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CHAPTER 1: Introduction 
 

The centralized practice location library in the new enhanced practice manager module 
allows practice managers to manage key practice location information from a single 
place within ProView.  
 
Centralizing changes to practice location information that is applicable to all providers 
reduces the time it takes to keep location information up to date, since staff no longer 
must log in individually to each provider’s profile to change the same information. 
Centralizing data updates means there are fewer opportunities for errors, so health 
plans receive better directory data, and plan members can access the care they need 
more easily. 
 
Using the centralized practice location library also reduces the administrative burden on 
providers by decreasing the amount of information they need to maintain in the provider 
profile in ProView. Once a provider gives the practice manager permission to manage 
their location information, changes that the practice manager makes to location 
information automatically appears in the provider’s ProView profile. Practice managers 
can rest assured that health plans will receive their provider practice location updates 
automatically, without the provider needing to attest to it. 
 
In addition, the centralized practice location library increases data security and 
accountability. Because ProView keeps track of affiliation requests and data updates, 
directors of provider data management have clear insight into who made changes to the 
data and when.  
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CHAPTER 2: Registration 
 
Accounts will be created for group users by CAQH. Groups will complete the onboarding 
form and activation emails will be sent to the individuals for which accounts were 
requested to complete the registration process. 
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CHAPTER 3: Logging In 
 
Users will be able to log in to the enhanced practice manager module through the 
existing practice manager module login screen: https://proview.caqh.org/pm  
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
  

https://proview.caqh.org/pm
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CHAPTER 4: Home Page 
 
The CAQH ProView enhanced practice manager module home page will be displayed 
after a successful login.  
 
The home page contains quick links to view and add practice locations and providers. It 
also shows the number of practice locations and providers that have been added to the 
group. 
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CHAPTER 5: Add Group Profile 
 
Group Profile 
 
Hover your mouse over Our Team and click Group Profile to complete your group 
profile. The information on this page will be shown to providers when you send affiliation 
requests and will be pulled into practice location records. 
 
Group users who have been assigned the Practice Administrator role will be able to 
manage the group profile data.  
 
Users who have been assigned the Directory User role will have a read-only view of 
the Group Profile. 
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The following fields in the Group Profile are marked with a red asterisk and are 
therefore required. 
  

• Legal Business Name (as it appears on the W-9) 

• This field will be pre-filled with the name that you indicated on your 
onboarding form. It can be edited. 

• Group Primary Contact 

• In this field, put the first and last name of the person that a provider should 
contact if there are any questions about the affiliation request. 

• Group Contact Email  

• In this field, put the email address of the person that you indicated as the 
Primary Contact. 

• Group Corporate Address (Address, City, State, Zip Code) 

• Enter the address that a provider would recognize as the Group’s corporate 
address.  

• Tax ID Number 

• Enter one or more Tax IDs that correspond with the group’s practice location 
records.  

• Make sure that you add every Tax ID that you will be including in your 
location upload file. A location record cannot be added unless the Tax ID is 
saved in your group profile. 

• A Tax ID can only be removed from this list if it is not associated with any 
location records. If locations are using a Tax ID that you would like to remove, 
you must assign a new Tax ID to those locations first. 
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• Group NPI 

• Enter one or more Group NPIs that correspond with the group’s practice 
location records.  

• Make sure to add any Type 2 NPI that is associated with a location. When 
you upload your location file, each practice location’s Type 2 NPI must be 
saved in your group profile first. 

• A Type 2 NPI can only be removed from this list if it is not associated with any 
location records.  
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CHAPTER 6: Add Practice Locations 
 
In the Our Practice Section, you will upload practice locations to your library and view 
and manage all the practice locations that you have added.  
 

 
 
To add locations to your library, click on Our Practice>Add Practice Locations.  
 

First, download the Practice Location 
template. You must use the practice 
location template to populate your practice 
location library.  
 
The location template will download in 
.csv format however it will be easier to 
populate your template if you convert it to 
Excel. Once you convert the template to 
Excel, convert the Zip Code column and 
the Tax ID column to text format. This will 
ensure that any leading zeros in zip codes 
or Tax IDs are preserved. 
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The first row of the template contains the column headings. Required fields are 
indicated with an asterisk. The second row of the template contains special instructions 
for each column. These instructions must be strictly followed to avoid errors when 
uploading the file.  
 

