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INTRODUCTION 

This document serves as a guide to the provider enrollment process for enrolling to provide Housing 

Stabilization Services (HSS) as a Minnesota Health Care Programs (MHCP) provider through the Minnesota 

Department of Human Services (MN DHS). This guide was created by the Housing Stabilization Services 

Technical Assistance Team (HSS-TA Team), which is a partnership between CSH, Ei-Consultants, Housing 

Matters, MESH, and North Star Policy Consulting. This guide is NOT a substitute for official guidance from 

DHS. Please reference the MN DHS Housing Stabilization Services Enrollment Criteria and Forms webpage for 

more information. 

 

The HSS provider enrollment process is subject to change. Please check the MN DHS website for the most up-

to-date information. The HSS-TA Team will work to keep this guide as current as possible. 

 

This guide focuses on completing the enrollment forms. There are two ways to complete these forms: 

(1) Online using the Minnesota Provider Screening and Enrollment (MPSE) Portal via the MN-ITS online 

system; or 

(2) Faxing the forms to MHCP Provider Eligibility and Compliance at (651) 431-7493. 

 

The most up-to-date forms are available at the DHS eDocs library. This guide provides examples of each 

required form with annotations clarifying how to complete them. The first section is a one-pager with 

information your agency can gather before completing the forms to help simplify the provider enrollment 

process. The following section is a walkthrough guide to using the MPSE Portal, and the last section is a guide 

to the fax option. The forms have been completed from the perspective of a fictional nonprofit. Modify the 

responses as appropriate for your agency/agency type. 

 

As per the MN DHS website, in addition to completing the enrollment forms discussed in this guide, providers 

must also complete the following in order to become HSS providers: 

❏ Complete the annual mandated reporter training, which includes training on vulnerable adult law. 

(Applies to managers, supervisors, direct care staff, and staff who submit Housing Stabilization 

requests) 

❏ Pass a criminal background check. (Applies to direct service HSS staff and managing employees; 

completed in NetStudy 2.0) 

❏ Be knowledgeable of local housing resources. (Applies to all staff providing HSS) 

❏ Housing Consultation services providers must complete mandated Housing Consultation training on 

TrainLink. You will need a unique key to take this training. (Applies to managers, supervisors, direct 

care staff, and staff who submit Housing Stabilization requests) 

❏ Housing Transition and Housing Sustaining services providers must complete mandated Housing 

Transition and Housing Sustaining training on TrainLink. You will need a unique key to take this 

training. (Applies to managers, supervisors, direct care staff, and staff who submit Housing 

Stabilization requests) 

https://www.csh.org/
https://www.ei-consultants.com/
https://www.housingmattersmn.org/about
https://www.housingmattersmn.org/about
https://mesh-mn.org/
https://www.northstarpolicymn.com/
https://www.dhs.state.mn.us/main/idcplg?IdcService=GET_DYNAMIC_CONVERSION&RevisionSelectionMethod=LatestReleased&dDocName=ENROLL-HSS
https://mn-its.dhs.state.mn.us/gatewayweb/login
https://mn.gov/dhs/general-public/publications-forms-resources/edocs/
https://www.dhs.state.mn.us/main/idcplg?IdcService=GET_DYNAMIC_CONVERSION&RevisionSelectionMethod=LatestReleased&dDocName=ENROLL-HSS
https://registrationcourses.dhs.state.mn.us/VAMR/
http://pathlore.dhs.mn.gov/stc/housing
https://www.dhs.state.mn.us/main/idcplg?IdcService=GET_DYNAMIC_CONVERSION&RevisionSelectionMethod=LatestReleased&dDocName=Training
http://pathlore.dhs.mn.gov/stc/housing
http://pathlore.dhs.mn.gov/stc/housing
https://www.dhs.state.mn.us/main/idcplg?IdcService=GET_DYNAMIC_CONVERSION&RevisionSelectionMethod=LatestReleased&dDocName=Training
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❏ All staff working directly with Housing Stabilization Services recipients must complete Housing 

Consultation, Housing Transition and Housing Sustaining training within 30 days of employment start 

date. (Applies to all staff providing HSS) 

❏ Housing stabilization providers need to follow Home and community-based services requirements. 

Review the Home and community-based services providers webpage for additional information. 

 

Timeline 
Please allow for up to 30 days for DHS to process your application. Within 30 days of application submission, 

DHS will issue a MHCP Enrollment – Request for More Information letter via mail if you applied via fax, or via 

MPSE Portal if you applied online. You will not be notified via email. 

 

This letter will include instructions for setting up your agency’s HSS program in NETStudy 2.0 for completing 

background studies, and it will also inform you of any issues with your application so that you can correct them 

when resubmitting your application. Depending on how quickly you initiate the background study process in 

NETStudy 2.0, we anticipate that it could take around two weeks to complete the background study process. 

