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Division of Medicaid Services 
Children’s Long-Term Support (CLTS)  

Program Provider Registry 

 
Provider Users:  

View, Update, and Renew a Registration 

General Introduction 
This guide explains how to view, update and renew a registration in the CLTS Provider Registry. At the end, 
you will know how to: 

• View “My Registrations.” 
• Update a pending registration. 
• Edit an approved registration. 
• Submit changes for an approved registration. 
• Renew a registration. 

View Provider Registrations 
First, log into the CLTS Provider Registry entering your username and password. 
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View CLTS Provider Home 
After logging in, you can view your registrations and important contact information for providers. 

 

View My Registrations 
In the My Registrations view, you can see: 

• Registration ID 
• Business Name  
• Status 
• Current*  
• Submission Type  

 
*If there is more than one registration for a provider, the checkmark indicates which is currently in effect.  
 
Click the Registration ID to go to the Detail page. 
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On the Registration Detail page, you can view, update, print, and download information.  
 

 
 

This registration is Initially Approved, as noted in the Status field.   
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Here is the same registration with its directory locations, uploaded files, and approval records.   
 

 

Notifications About Registrations 
You may receive email notifications about your registrations for several reasons:  

• A registration is approved (or denied). 
• A pending registration requires additional information.  
• The certification or license you used as the basis for a qualification is coming due. 
• A registration is coming up for renewal. 
• A new or existing registration has been inactivated. 

 
 

Update Pending Registrations 
During its review, the Wisconsin Department of Health Services (DHS) may change the status to Registration 
Pending Additional Information.  
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Click Update Registration, go through the registration flow to update information as needed, and submit. 
 

 
 

Update Approved Registrations  
Providers are expected to maintain accurate information for their account and approved registrations. 
 
Updates made to a registration may or may not require a DHS review or approval.  

Edit Approved Registrations 
The following edits do not require DHS review:  

• Updating service area(s) 
• Removing services 
• Updating billing contact information (name, title, phone, mobile, fax, email) 
• Updating certifications and experience for qualifications 
• Adding or updating directory locations 
• Adding or removing files 

 
If no review is required, you can directly edit fields in the registration.  
 
For example, to edit billing contact information, start by clicking into the Business Name.  
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Next, click the pencil icon in the account view.  
 

 
 

This will enable the fields in the Billing Contact section. Make your edits and click Save.  
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Update Approved Registrations 
The following updates do require DHS review and you must submit the changes:   

• Changing the Business Name, Tax ID, Tax ID Type, W-9 Name, W-9 Exempt Status, Owner SSN, and 
National Provider ID (NPI) 

• Adding services 
• Adding qualifications (Type and Provider Type) 

Submit Changes for Approved Registrations 
Click Submit Changes. 
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Click Next and go through the registration flow to update information as needed. 
 

 
 

After completing the registration flow, click Submit. 
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Submit Changes Vs. Renew 
If your renewal is not due within the next 60 days, you can submit changes for DHS review, but you cannot 
renew.  
 
Similarly, if your renewal is due within the next 60 days, you can renew your registration, but you cannot 
submit changes for DHS review.  
 
This message is displayed when your renewal is not due in the next 60 days, but you clicked Renew.  
 

 
 
This message is displayed when a renewal is due within 60 days, but you clicked Submit Changes.  
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Renew a Registration 
60 days before your renewal date, you will receive an email notification. After you log into the CLTS Provider 
Registry, you will find your information pre-populated in the registration.  

 
Click Renew. 
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You can update the fields as needed. This includes adding, editing, or removing services, qualifications, and 
directory locations. 
 
You will receive email reminders to log in and renew at 45, 15, and 5 days before your renewal deadline. 

Summary 
This presentation covered the following topics:  

• View “My Registrations.” 
• Update a pending registration. 
• Edit an approved registration. 
• Submit changes for an approved registration. 
• Renew a registration. 

Conclusion 
• This concludes the guide on how to view, update, and renew registrations in the CLTS Provider 

Registry. 
• If you have specific questions concerning provider registrations, please call the CLTS Provider Contact 

Center at 833-940-1576.  
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