
Provider Approval- Renewal
Applications in More Information Needed Status

Responding to Review Items



Responding to Review Items

Once a renewal application has been reviewed by ACE, if updates or corrections are required, an 
email will be sent to the provider and the application will be in a status of “More Information 
Needed”.

Corrections to applications must be made within 30 days to maintain provider approval.



 

Accessing the Provider Record

After successfully logging in and clicking the Providers module,

Open the provider record from the dashboard either by typing the provider name in the search icon 
in the top right corner of the screen or click the provider name in the 

my recent records box.



 

Accessing the Renewal Record

If updates or corrections are required, the 
provider renewal application will be in a status of 

“More Information Needed”.

Expand the Provider Approval- Renewal section 
and click view to open the renewal record.

The renewal record is accessible from the 
provider details page of the provider record. Each 

section of the provider details page is 
expandable and collapsable by clicking the 
section. If sections of the record expand by 

default, it may be necessary to collapse them or 
scroll down the provider details page to see the 

Provider Approval- Renewal section.   



 

Accessing the Renewal Review

Renewals in a status of More Information 
Needed will have a review section that 

identifies the number of items from the renewal 
that require response or correction. 

The Provider Approval-Renewal and Reviews 
sections may be expanded or collapsed by 

clicking on them. 

Expand the Reviews section, right click view 
and select the option to open link in new tab. 
This will open the review section in a separate 

tab in the internet browser. 



 

Using Multiple Browser Tabs

Two tabs will now be open in the internet browser. 
Click the second tab titled Provider: Reviews. 



 

Review Detail

On the review detail screen, the 
Review, Items and Review Details 

sections are expandable and 
collapsable by clicking in the blue 

header of each section. 

Expand the items section to view 
and edit the items that require 

correction or response. 

In this example, there are two 
review items that require action.



 

Opening Review Items

Click the pencil icon beside 
each review item to open 

the item for editing. 

The field column in the 
items grid identifies the 
question in the renewal 

application the review item 
pertains to. 



 

Responding to Review Items

Once the review item opens, ACE 
review comments to include any 
action required will be visible in 

the ACE Comments section. 

Provider responses to review 
items may be typed in the text box 

labeled Provider Response. 
Corrected documents may be 

uploaded by selecting choose file 
beside the Provider Response File 

field. 

Click save entry after responding 
to the review item.



 

Review Items

After saving the provider 
response and/ or uploaded 
files, the system will return 

to the item detail page. 
Conduct a final review of 

the response to the review 
item from this screen. If 
edits are needed, click 

Modify Entry to reopen the 
item.

If the response is complete, 
click review details to return 

to the review detail page.



 

Review Detail- Provider Response and Uploads

From the review details page, 
provider responses and file 
uploads entered in review 

items are visible in the items 
grid. 

Once all review items have 
been responded to, the last 

step is to resubmit the renewal 
application. 

Resubmitting the renewal 
application will update the 

status from More Information 
Needed to Submitted and 

Under review. 
The renewal application and 

review responses will enter the 
queue for ACE review. 



 

Re-submitting the Renewal

To access the renewal 
record for resubmission, 

either click on the first 
browser tab where the 

renewal record is still open 
or click the blue icon 
beside the Provider 

Renewal to Review field to 
move from the review detail 

to the renewal record. 



 

Re-Submitting the Renewal

Click the Re-Submit button at the 
top of the renewal record. 

The status of the record will update 
from More Information Needed to 
Submitted and Under Review. The 

renewal record and the responses to 
the review items will enter the queue 

for ACE review. 

 


	Slide 1:    Provider Approval- Renewal Applications in More Information Needed Status Responding to Review Items 
	Slide 2
	Slide 3
	Slide 4
	Slide 5
	Slide 6
	Slide 7
	Slide 8
	Slide 9
	Slide 10
	Slide 11
	Slide 12
	Slide 13

