Change a Provider’s Profile

To change a provider’s profile information follow the steps outlined below.

1. Navigate to the Provider Search Results as described in the Locate a Provider section. (See Figure
1-1)
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2. Click the Edit icon © or click the name of the provider. (1) (See Figure 1-2)
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3. The initial provider screen will display. This screen image displays the top of the initial provider
screen (the bottom will be described below). (See Figure 1-3)


http://sp5help.bowmansystems.com/ServicePoint5_Help/511x/ServicePoint_Help/WordDocuments/admindashboardprovideradmin.htm
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4. This screen shows the primary data that establishes the provider.

a: Provider ID - Generated by ServicePoint when a provider is added to the database.

b: Provider Name — The name of the provider.

c: Agency/Program (AKA) — The Also-Known-As name of the provider.

d: Parent Provider — For lower level providers this field is populated with the parent name.

e: Profile Image — The Change Image button allows a provider logo to be uploaded to the database.
The provider image is 150 pixels by 150 pixels.

f:  Create Date — The date the provider record was added to the database.

g: Last Update — The date the provider record was last updated.

h: Status — Shows if Provider is Active or not.

5. Click Save to retain the changes made on this page. Click Save & Exit to retain the changes made on
this page and exit to the previous screen. Click Exit to exit this page without retaining the changes (if
clicked before a save occurs).



