
 
 Add Title Provider Enrollment 

Navigating Locations in CHAMPS 



 Enter the User ID, Password and click Login. 
 If you do not have a User ID, click Register.  



 Click the CHAMPS hyperlink. 



 Click Acknowledge/Agree.  



Select Domain 

 Select the Billing NPI from the Domain drop-down. 
 Select the appropriate Profile (for example: full access, limited access, etc.). 
 Select a Favorite if one has previously been saved. 



 Click the Provider tab. 



 Click the Manage Provider Information option. 



 Click on Step 2: Add Locations from the Business Process Wizard. 



 Click the Location Type “Primary Practice Location” hyperlink to validate that information is correct. 
 NOTE: This page may populate with “Other Office/Servicing Locations”  under the Location Type heading. 

These locations will need to be opened and the information verified. 



 Enter all the required fields and any optional fields in the Location Details section. 
 Click Save. 



 To validate the address of the location, click the Address Type “Location” hyperlink. 
 NOTE: A “Pay To” address will also appear in this Address List. This address has been converted over 

from the State of Michigan Vendor Registration file and can be viewed only, not changed. If a change is 
needed to this address,  you must contact Provider Enrollment at 517-335-5492. 



 Once the address has ben verified as correct, click Validate Address.  
 By clicking Validate Address, CHAMPS standardizes your address by the United States Postal Service 

(USPS) standards and populates a message saying your Address Validation was successful.  
 Once this successful message generates, click Save, and then Close. 
 NOTE: A P.O. Box cannot be used as a Primary Practice Location. The Primary Practice Location 
 must be a physical address. 



 For all Location Types in CHAMPS, whether it is a Primary Practice Location or an Other 
Office/Servicing Location, a correspondence address is REQUIRED.  

 To add the correspondence address, click on the Add Address button. 



• Select Correspondence from the Type of Address drop-down.  
• Either enter a new address by typing the new address in Address Line 1 and the Zip code and  
      clicking the Validate Address button or If this address is the same as the location address, click on      
      the button next to “Copy this Location address” and the system will populate the address. 
• Once the address is validated, click on the OK button to return to the address list page. 



• Your Correspondence address has now been added to the Address List. 
• NOTE: At this time, you have the option of adding a Remittance Advice address.  This is an optional 

address in the CHAMPS system and can be completed by following the above listed steps for 
adding a Correspondence address. 



Now that all of your addresses have been added and validated, you can click the 
close button to return to the Location List Page. 

• Your Primary Practice location is now complete. You can click close to 
      return to the Business Process Wizard and complete the remainder of your application.  



Provider Resources 
 Medicaid Provider Training 

 One on One trainings requests 
 Association requests 
 Current trainings available 

 Michigan Medicaid Listserv 
 E-mail notification alerts relative to the Michigan Medicaid Program, 

Medicaid policy, billing issues, training opportunities, etc. 
 Provider Support 

 www.michigan.gov/medicaidproviders 
 ProviderEnrollment@michigan.gov  
 1-800-292-2550 

 
Thank you for participating in the Michigan Medicaid 
Program. 

http://www.michigan.gov/mdch/0,1607,7-132-2945_5100-127606--,00.html
http://www.michigan.gov/documents/LISTSERV_127789_7.pdf
http://www.michigan.gov/medicaidproviders
mailto:ProviderEnrollment@michigan.gov
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