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After logging in and selecting “Manage Provider Information” from the Provider Portal, you will be 
taken to the Business Process Wizard 

 
Select Step 5: Licenses and Certifications 

 
 Note:  Step numbers may vary by one number based on the enrollment type.
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Click on the hyperlink. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To update License or Certification, click on the hyperlink requiring the update. 
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Save Changes. 
 
 
 
 
 

Update the End 
Date. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Update the End Date with new expiration date. 

 
Save changes using diskette icon. 
 
Use the red “X” to close the Manage License/Certification page. 
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End Date will be updated. The updated license will have a status of “In Review.”  To exit, click on the 
red "X" button on the left to return to the Business Process Wizard. 
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When to modification status shows “updated” the record is still available for the provider to make 
updates.  The State is not aware of these updates.  Make sure that all steps for the provider are 
current. 
 
Select the last Step: Submit Modification for Review. 
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Click on the button “Submit Provider Modification.” 
 
A pop-up message will confirm that the modification has been sent to the State for review. 

 
If a license/certification update has been made, copies of the license/certification from the 
expiration date to the current system date are required and must have the NPI documented on the 
copy.   This information can be sent to: 
 
Email: SDMEDXGeneral@state.sd.us 
 Subject: “Enrollment type: Mod NPI”  
 Where “enrollment type” is replaced by “FAOIP,” “Group,” “Individual,” or “Tribal/IHS” and 
“NPI” is replaced by the provider’s ten-digit NPI.  Ex: Group Mod:1234567890 
 
Fax: 605-773-8520.  Include subject info as shown above.  

mailto:SDMEDXGeneral@state.sd.us

