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Nebraska Provider Screening and 
Enrollment 

Adding Group Members by Updating the Billing Provider 

The steps below will guide you through adding Group Members to an Existing Group, Facility, or 
Pharmacy. The Billing Provider will need to be in Data Entry. See the applicable instructions for that 
process. This document will only discuss the Individual Providers Associated with your Group page. 

All applications must be submitted for review when completed or when a change is made. 
You can avoid updating the entire group by using The Manage Members functionality. 

Symbols to watch for: 

The piece of paper with a pencil symbol represents the option to EDIT information. 
Click on the symbol to open the box and allow edits. 

The asterisk symbol represents when a field is REQUIRED. 

The circle with a question mark symbol represents that there is HELP TEXT when you 
hover over the symbol. 

The plus mark symbol represents the option to ADD information.  Click on the symbol 
to open the box and add information. 

The ex or cross mark symbol represents the option to DELETE information.  Click on the 
symbol to remove the information. 

Individual Providers Associated with Your Group Page     

When a Group is due to Revalidate (within 180 days) ALL Group Members must also be Confirmed or 
Removed to complete the Revalidation. 

A group member must have an active Group Member Profile (GMP). See Group Member New 

Enrollment in Provider Ed & Training Resources. 
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Individual Providers with GMP   
Log into the correct group account, Update or Continue the Registration, and progress to the Individual 

Providers page. See the appropriate Provider Ed & Training Resource if necessary. 

ADD New Group Member 
Click Add to add group members to this group. 

➢The following box will open: 

Enter the Group Member’s information. 

➢The Tax ID MUST be the Group Member’s SSN. 
➢Pay close attention to the start date listed. 

If you request a retro start date, a document must be uploaded on the Individual Provider’s page explain 
why this is being requested. 



Page 3 of 4 

➢Affiliated providers cannot be active twice with overlapping dates at this

location. You must end/remove the original affiliation and start the new

affiliation for the next day.

Click Save. 

Confirm or Remove Existing Group Member 
Confirm by selecting Edit. 

➢Complete all Required fields and answer all questions.

➢Click Confirm Association.

If the provider needs to be terminated from the group, enter an End Date and End 

Association. 

Other Affiliation Status Definitions can be found on the Individual Providers Associated with Your Group 

page. 
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For large groups, use the search option to locate the group member. 

➢Enter information into at least one field and click “Search Associated Providers.” 

You are required to upload a letter with an explanation for EACH provider this is requesting a retro start 

date over 180 days in the past. Retro dates over 180 days in the past on New and Active Affiliations can 

only be requested by updating the entire group. 

The entire group application must be resubmitted after making all necessary changes. 




