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Job Aid 

Copy an Existing Provider Enrollment Application 
This document outlines the steps to copy an existing provider enrollment application that was previously 
submitted and lists the prepopulated fields of a copied application.  

The copy function duplicates specific fields of a previously submitted application. Those fields will be 
prepopulated as illustrated throughout this document.  

Utilizing the copy functionality: 

• Only previously submitted enrollment applications using the same taxonomy can utilize copy. 

• Not all data is copied. Only certain fields are prepopulated therefore, it’s crucial to check each field 
and make appropriate updates.   

• Copying the application can save time and avoid inputting data multiple times. 

• Additional taxonomies from the same family, as well as multiple service locations can be added after 

copying the application.  

*It is imperative to review the entire application before submitting it to confirm all the information is still 
accurate. * 

Steps to copy an existing enrollment application 

1. Select the Provider Enrollment Access hyperlink found on the Home page of the MESA Provider 
Portal.   

 

Figure 1: MESA Portal Home Page 
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2. Select the Copy Existing Submitted Application hyperlink: 

 

Figure 2: Copy Hyperlink 

 

 

3. Enter the Tracking Number- ATN Application Tracking Number, Tax ID, and Password, then select 
Submit.  

Tax ID is the SSN-social security number for indivudal providers.  

Password is the one that was created by the user while submitting the application which is being 
utilized to copy. 

Figure 3: Copy Existing Submitted Application Sign In 

 

 

Verify the accuracy of all the information on each page to ensure it has not changed since the last 
time the application was submitted.   
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Figure 4: Welcome Page of Enrollment Application 

 

Select Continue to the Request Information page.   

Follow the normal process to submit an application. The prepopulated fields are shown in the following 
examples.  

 

Prepopulated fields on a copied application: 
The Request Information page is prepopulated.  Review all fields and make any necessary updates.  

• The effective date must be updated to a current date. 

• The link for Additional Enrollment Requirements must be selected in order to move forward in the 
application.  

FFS Providers the next page is Taxonomies. 

Providers enrolled in Managed Care Organizations the next page will be CCO Information page.  

 

 

 

 

 

 



Job Aid 

Copy an Existing Provider Enrollment Application 

Version 2.0  4 
© 2025 Gainwell Technologies. All rights reserved. 

 

Figure 5: Request Information Page 
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The Password Creation Panel will display next. Enter the password you would like to use for this particular 

application.  

Figure 6: Password Creation Panel 

 

 

The Application Tracking information will display next. This information is sent to the contact person’s email. 

Please make a note of the tracking number, the Tax ID, and the password created. It will be needed to access 

this application.  

Figure 7: Application Tracking Information 
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FS Providers only – (MCO Providers skip to next step) Taxonomies Page is not prepopulated.  Complete each 
field with required data, select Add to enter a taxonomy, then select Continue to the Provider Identification 
page. 

Figure 8: Taxonomies Page 

 

 

MCO Providers Only (FFS providers skip this step) – Credentialing Information page is prepopulated.  
Review each field, make any necessary updates then select Continue to the CCO Page.   

Figure 9: Credentialing Information Page 
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MCO Providers Only (FFS providers skip this step) – CCO Information page is prepopulated.  Review each 
field, make any updates, select the Attestation statement, then select Continue to the Provider page.   

Figure 10: CCO Information Page 

 

Provider Identification page is prepopulated.  Review each field, make any necessary updates then select 
Continue to the Address Page.   

Figure 11: Provider Identification page 
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Prepopulated fields on the Address page are Corporate Office, Mail To, and Pay To Addresses.  The 
Service Address does not prepopulate. Review each field, using the + sign to expand and edit an address 
and to add the Service Address, make any necessary updates including required information such as contact 
information and hours, select Save after each update, then select Continue to the Affiliated Providers Page.   

Multiple service locations can be added to the copied application. 

Figure:12 Address page 
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Affiliated Providers page is prepopulated.  Review each field, make any necessary updates, to add another 
affiliated individual provider select the Add Tab, then select Continue to the Languages page.   

Figure 13: Affiliated Providers page 

 

 

Language Page is prepopulated.  Review each field, utilize the + sign to add any additional languages, use 
the remove hyperlink to remove any language, then Select Continue to the EFT Enrollment page.   

Figure 14: Language page 
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The EFT Information Page is not prepopulated.  Fill out each field then select Continue to the Other 
Information page.  

Figure 15: EFT Information 

 

 

Other Information Page is prepopulated when there is information from the application that is being copied. 
Review each field, make necessary updates, select Add to add any attachment(s) then Select Continue to the 
Disclosure page.   

Figure 16: Other Information Page 
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Applicant History page is prepopulated. Review all answers then click on Continue at the bottom of the page. 

Figure 17: Applicant History Page 
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Disclosures Page is prepopulated except for the Signature found at the bottom of Section H.  Review all 
fields in Sections B, C, D, E, F, G and H, utilize the + sign to view, add or update any row or select remove to 
remove a row. In Section H make sure to Accept, enter the Name and Title.  Select Continue to the Supporting 
Documentation/Attachments and Fees page. 

Figure 18: Sections B of the Disclosure page 
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Figure 16: Section C, D, E and F of the Disclosures page 
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Figure 19: Section G, and signature portion in section H of the Disclosure page 
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Supporting Documentation, Attachments and Fees page only prepopulates the Fee Payment Type. 
Review all fields, click the Privacy Notice, make any updates, add all required data, utilize the + sign to add 
any attachments, select the Attestation statement then select Continue to the Agreement page.   

Figure 20: Attachment and Fees page
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Agreement Page is not prepopulated.  Enter the signature, select I accept then select Submit to continue to 
the Summary Page.  

Figure 21: Agreement Page 

  

 

Summary Page does not prepopulate.  This is the time to review the entire application before submitting.  
The user can select Print Preview to print or save the application before submission.  Select “I accept” then 
select Continue to submit the application.   

Figure 22: End of Summary Page
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The Submit panel will give you the chance to preview the application and print a copy. If everything is correct, 
select Submit. 

Figure 23: Submit Application 

 

After clicking Submit, the system will ask if you need to print a copy of the application or if you are ready to 
submit. Click OK to complete submission of the application.  

Figure 24: Print Application  
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The Application Tracking Information is displayed. Click Exit to leave the portal. 

Figure 25: Application Tracking Information 
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