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Change Request Provider Staff Updates

CE Providers can change provider staff in the roles of primary contact, CE director and social work consultant 
through a change request. 

The following provider information is required for each contact role:      

 - name 
                - job title
                - start date in the role
                - email address
                - phone number                                                                                                  

- resume (required for CE director and social work consultant)                                                                 
- license information (required for social work consultant; required for CE director, if licensed)  

A new provider agreement must be signed by the CE director, social work consultant and CEO/ department head 
when the roles change.

Change requests are categorized by the change type. 

Change requests must be submitted in the application portal. 

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



 

Provider Staff Agreement

If the provider staff roles of 
CE director and/or social 

work consultant are 
changing, signatures must be 
obtained on the provider staff 

agreement in advance of 
submitting a change request.

Access the provider staff 
agreement in the system files 

section of the provider 
record. 

Expand the right sidebar for 
access to system files.



 

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 Staff Changes

When the change request opens, 
populate the change effective date.

Select staff changes as the change type. 

Select the staff role requiring the change.

Select choose file to upload the signed 
provider agreement. This is required for 
CE director and social work consultant 

role changes.

Click the dropdown in the staff to change 
field and select the name of the individual 

vacating the role.

Click the add new staff button and 
complete the fields when the add new 
staff screen appears. Click save entry 

when complete.

Complete the required signature fields at 
the bottom of the change request and 

click save entry.  



 

Change Request Submission

Click “Submit”



 

Change Request Approval

Once the change request is 
approved by ACE the status 

will reflect approved.

The new contact will be 
reflected in the provider 

staff section. 

The prior contact will 
remain listed however an 
end date for their role will 

be listed.  
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