
Revalidation Guide



What is revalidation
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• To comply with the Patient Protection and Affordable Care Act, Section 6401(a) and 
42 CFR 424.515, Montana Healthcare Programs requires all actively enrolled 
providers and suppliers to revalidate their enrollment information every five years.



Documentation
Before you begin a Revalidation

• License

• DEA

• CLIA

• EFT form

• Insurance

• W9 with Legal Entity Address
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Provider Portal Log In

Log into the MPATH 
Provider Services 
Portal to access 

enrollment workbench 
and begin a 
revalidation
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Provider Portal Log In 2

Enter your Optum 
GovID or registered 
email and Password.

For security a 
passcode will be 
emailed to your 
registered email 

address.
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Provider Portal Log In 3 

The Provider portal 
offers many features. 
For revalidation click 

on the Provider 
Enrollment tile on the 

left menu.
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Enrollment workbench search
Use the Select “Search 
By” to search by NPI. 
Enter the 10 digit NPI 
in the Search Criteria 

text box and click 
search.

The result will return 
the NPI with a history 

of all activities 
completed specific to 

that NPI.
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Checking for Revalidation

Select the radio button 
on the top line or 

current enrolled line.

Hover over the 
revalidation tile on the 

left menu. If the tile 
highlights and 
revalidation 

Enrollment Units 
display your file is 

ready for revalidation.
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Creating a Revalidation

Click the revalidation
tile on the left menu.

The pop out 
Enrollment Units are 

grayed out and 
informational only.
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Creating a Revalidation on workbench

The Revalidation line 
will appear at the 

bottom of the 
workbench. Click the 

blue pencil icon to 
begin the revalidation 

process.
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Navigating sections of Revalidation

The left tiles will 
appear red at the 
beginning of the 

revalidation. As each 
section is completed 

these tiles will change 
to green.

Within each tile there 
are another set of tabs 
that are red across the 
top of the page. These 
will change to green 

when each tab is 
complete.
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Revalidation Attestation
Revalidation is a process of 

reviewing and updating information 
on your enrollment. Each page of 

the enrollment during revalidation 
will have a checkbox to attest to the 

statement “I have reviewed the 
information ion this screen as 

presented. Click Save and Continue 
to proceed to the next section.
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Provider Information Tile

The first tab to complete will be the 
Practice information. This is where 

you will validate the provider 
taxonomy, state and/or waiver 

programs. Updates can be made by 
selecting the Add button and 
navigating the popup screen.
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Provider Information Tile 2

Legal name and address tab also 
contains the billing (physical 

address) and mailing sections.
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Provider Information Tile 3

If “yes” is selected each 
individual or business 

owner must be listed in 
the ownership section.

If “no” is selected at 
least one managing 
employee must be 

listed on the next tab.
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Provider Information Tile 4

List all Agents, Officers, 
Director, Board 
Members and 

Managing Employees.
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Provider Information Tile 5

Navigate through the 
additional questions on 

the disclosures page, 
read the Attestation 

and click I Attest. Then 
click save and continue.

Note the tabs across 
the top should all 

appear green.
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Credentials Tile

Review the licensure on file. Add a new license for an expired 
line. Click Add and follow the prompts in the popup.

If the license is close to expiration the date can be extended by 
clicking the pencil icon.
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Credentials Tile 2

Upload a current copy 
of the license by 

clicking the blue upload 
icon. Click browse, 

navigate to the license 
and click open.
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Credentials Tile 3

When the file is successfully 
uploaded click close on the 

upload pop up. Navigate 
through the rest of the page 
and click save and continue.

20



Financial Information Tile

Insurance information will 
be added on the insurance 

tab. Click Add to add the 
insurance company.
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Financial Information Tile 2

Once the Insurance 
Information is added click 

Add next to Manage 
Policies. This popup will 
allow you to enter the 
details of the policy.
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Financial Information Tile 3

Upload a current copy of the insurance 
policy by clicking the blue upload icon. 
Click browse, navigate to the document 

and click open.
When the file is successfully uploaded 

click close on the upload pop up.
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Financial Information Tile 4

Insurance information will 
appear on this tab. Click 

save and continue.
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Financial Information Tile 5

Review banking information on file and validate the 
address information.

