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Job Aid 

Provider Enrollment Application Needing Signatures of 
an Authorized Person 
This document provides steps to submit a signed application if the application is not filed by an authorized 
person or the provider.  

Follow these steps if you are filling out the provider enrollment application on behalf of a provider but you are 
not the authorized person to sign the application. These steps begin at the disclosure page, but the application 
has been completed up to this point.   

Review the steps to submit a signed application: 

Steps Description 

1 Fill out each area that requires signatures with the name of the provider or authorized person to sign, along 
with their title and the date. 

End of the Disclosure Page 
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Steps Description 

End of the Facility Attestation/Authorization and Release Page

 

End of the Agreement Page, the final section that requires a signature 

 

2 Select Continue 

The application is not being submitted by selecting Continue. While on the Summary page, select Print 
Preview in the top right-hand corner of the page.  

 

*A separate page will populate.   

3 Select the blue Print icon in the top right-hand corner. 

Once this is selected, the option to print or save the application is provided.  
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Steps Description 

4 From here, you can Print the application on a physical printer to obtain the physical signatures or Save the 
document as a PDF to obtain the electronic signatures. Once the signatures are obtained, save the document 
with the signatures as a PDF. All attached documents must be PDFs. 

*The application can be submitted with electronic or physical signatures but the physical signature must be 
signed in black ink.  

 

After you Save or Print the application, select the X in the right-hand corner to close out the page.  

Scroll to the end of the application, and select Exit to save the application since signatures need to be 
obtained. You are then auto directed to the Home Page.  

 

5 Once the signatures have been obtained, select the Recredentialing/Revalidation link on the provider portal 
home page, add the PDF document with the signatures as an attachment, and select Submit when you are 
ready to submit the completed application.  

Recredentialing/Revalidation Link 
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Steps Description 

Documentation/Attachments 

 
 

Summary Page/ Application Submission 
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Change History 

The following change history log contains a record of changes made to this document: 

Version # 
Published/ 
Revised 

Author Section/Nature of Change 

0.1 05/16/2023 Gainwell  Initial publication 

0.2 05/24/2023 Gainwell Updated per SME review 

0.3 06/01/2023 Gainwell Updated per Technical Writer Review 

0.4 04/14/2025 Gainwell Updated per CR2571 

 


