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Adding a New Practice Location 

To get started, open the NPI record by clicking the ellipses and selecting View from the Provider 
Management tab in the PEMS Dashboard.  

 

To add a Practice Location, create an Enrollment request (Existing, Reenrollment, or Revalidation) using 
the Edit Enrollment Record button in the upper-right corner.  

For this example, we will create a Revalidation request.  
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Navigate to the Practice Location Information Tab.  

Click + Add Practice Location, and select Facility from the drop-down. Then click Add Practice. 
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There are five tabs on the left that need to be completed. Start in the Basic Information tab.  

1. Enter the Location Name, and indicate whether it is a Group Home or Host Home. 

2. Enter the address of the additional Practice Location that you are adding. (No special 
characters) 

3. Click Verify Address.  
Note: If you receive a message stating “Address could not be found or was invalid,” check the 
box on the right that says “Continue with address entered.”  
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Below this, enter the primary phone number of the business office, and then click Save. 

 

You should see a blue check circle on the Basic Information tab, indicating that the tab is complete. 
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Next click on the Programs and Services Participation tab on the left. Then click the + Add Program 
and Service Participation button to add the Program and Provider Type to your enrollment record. 

 

From the Select a Program drop-down, select Long Term Care Services. Select the appropriate Primary 
Taxonomy Code, which will then allow you to choose Home and Community Based Services 
(HCS)/Texas Home Living (TxHmL) from the drop-down.  

For the Provider Specialty and Provider Subspecialty drop-downs, choose N/A. 
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Scroll down to the Demographics information. Select the most appropriate choices from the drop-
downs.  

Note: Currently the demographics information is not used for your program. If you are unsure, you can 
mirror the choices below.  

 

Select your Tax Payer Identification Number (TIN) from the drop-down. 

 

Answer the Program Specific Questions. For HCS these questions can be answered No. If you have a 
Medicare certification number, check Yes, and enter this information. 

Note: Medicare enrollment is not required to enroll as an LTC-HCS/TxHmL Provider.  

 

Click Save to complete this tab. A blue check circle should now appear on this tab.  
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Next navigate to the Demographics tab. Start by entering the Counties Served for the Practice Location 
that you are adding. If you are unsure of your county, select Client Default. If any Additional Languages 
are spoken by your organization, add those in the Additional Language box.  

 

 

Enter the hours of operation. Click Save. A blue check circle should now appear on this tab.   

Note: This information is currently not used for LTC-HCS/TxHmL Providers. If you are unsure or your 
Group Home is 24 hours, you can mirror the choices below. 
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Navigate to the Managing Employees tab. Click the + Add Managing Employee Association button. 

 

Choose the Selected Employee from the drop-down. Select the Managing Employee Role, and enter the 
Start Date. This could be today’s date.  

 

To complete the Mailing/Contact Addresses tab, an LTC-HCS/TxHmL provider needs a Contact Address 
and a Mailing Address as shown below. Both address types need to be listed for the request to be 
submitted.  
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To begin adding both Address Types, click the Mailing/Contact Addresses tab. Start by clicking the + 
Add Mailing/Contact Addresses button.  

 

Then select Contact Address from the drop-down. Add the primary address information. After 
completing all these fields, click Verify Address. 
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Below this, add the phone number of the Enrollment Contact. Then in the Contact Type drop-down, 
select Enrollment Contact, and enter the enrollment contact’s email address, along with the first and 
last name. Click Save to complete the Contact Address. 

 

Remember for HCS/TxHmL providers, a Contact Address and a Mailing Address need to be added to 
each Practice Location.  

Start by clicking the Mailing/Contact Addresses tab. Then click + Add Mailing/Contact Addresses to add 
the Mailing Address. 
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To add the Mailing Address, select Mailing from the Address Type drop-down. Then enter the address 
information. After completing these fields, click Verify Address. 

 

Below this, add the phone number. Then in the Contact Type drop-down, make an appropriate 
selection. Enter an email address, along with a first and last name. Click Save to complete the Mailing 
Address. 
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Once you have entered and saved both addresses, you should see two Address Types in the 
Mailing/Contact Addresses tab: one for the Contact Address and one for the Mailing Address.  

 

On the top bar, click the blue Back button to return to the Practice Location Information tab. 

