California Department of Developmental Services
gn‘t‘%?v Provider Directory Frequently Asked Questions (FAQS)
v Updated: November 15, 2024

Service Provider FAQ

This set of questions is intended to provide additional information
specific to service providers. Please read the general FAQ first.

1. What is the specific impact on my role as a service provider?
Only service providers will be impacted during Phase 1. Responsibilities include:

e Service providers will be sent an emalil invitation to register for the Provider Directory.
Following registration, service providers will review pre-populated data from existing DDS
systems and approve or submit edits to their data. Service providers will work with regional
centers to complete the validation process for “major” changes.

e Changes made in the Provider Directory do not populate to other DDS systems. Therefore,
each service provider is responsible for also submitting vendor record changes to regional
center(s) in accordance with current practices.

After the validation period closes, service providers will maintain access to their data in the
Directory and are empowered to submit data changes as needed.

2. If there are significant changes to my data, how do | complete my validation process?

In case of significant changes to data, the recommendation is to talk to the vendoring regional
center to understand what needs to happen prior to submitting the request to validate the change in
the Directory. This will improve the regional center's ability to respond to the submitted changes.

If re-vendorization is required, the new vendor record data will be populated to the Directory
following a completed vendorization process.

¢ During the validation period of Phase 1, new vendors will be imported to the Provider
Directory within a 30-day period of a completed vendorization process. Invitations to register
for the portal will be distributed at that time.

e In future phases, new vendors will be imported to the Provider Directory within a shorter
window, likely 24 hours

Insignificant changes are automatically approved when submitted and are defined as edits to any or
all of the following fields:

e Service Location Phone Number
e Service Location Email Address
e Designated Point of Contact
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Major changes are defined as changes to any or all of the below fields and need to be reviewed
by the regional centers:

Federal Tax ID
Organization Type
Service Location Street
Service Location City
Service Location State
Service Location County
Service Location Zip Code

3. After submitting a “major” change for review by the regional center, what response
options are possible and what actions do they require?

If the regional center response is “Rejected with corrections needed ,” the original RITM will
close and the vendor record will return to the Home page for re-submission with the prescribed
changes. To understand what needs to change for resubmission, check comments on the
original RITM.

If the regional center response is “Rejected — please contact the regional center ,” your RITM
will close and your data record will be locked. Additional provider data changes cannot be
submitted via the Provider Directory. This response is used for big changes that may require
new vendorizarion. Check comments and contact the regional center.

TIP: As a best practice, if you have a big change to your record, contact your vendorizing
regional center prior to data review in the Provider Directory.

For more detail on response options and steps to locate comments, reference the service
provider training guide.
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