 
 
Once all your data is in the file, save the file as .csv. (comma separated) To upload the 
file, click the Browse button and select the .csv file you saved in on your computer to 
upload it. 
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When you upload the file, the system will provide feedback on the status. It will show:  
 

• The total number of location records (rows) in your file. 
 

• The number of location records that you are trying to add that are duplicates 
because they are either already saved in your location library or are duplicated in the 
file. (A duplicate record would be one where all the required fields and Address Line 
2 are the same.) 
 

• The number of location records (rows) that had errors and could not be added. 
 
 

 
 
Once the file is processed, click the blue “Add” button to add the practice locations in 
your file to your Practice Location library. A confirmation message will display to indicate 
that the locations were successfully added. 
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If the file you uploaded has locations that 
could not be added, you can view the 
Download Report to get more information.  
 
Click the Download Report link and open the 
file called Practice Data Elements – 
Processing Report on your computer. 
 
 
 
 
 
 
 

Location Upload Failure Troubleshooting 
 
When you open that file, you will see one row for each practice location (row) from your 
original file. Review the first four columns for feedback on what was added and what 
could not be added for each of the records in your file. Based on the errors indicated, 
you can adjust your Practice Location file accordingly and re-upload it. 
 
The system checks the following: 
 

• Are all required fields present in the upload file? 

• Did each field meet the data validation requirements listed in the download 
template?  

• Were the Tax IDs in the upload file saved in the Group Profile? 

• Were the NPIs in the upload file saved in the Group Profile? 

• For a given record, did the values in every required field match any other records in 
the file or already uploaded into the practice library? 
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If you determine that there are too many errors in the file you uploaded and you want to 
upload a new file without processing the current one, you must clear out the pending file 
by clicking the Remove Practice Location File button and then click Yes, remove file 
button. 
 

                           
 
Click on Yes, remove file. 
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Previously Uploaded Files 
 
On the Add Practice Locations screen, previously uploaded files and their details will 
display at the bottom. Only files that resulted in location library additions will display. (If 
you removed a file before adding them to your library, that file will not display.) 
 
Details include when the files were previously processed (date and time in EST), the 
total number of locations included on the file, how many of these locations were already 
in the group's library prior to the upload, how many could not be added, and how many 
were successfully added to the group's library. This display serves as an upload history.  
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Practice Library 
 
Once locations have been uploaded, you can view them in your practice library. On the 
home page, click one of the links to view your practice library. 
 

 
 
You will be directed to a page that shows all the practice locations that you have added.  
 
This page shows the following details: 
 

• Practice Name  
o The name is a hyperlink that when clicked will take the user to the details 

page for that practice location. 

• Practice Address  

• Tax ID 

• Number of providers that have been assigned to the location. 
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Address Standardization 
 
When you first upload your locations, you will see a red notification that indicates that 
the address needs to be reviewed. This is because you must go through the address 
standardization process for each of your location records before you can assign 
providers to them. 
 
To standardize an address, click the Practice Name link to get to the Practice Location 
details screen. 

 
If the address you entered is 
already standardized, click 
continue. 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
If the address needs to be 
standardized, you will see what 
you entered on the left, and the 
standardized version on the right.  
 
To select the standardized 
version, click on the 
corresponding box and then click 
the Confirm Address button. 
 
 

 
 

 



CAQH ProView Enhanced Practice Manager Module User Guide 10.18.2020 

17 | P a g e  

 

 
If the version you entered is 
preferred, select the “You 
entered” box and then click on 
the Confirm Address button.  
 
A notification will remind you that 
health plans may not recognized 
the non-standardized version. 
 

 
 

 
 

 
 

There may be some cases where 
the address you entered is not 
recognized by USPS. If you get 
this message, click on the Edit 
Address Details button to make 
sure that the information you 
entered is correct.  
 
If it looks correct, try moving 
some of the information in 
Address 1 to Address 2 so that 
the standardization process can 
more easily evaluate what you 
entered. 
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When you have 
standardized the address, 
you will see a green 
notification indicating that 
the address has been 
standardized. 
 
 
 
 
 
 
 

 
 
 
 
When you have gone 
through the standardization 
process but selected the 
original version of the 
address, you will see a 
yellow notification indicating 
that the non-standardized 
version of the address was 
saved.  
 
