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SUBMITTING A RENEWAL APPLICATION 

This job aid is designed to help Providers with submitting a renewal application through CLS when the 

current certificate is nearing the expiration date. No other changes are being made with this renewal 

application.  

1. Access the HCSIS Provider Portal.  

 

 

 

 

 

 

 

 

 

 

2. Click Login and enter your Keystone sign-on information. 
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3. The Legal Entity Information will display. Click on Access Certification and Licensing (CLS) to 

submit the renewal application.  

 

4. The Provider Self-Service Licensing Home Page Displays. Click on Location Profiles to open this 

section and access the renewal application. Notice the message Start Renewal Application at the 

bottom of the box for each location that needs to be renewed. 
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5. Click on Start Renewal Application to select the location for renewal. The Certification Application: 

Get Started page displays. Enter the requested information for the Legal Entity. At the bottom of 

the screen, select the radio button for the Provider Certification Identification Number (PDIC) you 

wish to renew.  

NOTE: For purposes of this Job Aid, select only Renew Certification/Registration. If you wish to change 

other information on the renewal application, refer to Job Aid Submit Renewal Application with 

Additional Changes. 
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6. Click on GET STARTED. The Application Resources page displays important information and links. 

Click on NEXT to proceed to the Renewal application.  
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7. The Legal Entity Information page displays with the Legal Entity information pre-filled. Click on 

NEXT to proceed to the next step.  
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8. The Location Information page displays. The Location Details section lists the locations that are to 

be renewed. No data for any of the locations can be changed on this application.  
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9. To view the location information, click the radio button to select the one you wish to view. 
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10. Click NEXT to proceed to the next screen. The Self Certification screen displays with the answers 

pre-filled. Change the answers, if necessary.  
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NOTE: Notice the task bar at the top of the page. A green checkmark beside the task name indicates that 

the task was successfully completed. A red checkmark indicates an error on the page. 

11. Click NEXT to proceed to the next step. The E-Signature Authorization screen appears. Select the 

checkbox and enter the answer to the security question.  

Note:  If you don’t recall your security question answer contact your BP Administrator at your location.  

If you are the only BP Administrator at your location, contact the HCSIS Help Desk. 
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12. Click on SUBMIT APPLICATION to proceed. The Submission Confirmation screen displays, 

confirming that the Renew Certification/Registration application has been submitted. Make note of 

the Application Number for future reference. Click on PRINT PAGE to print the page on your local 

printer. 
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13. If you wish to complete and submit the CRCQ at this time, click on ASSOCIATE APPLICATION TO 

CRCQ. Refer to Job Aid CLS_Provider_Job Aid_Submit_CRCQ_in_Provider_Access for instructions.  

14. Click on LICENSING HOME PAGE to return to your starting point.  

 

 

 

 

 

 

 

 


