
Quick Reference Guide: BH – Adding Specialties or New Provider Type
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This guide explains how to change a specialty in PNM (Ex: Adding a QMHS 
Specialty) or changing a Provider Type in PNM (Ex. Changing from a 

Paraprofessional (96) to a Social Worker (37))

Disclaimer: It is the Provider’s responsibility to keep information up to date in PNM. This includes specialties, contact information, addresses, etc.

Access the file in your 
dashboard, you wish to add a 
specialty or change provider 
type, by clicking on the 
hyperlink for Reg ID or name 
listed under ‘Provider’

To add a specialty, click the ‘+‘ 
symbol to expand the 
Enrollment Actions and click 
‘Begin ODM Enrollment Profile 
Update’

For steps on how to ‘change’ the 
provider type (Ex. 96 to 37), 
which will involve disenrolling 
the current provider type and 
then creating a new application 
for the new provider type, go to 
Step 7

Under the list of updates, locate the 
‘Licenses and Classifications’ 
section. There you will see the 
Specialties page listed. Click 
Update next to Specialties to add a 
specialty to the provider’s record
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Choose a Specialty type from the 
drop-down menu and update dates 
as needed. You can repeat the 
process to add multiple specialties

Note: The start date will default to 
the date the specialty is entered, 
but can be edited

6

To add a new specialty to the provider record, click the Add New button

Click Save at the top of the page to save the 
information entered on the Specialties page.
Once all updates are made, click Submit for Review A red dot indicates 

that updated 
information has 
been saved on a 
page

A pop-up window display confirms 
which page(s) received an update. 
Click OK to complete the submission
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Enter a Disenrollment 
Effective Date in the box 
provided. Then, select the 
‘Other’ checkbox and enter 
an explanation in the 
comments section that this 
disenrollment is related to a 
change in provider type 
number

Once information for the 
disenrollment has been 
entered, click Save

7
To change the provider type 
(going from one provider type 
number to another), click the ‘+‘ 
symbol to expand the 
Enrollment Actions in order to 
disenroll the provider’s current 
provider type number

Click Request Disenrollment 
or contact the ODM Enrollment 
team at 1-800-686-1516 (option 
2 and then option 2 again)

ODM will complete the disenrollment process. Once disenrolled, the provider with the ‘old’ provider type 
number will be marked as INACTIVE. This allows the provider, with the ‘new’ provider type, to be entered on 
a new application

Note: PNM does not allow two providers with the same NPI number to be marked as ACTIVE

An Administrator can click ‘New Provider’ to begin the new application (see the New Provider Application 
QRG for steps on entering a new provider application)
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