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Overview  
This document overviews completing Milestone 3 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. 

 

Milestone 3 of an application 
Milestone 3 of an application is broken down into steps 7-9. Steps that are optional will be marked as so on the left-hand 
menu next to the step number. 
 
Step 7 of Milestone 3 is for Associating Billing Providers/Other Associations. This is an optional step. You may want to fill 
this out depending on your provider type. Click the show button arrow on the purple instructions banner to display 
instructions relating to this step. Click Add at the bottom right to begin this step.  
 
 

  
 
 
 
 
 
 
Select the appropriate Association Type from the drop down. Select Provider ID in the Search By box and enter the 
Provider NPI to the right in the Search Value Box. Enter the begin Date Click Save Details when all the information has 
been added.  
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Click Add under the Supporting Documents section. 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. Click Save at the bottom right.  
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Step 8 of Milestone 3 is for Associating an ETIN. Click Add at the bottom right to begin this step.  
 

 
Association Type will be displayed as New ETIN. Note: This will be the only option to create a brand new ETIN, linking to 
an already existing ETIN will need to be completed after enrollment is completed and done via paper method. Click Save 
Details. 
 

 
 
 
 
 
Click Add under the Supporting Documents section. A new screen will pop up that allows you to upload supporting 
documents for this step.  Note: The ETIN Certification Statement for New Enrollments -form #490602 must be printed, 
signed and notarized before uploading. 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 9 of Milestone 3 is for adding Provider Controlling Interest/Ownership Details. Click the show button arrow on the 
purple instructions banner to display instructions relating to this step. Click Add next to the Owners list. 
 

 
 
 
The next screen will display. Fields marked with a red asterisk are required. Click on Validate Address. Select yes or no 
for Adverse Actions. If you need additional information on adverse actions, click the about Adverse Actions hyperlink to 
the right. Click Save. 
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This will bring you back to the main screen of the step. Click Add under Owners List to include any additional individuals 
or entities information if applicable. Click Add next to the ownership interest in other disclosing entities reimbursable by 
Medicaid and/or Medicare if applicable. Click Add next to subcontractor information if applicable.  



Version 3 Page 6 of 6 

 
Provider Services Portal-Milestone 3 

 

08/19/2025 

 
 
  
Once you are completely satisfied with the information in Milestone 3, click on next step at the bottom right. A pop-up 
screen will display the following information  
 

  
 
You are now complete with Milestone 3. Click Okay to acknowledge and move on to the remainder of the application.  
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