
Mark Bowman, SoonerCare Education Specialist

August, 2020

UPDATE PROVIDER FILES: 
AN INSIDE LOOK



2 |  O K L A H O M A  H E A L T H  C A R E  A U T H O R I T Y

DISCLAIMER

• SoonerCare policy is subject to change. 

• The information included in this presentation is current as of Aug. 1, 2020. 

• Current information can be found at www.okhca.org.
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AGENDA

• My home.

• Update provider files.

• Address and contacts.

• Zip + 4.

• Enrollment contact.

• Official contact.

• Financial.

• Banking information.

• Ownership.

• Owner information.

• Manage accounts.

• Protecting the provider admin 
account.

• Creating a clerk.

• Clerk registration.

• My profile.

• Add registered clerk.

• Add enrollment agent.

• Resources.

• Questions.



UPDATE PROVIDER FILES
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UPDATE PROVIDER FILES

•Update provider files is available at the administrative level and to the 
enrollment agent.

•A clerk cannot access update provider files so you can keep that 
information secure .
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FINANCIAL  
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BANKING INFORMATION
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OWNERSHIP    

• Corporate ownership.

• Individual ownership.

• Managing employees.

• Officers and directors.

• Subcontractors.
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OWNER INFORMATION
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PROTECTING THE PROVIDER ADMIN ACCOUNT

• Creating clerks.

•Adding enrollment agents.

• Keeping contacts updated.

•Do not share passwords.

• Inactivate employees when applicable.

• Editing clerk functions and roles.



1 8 |  O K L A H O M A  H E A L T H  C A R E  A U T H O R I T Y

CREATING A CLERK

• You can only create and edit a clerk from the administrative level.

•Use the manage account link to access the clerk feature.
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MANAGE ACCOUNTS
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CREATE A CLERK

Fill in the required fields then select 
which functions you wish to grant to the 
clerk.

You can edit to add or remove functions 
at any time.
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CREATE A CLERK

•Once the clerk is created, they will register their account on the provider 
portal.

• They will need to know the information from the required fields and the 
clerk code that was generated when the clerk was initially created.
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CLERK REGISTRATION

• A clerk code will be generated by the portal when creating clerk is 
confirmed.
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MY PROFILE
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ADD REGISTERED CLERK

Once a clerk is created, they can 
be added to other provider 
accounts by using the add 
registered clerk feature.
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ADD ENROLLMENT AGENT

If you want to add an 
enrollment agent, you must 
first create them as a clerk 
and have them register 
their account on the 
provider portal.
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RESOURCES

OHCA: 800-522-0114 or 405-522-6205.

•Option 1 – OHCA call center.

•Option 2, 1 – Internet help desk.

•Option 2, 2 – EDI help desk.

Onsite training: SoonerCareEducation@okhca.org.


