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• Address/Name*

• Contact Information

• Delivery Hours

• Staff*

• Update existing staff

• Remove existing staff

• Add training classes or a site visit

• Add a new staff member

*Clinic Address changes, Clinic Name changes and Staff changes require 

approval from DPH. Clinics receive a notification when the change is approved 

or rejected. Changes to the phone number, fax number, or shipping hours 

do not require approval, but DPH will be notified.



Before you begin, make sure  you 

have selected the correct Provider 

and Clinic
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1. Click on Clinic Tools.

2. Click on Clinic 

Information.

3. Click on the type of 

information to be 

changed.
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All changes will be 

listed under the Change 
Request History 
section.

When making 

changes, 
make sure to 
fill in the 

Effective 
Date.

Make sure to 

hit Update
when finished 
and before 

switching 
between 

screens.
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1.Click Contact Information.

2.Make your changes.

3.Click Update to save your changes.
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1.Click on Delivery Hours.

2.Make your changes.

3.Click Update to save your changes.

Remember: You should update these when the office will be closed.
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1.Click on Staff.

2.Click Edit next to the contact you wish to update.



1. For existing staff:

• Fill in missing fields or change current information.

• Click on Add Training, then enter the training type and the date.

2. To remove staff, write "Remove Staff" in the Comments field.
3. Click Update to save the changes.

Do not overwrite any information 

with new staff member information.
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1.Click on Staff.

2.Click on Add New Contact.



1. Enter the staff's information. Fields with a red asterisk * are required.

2. Click Create when finished.



Clinic Address changes, Clinic Name changes and Staff changes require approval 

from DPH.

You will see the change is Pending on the applicable screen.

When new staff or existing staff changes are approved you will see a Completed

status as stated above. Under Change Request History you can see all your 

changes that have been submitted for approval.



When your changes have been approved or rejected, you will receive a 

notification in the bell icon at the top of the page. Click on the notification 

to see the decision.


