
Provider Maintenance Tutorial



Referrals
• Alliance will continue to require providers to enter 

and then update or confirm their referral 
information.

• Providers will now do this through the ACS 
Provider Portal.

• Note the Verify Referrals button. This button is used when you have no 
changes to make to your referral data.



Referrals (continued)
• Once in your Provider record in ACS, you can 

navigate to Details to enter both Referrals and 
Accreditations.

• First, Referrals.

• Go to Sites.

• Expand a Site.

• Click Details. 



Referrals (continued)
• Everyone should be familiar 

with the Site Details page.

• Scroll to Referrals.

• Contracted Services
Appear.

• Expand Service.

• Click Update. 



Referrals (continued)
• Here you add referral 

Information.

• Accepting Referrals.

• 7 Day Appointment.

• Age Groups.

• Languages.

• Click Save .



Verify Referrals
• Every 3 months, Alliance would like for you to verify that your referral info is 

correct and edit accordingly.
• You can drill down to Site details for each site and verify/update your referral 

preferences at any time.
• Once done, just click the Verify Referrals button mentioned earlier.



Accreditations
• Navigate the same way as you did to 

access Referrals.

• Click the Details button.



Accreditation (continued)
• Click the Accreditations Tab. You click the Add button to create a new 

record.

• You may or may not see records here. If this is your first time entering an 
accreditation, the grid will be empty.



Accreditation (continued)
• Click the Add button to create a new 

accreditation record.

• A blank accreditation form opens. Fill in 
fields appropriately.

• Required fields are marked with an 
asterisk

• You must choose either 1 year or less or 
2+ years for Accreditation Years.

• No matter how many years or governing 
body, you always have to add at least 
one attachment for the accreditation to 
be accepted.



Accreditation (continued)
• Expand the row in the grid to view the accreditation info.
• View and Update take you to the same formatted page.

• Update allows you to update information before submitting or when more information is 
requested

• View allows you to view the details but does not have a Save or Save and Submit 
button



Accreditation (continued)
Update View
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