
Provider Information Updates
Change Request



Change Request Provider Information Updates

CE Providers can make updates to provider information, through a change request. 

The following provider information may be updated through a change request:      

                      - provider name change
                      - address, phone number, email and websites(s)
                      - sale, ownership change
                      - closure of business
                      - non-renewal of ACE provider approval

Change requests are categorized by the change type. 

Change requests must be submitted in the application portal. 

Change requests to update provider information can take up to 30 days for approval. 



 

Entering a New Change Request

Access the provider 
record in the portal and 
click the “Create New” 

dropdown.

From the dropdown list, 
click New Change 

Request. 



 

Change Request Entry Provider Changes

When the change request 
opens, populate the change 

effective date.

Select provider changes as the 
change type. 

Select the provider change from 
the list.

If multiple provider changes are 
needed, a separate change 

request must be submitted for 
each.

Complete the required 
information for the change.

Complete the signature section 
and click save entry.  

 



 

Change Request Submission

Click “Submit”



 

Change Request Approval

Once the change request is 
approved the status will 

reflect approved.

Changes to the provider’s 
name, address, phone 

number email or website 
will be reflected in the 
provider information 

section once the change 
request is approved.  
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