DHS allows up to two months to complete the background study process—your agency’s deadline should be 

listed on your initial review response letter from DHS. 

 

After completing the background study process and updating Form DHS-3891, upload the new Form DHS-3891 

in the MPSE Portal under the “Notes” section, or fax it to DHS if you applied via fax. If DHS noted other needed 

revisions to your application in the letter, also make those changes when resubmitting your provider enrollment 

application. If you are using the MPSE Portal, your entire application will be reverted to a draft, but the only 

change that needs to be made before resubmission is updating Form DHS-3891, unless the letter from DHS 

indicates that you must make corrections to your application. 

 

Please allow up to 30 days to hear back from DHS when you submit your provider enrollment application for 

the second review. 

 

 
 

Important Notes 
● Application fees must be paid prior to applying and are paid via the MHCP Provider Screening Fee 

Collections System. 

○ When you pay the provider enrollment fee, be sure to keep a record of your payment. This could 

be a printout of the MHCP Provider Screening Fee Collections System website immediately after 

https://mn.gov/dhs/partners-and-providers/policies-procedures/minnesota-health-care-programs/provider/types/hcbs/
https://payments.dhs.state.mn.us/HCProviderPayment.aspx
https://payments.dhs.state.mn.us/HCProviderPayment.aspx
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paying (e.g., a screenshot of the website, the website printed to PDF, or a scan of a physical 

printout of the webpage), or a printout of the email confirmation of payment. 

○ Please ensure that the address associated with the fee payment matches the physical practice 

address that you enter on your provider enrollment application. 

● Housing Sustaining Services providers who own or control multiple locations (site-based housing) 

where services will be provided must pay an application fee for each location. 

● Prior to submitting a HSS provider enrollment application, the mandated reporter training and the 

TrainLink Housing Stabilization Services trainings pertinent to the services your agency will be 

providing must be completed by the following staff, as noted on Forms DHS-7968 and DHS-7867: 

managers, supervisors, direct care staff, staff who submit Housing Stabilization requests. Please 

maintain a record of the completion of these trainings by each staff. 

○ The HSS-TA Team has created a document with links to the trainings and explanations of how 

to access the TrainLink HSS trainings, available here. 

 

NETStudy 2.0 Background Studies 
Background studies are completed using the NETStudy 2.0 system. You will not be able to initiate background 

studies for HSS provider enrollment until DHS issues a Facility ID/Agency ID for your agency’s HSS program 

following DHS’s initial review of your HSS provider enrollment application. Regardless of whether your agency 

already has a NETStudy 2.0 account, you will need to resubmit your HSS provider enrollment application after 

DHS’s initial review. 

 

DHS’s first review of your agency’s HSS provider enrollment application can take up to 30 days, and the second 

review can take up to an additional 30 days. Depending on how quickly you set up your NETStudy 2.0 account, 

we anticipate that the background studies process could take up to 14 days to initiate. DHS allows up to two 

months to complete the background study process—your agency’s deadline should be listed on your initial 

review response letter from DHS. 

 

If you do not already have a NETStudy 2.0 account, set up your NETStudy 2.0 account by following the process 

indicated in the MHCP Enrollment – Request for More Information letter issued by DHS after they have 

reviewed your HSS provider enrollment application. This letter will assign your agency a Facility ID/Agency ID 

and provide instructions for NETStudy 2.0 system onboarding. Follow the directions in the letter to access the 

NETStudy 2.0 system and initiate background studies for managing staff/owners. Then, update Form DHS-

3891 to include your staff’s background study numbers, as well as the newly assigned Facility ID/Agency ID, 

and resubmit your application with the updated Form DHS-3891. 

 

If you already have a NETStudy 2.0 account, you can add your agency’s HSS program’s Facility ID/Agency ID to 

your existing NETStudy 2.0 account. After DHS’s initial review of your agency’s HSS provider enrollment 

application, DHS will issue you a MHCP Enrollment – Request for More Information letter that includes a 

Facility ID/Agency ID to use in NETStudy 2.0 for your agency’s HSS program. Email the point of contact for 

NETStudy 2.0 listed in the letter and request to add that Facility ID/Agency ID to your existing NETStudy 2.0 

account. 

 

If your staff already have background studies completed in NETStudy 2.0, you may be able to affiliate the 

existing background studies from an existing NETStudy 2.0 program roster to the new HSS roster, while still 

keeping the background studies on the original roster. This may be possible if the existing background study 

https://registrationcourses.dhs.state.mn.us/VAMR/
https://drive.google.com/file/d/1Ry3VRxGyUB1woQ2tOFp_PG__jUwH87ZX/view?usp=sharing
https://drive.google.com/file/d/1Ry3VRxGyUB1woQ2tOFp_PG__jUwH87ZX/view?usp=sharing
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had the same standards as the HSS background study. Information about this process is available at 2:47 in 

the Minnesota DHS Training - Roster part 2 YouTube video. We recommend you contact DHS’s NETStudy 2.0 

team for more information. This process would only be able to be completed once the new NETStudy 2.0 

Facility ID/Agency ID for your agency’s HSS program is issued following DHS’s initial review of your agency’s 

HSS provider enrollment application. 

