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Overview  
This document describes generating an application and completing Milestone 1 of a new application being submitted in 
the Provider Services Portal. The portal is designed to allow providers to enroll and manage their provider file.  
Applications are broken down into 4 milestones that must be completed before submission of an application for review.  

Note: At this time the portal is only allowing enrollment for providers who have never been enrolled in NYS Medicaid. 
This is also limited to individual practitioners. Groups, businesses and institutions will come at a later date. 

 

Getting started 
Once you are logged into the Provider Services Portal, to begin a new application, click on New Enrollment. 

 
 
Click on the application type you would like to begin. Note: Individual will be the only application type at this time. 
 A screen will display the application instructions.  
 

 
 

NOTE: Once an application is started, you will have 20 days to complete and submit the application. If not submitted 
within 20 days, the application will be purged from the system, and you must start again.  
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Click on proceed to continue. You will enter the following information that is required to generate the application. 
 

 
• Applicant Type: OPRA or Fee-For-Service (Billing). Note: OPRA is the default selection, choose the appropriate 

application type from the drop down. Important: If you intend on Billing Fee for Service Medicaid, you must 
select the “Billing” option. Note: Any changes to this selection once an application has been started will cause 
previously entered information to be lost. 

• If Affiliated with a group, do you have a private practice as well? Note: This is for Fee-For-Service application 
types only.  

• First Name 
• Last Name 
• NPI 
• Date of Birth  
• Social Security Number (SSN) 
• Primary Email Address 

 
Click on Generate Application. A screen will display with the Application ID that you will need to continue the process.  
NOTE: Currently this portal is for those practitioners that are enrolling for the first time (not known to the system). 
Please be aware if you receive an error, it’s either due to the fact: 
· A paper or portal application was already submitted and is currently still under review. Please check to ensure an 
application was not already submitted. 
· The provider is currently enrolled, and you must submit your maintenance request via instructions found at 
eMedNY.org or, 
· If previously enrolled (but now inactive) and now looking to apply for reactivation, they should visit eMedNY.org and 
follow instructions to submit a paper application. 
 
Note: The Application ID will also be emailed to the Primary Email Address that was entered. Click on Go to Application. 
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Milestone 1 of an Application 
 
Once you have generated an application, the enrollment application is now in process. You will begin with Milestone 1. 
Note: Milestones 2-4 are locked, Milestone 1 must be completed before moving on. Click on Start next to Milestone 1.  
 

 
Milestone 1 is broken down into three steps.  
REMINDER/TIP INSTRUCTIONS: Within a milestone, each step you navigate to may have instructions for that page. 
When available it’s recommended that you should first select the “Show” button, prior to entering any information. This 
section will expand and provide you with useful information for completing a particular step. STEP REQUIREMENTS: On 
most pages, below the instructions there may be a Step Requirement Link – As you enter data on a page, the system will 
evaluate additional required information, documentation and/or forms that may become both optional and required. 
Items will clearly be marked required or optional. If a URL to a website is present next to a required item, you will have 
to navigate to that form, download, complete and upload it prior to submitting an application. 
Step 1 is Basic Information. Information that was entered when generating the application will be imported in for you. 



Version 3 Page 4 of 11 

 
Provider Services Portal-Milestone 1 

 

08/19/2025 

Fields marked with a red asterisk are required fields.  
 

 
Click save then Click Next Step to move to Step 2 of Milestone 1. 
 
Step 2 of Milestone 1 is for adding Federal Tax Details. Click the show button arrow on the purple instructions banner to 
display instructions relating to this step. Click Next under the Tax Form radio button.  
 
 

 
 
The next screen that will display is the Tax Form Details page. Fields marked with red asterisks are required.  
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Once you enter the details of the Corporate Address, which is where 1099s will be sent, Click on Validate Address in the 
bottom right-hand corner. Click on Save details directly below Validate Address when all information is correct. 
To upload supporting documents, click on Add. 
 

 
A new screen will pop up that allows you to upload supporting documents for this step. File formats allowed: .gif, .jpg, 
.jpeg, .html, .htm, .pdf, .xls, .tif, .doc, .docx, .xlsx, .txt. Click on Upload document. Click on Close when you have 
uploaded the documents. 
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Step 3 of Milestone 1 is for specialties, licenses, and certifications. Click the show button arrow on the purple 
instructions banner to display instructions relating to this step. Click on Add next to Provider Type/Category of 
Service/Specialty/Subspecialty. 
 

 
 
The next screen will display the following information that must be added. Fields marked with a red asterisk are a 
required field.  
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Selection of the Provider Type, Category of Service, and Specialty will then display options for a Subspecialty. Choose at 
least one from the available subspecialty list and click the right arrow to move it over to the associated subspecialty 
field. Click on the Board Certified or Not Board Certified radio button then click on save. 
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This will bring you back to the initial page where you will click on the box next to the specialty of choice and then click on 
Primary Specialty. 
 

 
 
An alert will pop up that asks if you want to flag this as a primary specialty. Click Ok to acknowledge the alert. 
 
 
 
 
  

 
 
 
 
 
 
 
 
 
From there, you will move on to the License/Certification portion of this step. Click on Add next to License/certification.  
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The next screen will display the details for adding a license. All fields marked with the red asterisk are a required field. 
Click on Confirm License/Certification. Then click on Save after you have confirmed the license/certification. 
 

 
The final action to complete this step will be to add the supporting documents. Note: Hospital Admitting privileges is not 
a requirement for NYS Medicaid enrollment.  
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A new screen will pop up that allows you to upload a supporting document for this step. File formats allowed: .gif, .jpg, 
.jpeg, .html, .htm, .pdf, .xls, .tif, .doc, .docx, .xlsx, .txt. Note: This screen will display the required documents you must 
upload.  
 
Click on Upload document. Click on close when you have uploaded the documents. 
 

 
You will need to click add under the Supporting Document section to upload additional documents.  
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Once you have uploaded all documents and are completely satisfied with the information in Milestone 1, click on next 
step at the bottom right. A pop-up screen will display the following information. 

 
 
You are now complete with Milestone 1. Click Okay to acknowledge and move on to the remainder of the application. 
You will notice that the remainder of the Milestones are now unlocked. That means you can move freely around the 
application to add information.  
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