An EFT is required for revalidation. The EFT routing 
and account number must match exactly to the 

information on the screen and be signed within a 
year of revalidation submission date.
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Financial Information Tile 6

Upload a current EFT form by clicking the 
blue upload icon. Click browse, navigate 

to the document and click open.
When the file is successfully uploaded 

click close on the upload pop up.
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Physical Location Tile

Physical locations are where the provider 
has a servicing location. There can be 

one or multiples.
Each location will appear with a red 

progress status. To review and update 
each location click on the pencil icon.
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Physical Location Tile 2

To review and update each location 
click on the pencil icon.

This will open the location and tabs 
will appear across the top with a red 

status. Each tab will need to be 
reviewed and/or updated.
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Physical Location Tile 3
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Physical Location Tile 4
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Physical Location Tile 5
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Physical Location Tile 6
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Physical Location Tile 7
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Physical Location Tile 8
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Physical Location Tile 9

The process will need to be 
completed for each location.

Once all sections of the location 
are complete the progress bar will 
appear green with a checkmark.
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Enrollment Units Tile

Enrollment Units (EU) are unique 
numbers that identify the type of 

provider service when billing/paying 
claims. These EUs contain information 

specific to the provider services.
Click the pencil icon to review the 

information at the Enrollment Unit (EU).
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Enrollment Units Tile 2

Validate the license is current at 
the Enrollment Unit level. Click 

the Primary radio button next to 
the current active license.
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Enrollment Units Tile 3

Validate or update the billing (physical 
address), mailing and remittance 

addresses at the Enrollment Unit level.
Note: billing address cannot be a PO Box.

38



Enrollment Units Tile 4

Validate or update the contact 
information. This will be used 

for questions about the 
revalidation or updates.
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Enrollment Units Tile 5

Managing employees are 
selected by using the drop 

down. This information was 
entered earlier in the 

revalidation. If a managing 
employee was not required or 

entered no information will 
appear in the drop down.

40



Enrollment Units Tile 6

The process will need to be
completed for each location.

Once all sections of the location 
are complete the Systems status 

will state complete.
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Final Submission Tile

Revalidation requires new signed Montana 
Terms and Agreement and Disclosure, Screening 
and Enrollment Requirements documents. The 

documents are available for download by clicking 
the blue download button.

Electronic signature is available by clicking E-
Sign.
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Final Submission Tile 2
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Final Submission Tile 3
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Final Submission Tile 4

To change the Signature of Authorized Representative.
Highlight the current name and begin typing.

Once both documents are signed click save and continue.
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Final Submission Tile 5

A W-9 with a legal entity and signed within a year 
revalidation submission date is required.
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Final Submission Tile 6
Upload a current W-9 form by clicking 

the blue upload icon. Click browse, 
navigate to the document and click 

open.
When the file is successfully uploaded 

click close on the upload pop up.
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Summary Tile
Summary is the final step of the 

revalidation process. If any information is 
missing the tiles on the left will appear 
red. You can navigate direct back to the 
section by clicking the tile and reviewing 

the missing information.

Once the review is complete click the 
Submit button at the bottom right corner 

of the revalidation.
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Enrollment Workbench
Click submit. A Thank you 

confirmation page will appear, 
click continue.

On the Enrollment workbench 
the top line will display 
Revalidation Submitted.
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Provider Relations Contact Information
• Provider Relations Call Center:
• (800) 624-3958
• Monday through Friday 8am to 5pm MST

• General, Claims, TPL, and EDI questions: 
MTPRHelpdesk@conduent.com

• Enrollment Questions and documents:
• MTEnrollment@conduent.com
• Note: the Conduent emails cannot accept secured emails.

mailto:MTPRHelpdesk@conduent.com
mailto:MTEnrollment@conduent.com
mailto:MTEnrollment@conduent.com


Thank you for the care and 
support of Montana 

Healthcare Programs 
members that you provide.
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