You can still assign providers 
to locations when using the 
non-standardized address. 
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Location Details 
 
Once you have gone through the standardization process for your address, you can 
review the rest of the information about the location to make sure it is correct. The 
details include the following: 
 
Contact Information 
 

• Practice Location Name 
o Enter the name on the door of the practice here. 

• Practice Location Address 
o Enter the address at which a patient would see the provider. 

• Appointment Phone Number 
o Enter the phone number that a patient would use to make an appointment. 
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Business Identifiers & Location Office Hours 
 

• Tax ID 
o The tax ID that displays on the practice profile is managed in the Group 

Profile.  

• Group NPI 
o The Type 2 NPI that displays on the practice details screen is managed in 

the Group Profile. 

• Monday-Sunday Start and End Times 
o A traditional start and end time can be indicated. 
o To edit an entry, click on the pencil icon. 
o By selecting the 24 hours checkbox, 12:00 AM and 12:00 PM will populate 

in the start and end time fields. Uncheck the box to indicate a different 
time. 
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Accessibility & Languages 
 
The fields in this section are optional. For the Accessibility selections, check the box if 
the location offers these accessibility options. If the location does not offer these 
options, leave the box unchecked. This will indicate to health plans that these options 
are not available at this location. 
 

• Americans with Disabilities Act standards 

• Intellectual, Cognitive or Hearing Disabilities 

• Accessibility to public transportation 

• Additional accommodations 

• Languages spoken by office personnel, other than the provider. 
o Languages spoken by the provider are indicated in the provider’s Personal 

Information section of their ProView profile. 

• Languages spoken by interpreters 
 

 
 

Click the Save Changes button when you have completed your 
updates. Look for the green confirmation button to make sure 
your changes were saved. 
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CHAPTER 7: Add Providers 
 
The Our Providers section is where you will add and manage the providers associated 
with your group.  
 
Add Providers 
 
To add providers, click on the Our Providers tab, and then select Add Providers. 
Alternatively, you can select the Add Providers link in the middle of the home page.  
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On the Add Providers screen, download the template by clicking the Download now link. 
 
Prepare your file by putting all your CAQH IDs in the column labeled CAQH ID and save 
your file as a .csv. 
 
Make sure the file meets the following criteria:  
 

• File format is .csv 

• File size is less than 2MB 

• File is not password protected 

• All CAQH IDs are in the first column 
 
To upload a provider file, click the Browse button to upload a file and select the .csv file 
that you saved.  

 
 
 

 
 
 
 
After the file is uploaded, the tile will display a 
notification that the file is being processed.  
 
Refresh the page to see the processing results.  
 
 
 
 
 
 
 



CAQH ProView Enhanced Practice Manager Module User Guide 10.18.2020 

24 | P a g e  

 

 
 
Click the tooltip to display the name of the 
user who uploaded the file.  
 
Click the Affiliate Providers button to send 
affiliation requests to all your providers. 
 
 
 
 
 
 
 
 
 
 
 
You will be prompted with a message to 
confirm. Click Yes, send requests. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 
A Confirmation message will indicate that 
affiliation requests have been sent to provider 
profiles. 
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If the number of providers eligible for affiliation is less than the total number of providers 
in the file, that is because there are either providers in your file that are already affiliated 
with your group or there were errors with the provider records in the file. Since the only 
column in the file is CAQH ID, that means the error must be with the CAQH ID. Either 
the ID entered is not valid or the ID belongs to a provider record that has a status of 
Retired, Opt-Out or Deceased. To find out why a provider record in your file had an 
error, select the Download Report link and view the information.   
 
If you would rather upload a new file rather than upload the file that contains errors, click 
the Remove Provider File link. 
 
 
 

 
 
And on the confirmation pop up, click the Yes, remove file button. 
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After files are uploaded and processed, and affiliation requests have been sent, the 
previously uploaded files will display on the Add Providers screen to serve as a 
historical reference. The file tiles will show the date and time of upload, the total number 
of providers, number of providers who were already affiliated, number of providers who 
could not be added, and the number of providers who received affiliation requests. You 
may click on the Download Report link to open the file.   
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Our Providers List 
 
You can view all the providers that were added to the group on the Our Providers page.  
 

 
This screen shows: 

• Provider’s full name 
o The name is displayed as “last name, first name”. 
o The name is displayed as a hyperlink. If the link is clicked, a pop up 

window will display a list of provider’s assigned practice locations, if any 
have been assigned. 

