUDIT or NEXT button to save the
updates before you leave the page.

Make any other updates to your data as appropriate. Again, use the AUDIT or NEXT button to save
updates before you leave the page.

Audit and Attest to your changes.

Fax in the updated supporting document, follow the Reattestation Supporting Documents
instructions on the Attachments tab.

When an application changes (CAQH or state)

From time to time, CAQH or a state may make changes to their application. CAQH will notify  you by
displaying a message the first time you log into the Universal Provider Datasource after the changes
have been implemented. The message will give you brief instructions to follow to assist you with
updating your application.

Automessages
A feature of the Universal Provider Datasource is periodic reminders related to the status of your
account and your data. In addition, CAQH may send you announcements about new features and
functionality as they become available.

When you registered, you entered your primary method of contact (email or fax). This is the method
CAQH uses to send these messages.
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To update or change your primary method of contact, log into the UPD and click on the Edit Account
tab.

Important Things to Know

Change Your User Name or Password

To update or change your password or user name, log into the Universal Provider Datasource and click
on the Edit Account tab.
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You will need to enter your confirmation Email Address and Fax Number, then enter either your new
password or user name in the Password or User Name boxes and in the Confirm Password or User
Name boxes. Then click SAVE. If the password or user name was successfully changed, you will
receive a message in red at the top of the screen that says “Your information has been saved to the
database. If the username isn’t already in use, you can easily change this to reflect your preferences
and make it easy to remember. Providers and Practice Administrators must change password within
30 days from the date of first signing in and will have no reset interval. Participating organizations and
CAQH will be required to reset password every 90 days.
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Forgot Your Password

If you forget your password in the OAS, click on the “Email my password” hyperlink. It will direct you to
the retrieve password page.
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Retrieve Your Password Page

4 706 "" ™M) P )#L " #Ht) $

Type in your user name and hit the Request Password button. Your password will be sent to your
email address on file. If you do not have an email address on file or you forget your user name, please
contact the help desk at 888-599-1771.
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Reset Your Password

To reset your password in the OAS, click on the “Reset my Password” hyperlink. It will direct you to the
password reset page.
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When getting to this password reset page, you will have to enter the CAQH Provider ID and Username.
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Change where you receive system messages
When you registered, you entered your primary method of contact (email or fax). This is the method
CAQH uses to send these messages.

To update or change your primary method of contact, log into the UPD and click on the Edit Account
tab.

Print your application
To print a paper copy of your application and supporting documents for your record, click on the Print
Application Bubble on the Start Page.
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Verify that your supporting documents are current

To review your supporting documents, click on the Attachments tab.

On the Attachments page, scroll down and review the Supporting Documents Received

Click on the link for each document that is renewable to ensure the current document is posted. If it is
not, follow the instructions for Reattestation Supporting Documents in the section preceding the
Supporting Documents Received to submit updated document(s).
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Review your activity in the Universal Provider Data  source
To review your activity in the UPD, click on the Your Activity Log bubble.

The activity log contains information about changes you have made to your data as well as any system
messages or automessages that may have been sent to your primary method of contact.



CAQH Universal Provider Datasource®

Quick Reference Guide
For Providers and Practice Managers

Your primary practice office state changes
If you move your practice to another state:
First update the primary practice state on the Prepare tab. The state you select here
determines the questions you are required to answer.

Update the Professional IDs section, if appropriate.

Update the Praction Locations section.

Update the Hospital Affiliations section, if appropriate.

Update the Professional Liability Insurance section, if appropriate.

Update the Work History section.

Audit and Attest to your changes.
- Fax any updated supporting documents, including your Authorization Attestation and Release if
appropriate in your state.