 

Repeat these steps to add any additional Host Homes or Group Homes to your Enrollment Record. 
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After you have successfully entered all Practice Locations, click the Agreements tab. After you have 
electronically signed the HHSC Agreement, submit the request for processing.  

 

Navigate back to the Requests tab within the PEMS Dashboard, and confirm that the request is in a 
Response Received status.  
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Completing a Practice Location That Is Already Tied to a 
Provider’s Record 

If additional Practice Locations are reflected in your record, complete them with an enrollment request.  

To get started, open the NPI record by clicking the ellipses and selecting View.  

 

To add a Practice Location, create an Enrollment request (Existing, Reenrollment, or Revalidation) using 
the Edit Enrollment Record button in the upper-right corner.  

For this example, we will create a Revalidation request.  
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Navigate to the Practice Location Information tab. Here we see four Practice Locations that need to be 
completed. To complete the information needed for a Practice Location, click the ellipses for that 
Practice Location, and select Open.   
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Start in the Basic Information tab. Confirm that the address listed is correct. If this address needs to be 
updated, click the checkbox for “Click to change address.” After updating the address, click Verify 
Address. Then enter the phone number, and click Save.  
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Next navigate to the Programs and Services Participation tab. You will already see the Long Term Care 
Services Program reflected here for HCS. To complete the Program Details, click the ellipses, and select 
Open.  
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Disenrolling a Practice Location 

When completing information for Practice Locations tied to your NPI record, you can disenroll a practice 
location if you are no longer providing services at that location.  

To disenroll a Practice Location, answer “Yes” to the question “Do you wish to end your participation?” 
Then select from the drop-down on the right for the Change/End Reason.  

 

Note: If you are disenrolling a Practice Location, PEMS requires that all five tabs within that Practice 
Location be completed. To continue verifying a Practice Location that is actively enrolled, ignore this 
step.  

Within the Program and Service Participation Details tab, confirm that all the fields with red asterisks 
are filled out correctly. Once you have confirmed or updated this information, click Save.  
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Next navigate to the Demographics tab. Confirm or update the Counties Served and the Office Hours. 
You can also indicate within this tab whether any additional languages are spoken. Once all the 
required fields are completed, click Save.  
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Navigate to the Managing Employees tab. Click the + Add Managing Employee Association button. 

 

From the drop-down, select the Selected Employee. Select the Managing Employee Role, and enter the 
Start Date. This could be today’s date.  

 

 

  



Maintaining or Adding Practice Locations HCS/TxHmL Providers 

Note: Complete all fields with a red asterisk. 22 

Once you have entered and saved both addresses, you should see two Address Types in the 
Mailing/Contact Addresses tab: one for the Contact Address and one for the Mailing Address.  

 

To begin adding or confirming information for both Address Types, click the Mailing/Contact Addresses 
tab. Start by clicking the + Add Mailing/Contact Addresses button.  

 

Then select Contact Address from the drop-down. Add the primary address information. After 
completing all these fields, click Verify Address. 
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Below this, add the phone number of the Enrollment Contact. Then in the Contact Type drop-down, 
select Enrollment Contact, and enter the enrollment contact’s email address, along with the first and 
last name. Click Save to complete the Contact Address. 

 

Remember for HCS/TxHmL providers, a Contact Address and Mailing Address need to be added to each 
Practice Location.  

Start by clicking the Mailing/Contact Addresses tab. Then click + Add Mailing/Contact Addresses to 
add the Mailing Address. 
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To add the Mailing Address, select Mailing from the Address Type drop-down. Then enter the address 
information. After completing these fields, click Verify Address. 

 

Add the phone number. Then in the Contact Type drop-down, make an appropriate selection. Enter an 
email address, along with a first and last name. Click Save to complete the Mailing Address. 
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Once you have entered and saved both addresses, you should see two Address Types in the 
Mailing/Contact Addresses tab: one for the Contact Address and one for the Mailing Address.  

 

On the top bar, click the blue Back button to return to the Practice Location Information tab. 

 

Repeat these steps to add any additional Host Homes or Group Homes locations that you need to 
verify.  

After you have successfully verified all Practice Locations, click the Agreements tab. After you have 
electronically signed the HHSC Agreement, submit the request for processing.  
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Navigate back to the Requests tab within the PEMS Dashboard, and confirm that the request is in a 
Response Received status.  
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