• CAQH Provider ID Number 
o This is the 8-digit CAQH ID that you included in your provider file. 

• Affiliation  
o This column shows the status of the affiliation request sent to the 

provider’s ProView profile by the group. 
o The Accepted status indicates that the provider reviewed and accepted 

the group’s request in the provider portal. With a status of accepted, any 
new or updated practice locations assigned to the provider will be pushed 
to the provider’s profile. 

o The Rejected status indicates that the provider reviewed and rejected the 
group’s request in the provider portal. This status means that location 
information cannot be pushed from the group’s account into the provider’s 
profile. 

o The Pending status means that the provider has neither accepted or 
rejected the request. A provider with this affiliation status can be assigned 
practice locations. The locations will not be pushed to the provider profile 
until the provider accepts the affiliation request. 

• Affiliation Status Updated  
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o This column shows the date when the provider accepted or rejected the 
affiliation request from the group.  

o For a pending affiliation, waiting for the provider to respond to the 
affiliation request, the provider’s affiliation status updated on date will 
show the date when the affiliation request was sent.  

• Individual NPI  
o This column shows the provider’s Type 1 NPI that is saved in the 

provider’s ProView profile. 

• Items Per Page 
o Users can set the count of providers to display per page. Click the 

dropdown to choose from options of 10, 25, 50, and 100 providers per 
page. 
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CHAPTER 8: Assign Providers to Locations 
 
Once your practice locations have been uploaded and standardized and your providers 
have been uploaded and affiliation requests sent, you are read to assign provider’s to 
locations. When you assign a provider to a location, the Practice Details information in 
the location profile will be sent to the provider’s profile as read only.  
 
To assign a provider to a location, select a practice location. Click the blue Assign 
Providers button in the upper right-hand corner of the location profile. 
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The Assign Providers modal will display containing all of the providers associated with 
the group that have not been assigned to this location. The Assign Providers list shows: 
 

• Full Name 

• Primary Practice State 

• CAQH ID 

• Individual NPI 
 
 

 
 
If you have a lot of providers, you can filter the list or search for individual providers by 
entering criteria in the search boxes at the top of the list. 
 
To assign one or more providers to this location, select the checkbox(es) to the left of 
the provider’s name. When you have selected all the providers you want to add to the 
location, select the blue Select Providers button. 
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The confirmation modal will display to show you which providers you are about to 
assign to the location, and remind you that when you complete the assignment, 
information will be sent to provider profiles and health plans. 

 

 
 
. 
After clicking the confirmation button, the provider assignment is complete and the 
assigned providers will display on the Assigned providers tab of the practice location 
profile. 
 

 



CAQH ProView Enhanced Practice Manager Module User Guide 10.18.2020 

32 | P a g e  

 

Users have the option to Remove Providers from the location on this page. Select the 
provider by clicking the checkbox. Click the Remove Provider button.  
 

 
 
You will be prompted to confirm. Click the Yes, remove providers button. 
 

 
 
A confirmation pop-up will be 
displayed, and the provider will 
disappear from the list.  
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CHAPTER 9: Archiving Practice Locations 
 
If one of your group’s practice locations is no longer valid (i.e. the practice closed), you 
can remove it from your location library by archiving it. When you archive a location, it 
will no longer display in your practice location library. 
 
To archive a practice location record, first remove any providers that are assigned to the 
location. You will not be able to archive a location until all the providers have been 
removed.  
 
Select the location that you wish to archive. The details of the location will be displayed.  
 
Click the Archive Location button.  
 

 
 
If there are providers assigned to the location, you will be prompted to remove the 
providers from the location. 
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Click the View Providers at the Practice link to view the providers assigned to the 
location. Select the checkboxes to left of the provider name to remove the provider from 
the location.  
 

 
 
You will be prompted to confirm. Review the details and click Yes, remove providers.  
 

 
 
A confirmation will display, and the providers will no longer appear on the list. In the 
provider portal, these locations will be archived, and updates will be sent to plans. 
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Once all providers have been removed from the location, it can be archived. Select the 
Archive Location button. 
 

 
 
A pop-up message will be displayed to ask for your confirmation. Click Yes, archive 
location.  
 

 
 
A confirmation message will be displayed, and the location will be removed from the list.  
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