Quick Reference Guide: Updating or Adding Owner Information

Steps:

*If your organization is enrolled as a Medicare provider, the ownership that is disclosed to Ohio
Medicaid must match what was disclosed with Medicare for all individuals and/or organizations
that own 5% or more of the organization. Updating the ownership is done within the Provider
Network Management (PNM) System and can be completed by the Provider Administrator or
Power Agent for the group/organization/agency’s Medicaid ID or a user with the Provider Agent
role, if that Agent has been assigned the ‘Enrollment Agent’ action by the Administrator/Power

Agent.
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Editing or adding owner information for a provider enrolled in Medicaid is completed by initiating and finalizing an update
to the group/organization/agency’s Medicaid record. Locate the record on your dashboard in PNM and click on the

Reg ID.

Manage Application

Under the Manage Application
section, click the ‘+’ icon to
expand the Enrollment Action
Selections.

Enrollment Actions + Enrollment Action Selections:

Programs + Program Selections:

Click on the hyperlink which Self Service
says “Begin ODM Enroliment

Profile Update.”

+ Self Service Selections:

Enrollment Actions

*If you have previously initiated
an update, but have not
submitted the update, this link
will appear as “Continue ODM

- Enroliment Action Selections:
Begin ODM Enrollment Profile Update
Edit Key Provider Identifiers
Request Disenroliment

Enrollment Profile Update.”

From the list of updates, locate
‘Owner Information’ and ‘Global
Ownership Update by Tax ID’
under the Owner Information
section.

Click the correct Update button

Owner Information

Crwner Information

Update

&

Global Ownarship Update by Tax ID

for the owner update you wish
to make.

For standard updates, proceed to step 2.
For global ownership updates, proceed to step 7.
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If adding owner information, proceed to Step 4.

Expand the Owner, Managing Employee and Controlling Interest Information section by clicking the ‘+’ icon.

+ Owner, Managing Employee and Controlling Interest Information

To update an existing owner’s information, click on the ‘pencil and paper’ icon for the owner you wish to edit.

- Owner, Managing Employee and Controlling Interest Information

e S T N

Organization Training Group LLC 100.00 02/09/2022 12/31/2299
Edit the owner’s information, percentage of Owner Type* | Organization .o
ownership, or enter an end date for the owner, Owner Tite .
if they no longer have ownership. Affiation Type*  ORGANIZATION - DRECT OWNER v

Organization Name™ | Training Group LLC

Address 1" | 2400 Corporate Exchange Drive

Once information is updated, click Save on the peess
Owner Information pop-up window. .
1y" Columbus
State™ | Ohio v
o a Count? v
To save the Owner Information page, with the Ouzny! e
ip

new information, click Save at the top of the
page.

Tax D™ 574769694

Percentage of Ownership™ 100
m OWﬂer Eﬁedwe Date X 2#9f2022
Owner End Date 12/31/2299

=R

*If you completed Steps 2 & 3, and are not adding an owner, proceed to Step 5.1.
Expand the Owner, Managing Employee and Controlling Interest Information section by clicking the ‘+” icon.

+ Owner, Managing Employee and Controlling Interest Information

To add a new owner, click Add New.

- Owner, Managing Employee and Controlling Interest Information
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Organization Training Group LLC 100.00 02/09/2022 12131/2299
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Owner Information

Owner Type” v @
Owner Title v
Enter the owner’s information, including the Afliion Type- B
Owner Type, Affiliation Type, Address, and
Percentage of Ownership. Address |
Address 2
City”
Once information is entered, click Save. S »
County v
To save the Owner Information page, with the Zip*
new information, click Save at the top of the Percentage of Ownership’
page. Owner End Date | 12/31/2299
Save Cancel
o

Ensure the edits or additions to the owner information appear correctly on the table.

- Owner, Managing Employee and Controlling Interest Information
T Tue |paconage sanome mowe ||
Organization Training Group LLC 5000 02/09/2022 12/31/2299 z
Organization Training Ownership Enterprises 5000 04/14/2023 12131/2299 VA
= F
— - A red X only appears for
R m)- | Ared dot indicates that owners added during this
0 e ation® changed information has update. Any previously added
wner information been saved on the page. owners cannot be deleted.

To complete the update process (and the changes
to the owner information), click Submit for Review.

Return to Summary
e o Submit for Review

Submission Confirmation e

You have successfully submitted your application to the Medicaid Program.
Please allow at least 10 days for processing before attempting to submit any changes.

Return to Home Page

A submission confirmation message displays
indicating that the update has been submitted.

Click Return to Home Page, to go to your

dashboard.
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7

Non-individual providers who O | Department of & poverisma e tescate Lorey G 2 ke Gaespe O Logoue
have multiple active Medicaid e e et e
IDs for the same Tax ID will e | T T

EnvclmentStaus  AC Reason Code ACTIVE

see the Global Ownership
Update by Tax ID.

QOwner Information

Global Ownership Update by Tax ID

This page allows ownership update for owners under the same Tax ID number

Click Update next to Global Ownership Update by Tax ID.

Jump To: | Global Ownership Update by Tax ID
i
s > > > =) [
There will be a list of all formation® Global Ownershlp Update by Tax ID Reql.ured Documents* Agreements NFI and Med ID
active Medicaid IDs and
Provider names
associated with the
. , .
provider’s Tax ID with a Global Ownership Update by Tax ID
checkbox to indicate
which Med ID(S) the user This is not a required section. To skip this section click on Next button.
wants to update with this
i This llows ownership updates for owners under th me TAX 1D mumbi
0WnerSh|p Change. This page allows ownership updates for owners under the same TAX 1D number
Medicaid ID: iated with this Tax ID: O
Focaln TS ssspcERa i e Tax el Please select Med [Ds fo be updated
] il 21
1#H90
The same sections currently listed on et
. . 123456
the Owner Information page will also be
. . 5 =
listed on the Global Ownership Update
page . Click on the section header to expand or collapse the panel
. Instructions
* Instructions Defiitions & Requirements
* Definitions & Requirements Owner Information, Managing Employee and Controlling Interest Information
© OWner, Managing Emp|0yee and Owner Name Owner Type Owner Title _ Start Date End Date Update
. i Kiisten Gillespie Managing Employee Secretary 1/1/2020 12/31/2099 /
COntrOll]ng Interest |nf0rmat|on Michelle Mendoza Managing Employee Vice President  1/1/2020 12/31/2099 V4
Shalanda Jackson Managing Employee Vice President  1/1/2020 12/31/2099 7
O Real Estate Owners Sue Bradley Managing Employee Vice President  1/1/2020 12/31/2099 Z
e . Howard Lange Managing Employee President 1/1/2020 12/31/2099 Vi
- caelilEhEl DEEERTE ke Vereaes Envree e e v
° QueStlonS Real Estate Owners
o . . ; Additional Disclosure
The questions section will have to be auestons
completed every time there’s a global
update.
By saving and submitting this page, ownership information will globally update all Medicaid IDs for update
Once updates have been made, click
Confirm and ownership information will
globally update all Medicaid IDs
selected for update, upon approval.

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