Add/Edit a ‘Prescriber’ License Type

This document provides instruction on how to ‘Add’ or ‘Edit’ licenses for provider
types 60, 64, 74, 77, 78, 80, and 95 who are required to provide ‘Prescriber’ license
information in the ‘2.2 License Information’ screen.

Overview

In KY MPPA, provider types 60, 64, 74, 77, 78, 80, and 95 must enter ‘Prescriber’ information
in the ‘2.2 License Information’ screen. When the user lands on the ‘2.2 License Information’
screen, the system will not allow these provider types to advance until the user enters the
‘Prescriber’ license information.

Add License Information

To add new license information, use the following steps:

1. Onthe 2.2 License Information screen select the Add button to open the entry fields
as shown in Figure 1.
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Figure 1: License Information Screen
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Figure 2: Add License
2. Enter the following information:

a. License Type: Provider’s license type. For the provider types listed above,
‘Prescriber’ must be selected. (See Figure 2)

b. Issue State: State that issued the license.

c. License Number: License Number.

d. Name on License: The Provider's name on the license auto-populates from the

1.1 Basic Information screen and is not editable.

e. License Designation: Choose the license designation from the drop-down, such

as Permanent, Temporary, Resident, Faculty, etc.
f. License Effective Date: Date the license becomes effective.
g. License Expiration Date: Date the license is no longer effective.
h. Click Add To Grid.

3. Click Save & Next to save the record and advance to the next screen.
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Figure 3: License Type Options

Note: The choices available in the License Type drop-down are based on the type of the
Provider. (See Figure 3)

e Provider Types 60, 64, 74, 77, 78, 80, and 95 will see ‘Prescriber’ as a choice in the
drop-down and are required to enter their Prescriber license information with
‘Prescriber’ selected in the License Type field.

e Provider Types 74 and 78 must list their CRNA or APRN license as a ‘Prescriber’
License Type. If they also have a separate RN license, they have the option of using
the ‘Health Board’ License Type to reflect the RN license information, as long as it
does not duplicate the License Number listed for the ‘Prescriber’ License Type.
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Figure 4: Edit a License

Note: Prescribers whose license is entered with ‘Health Board’ selected in the License Type
field will need to edit and end date the record, then add a new record and select ‘Prescriber’in
the License Type field. (See Figure 4)

Edit License Information

To edit license information, use the following steps:

1. Click the Edit button to open the edit fields. (See Figure 5)
2. Enter an End Date in the License Expiration Date field, which will expire the record.
a. To make the license active for only one day, change the Expiration Date to the

same date as the Issue Date. (see Figure 5 below)

3. After end dating the license record, Add a new record, with a new license type,

following the process above.

Click Add to Grid.

Click on Save & Next to save the record and advance to the next screen.
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Figure 5: Expiration of ‘Health Board’ Record/Add New ‘Prescriber’ Record
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Note: License records cannot be deleted and must be end dated.

Note: For Provider Types 74 (CRNA) and 78 (APRN), their license is required to be entered
with ‘Prescriber’ in the License Type field in order to proceed to the next screen. For Provider
Types 74 and 78 who also have an RN license, they have the option of adding the RN license
with ‘Health Board’ in the License Type field, but it is not required.

KY MPPA, V1 —_a==
Kentuckiy™
UNBRIDLED SPIRIT (s