 

Who needs a background study? 

● Once you have access to NETStudy 2.0 following DHS’s initial review of your agency’s HSS provider 

enrollment application, you will need to initiate background studies for the staff listed on DHS-3891. 

● You will also need to run background studies in NETStudy 2.0 for all staff who will be providing Housing 

Stabilization Services (i.e., direct staff). You do not need to initiate these background studies for direct 

staff until your agency is approved to provide HSS. Your agency should provide oversight of each staff 

that will have direct contact with people served by the program until DHS issues a notice of the 

background study results. 

● For nonprofits, members of the Board of Directors need to be listed on Form DHS-5259, but not on 

Form DHS-3891. They do not need to have background studies completed. 

 

 Need a Background 
Study Completed 

List on Form DHS-3891 List on Form DHS-5259 

Managing employees and 
owners ✓ ✓ ✓ 

Board of Trustees members   ✓ 

Direct service staff ✓   

 

You are able to appeal background study determinations for reconsideration if any staff’s background study 

determination comes back as “disqualified.” More information about the appeals process is available on 

NETStudy 2.0’s Appeals webpage. 

  

https://www.youtube.com/watch?v=EHwqKXnVIiQ
https://mn.gov/dhs/general-public/background-studies/contact-us/
https://mn.gov/dhs/general-public/background-studies/contact-us/
https://mn.gov/dhs/general-public/background-studies/appeals/
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Before You Begin… 
Consider registering for a National Provider Identification number. 

● The HSS-TA Team recommends using an NPI as opposed to an UMPI as some providers have run into 

issues with billing using an UMPI. Please note that you can still choose to use an UMPI. 

○ NPI numbers can be obtained via the NPPES Portal. 

○ NPIs can generally be obtained within a day. 

○ If your organization (or a different department within your organization) has obtained an NPI in 

the past, you may need to identify the NPI admin within your organization for assistance with 

applying for a new NPI for your HSS program. 

○ This NPI Application guide from the California Department of Health Care Services goes through 

the step-by-step process of applying for an NPI in the NPPES Portal. 

● NPI numbers can be obtained via the NPPES Portal. 

● When signing up for an NPI, use the following taxonomy code: 251B00000X - Case Management. 

● If your agency prefers to use a UMPI, please note that you cannot use an existing UMPI. DHS will assign 

your agency a new UMPI for HSS. Leave the NPI/UMPI field(s) blank on the forms for the initial 

submission, and then add the UMPI number to the forms once DHS assigns your agency a UMPI. 

● More information about using NPI v. UMPI is available here. 

 

Does your agency have an electronic funds transfer (EFT) vendor number, sometimes referred to as a SWIFT 

vendor number? This is a 10-digit vendor number followed by a 3-digit location number assigned from 

Minnesota Management & Budget (MMB) to receive electronic funds transfer. 

● If your agency does have an EFT vendor number but you are unsure of the location code, the default 

location code is 001. 

● If your agency does not have an EFT vendor number, please follow the guidance on the MMB website or 

request technical assistance. A guide to the registration process is available here. 

○ Register here. 

● The Minnesota Supplier Portal is available here. 

● Be sure to sign up as a New Supplier. 

 

Additional Resources 
In addition to this guide, the HSS-TA Team offered a Provider Enrollment and Compliance Learning Session as 

part of their Housing Stabilization Services Learning Session series. The Powerpoint is available on the MESH 

website. The HSS-TA Team also offered a different Provider Enrollment webinar as part of the Medicaid 

Academy held in early 2021. The Powerpoint and recorded webinar are available on the MESH website. The 

HSS-TA Team may hold additional provider enrollment webinars in the future. Upcoming trainings are posted 

on the MESH website. 

  

https://nppes.cms.hhs.gov/#/
https://www.dhcs.ca.gov/Documents/MCQMD/NPI-Application-Guidance-for-MCPs-ECM-and-Community-Services-Providers.pdf
https://nppes.cms.hhs.gov/#/
https://nppes.cms.hhs.gov/#/
https://mn.gov/mmb/accounting/swift/vendor-resources/
https://mn.gov/mmb-stat/documents/swift/training/trainingguides/swift-sup-portal-register-as-supplier.pdf
https://guest.supplier.systems.state.mn.us/psc/fmssupap/SUPPLIER/ERP/c/NUI_FRAMEWORK.PT_AGSTARTPAGE_NUI.GBL?CONTEXTIDPARAMS=TEMPLATE_ID%3aPTPPNAVCOL&scname=M_REGISTRATION&PanelCollapsible=Y&PTPPB_GROUPLET_ID=M_SUP_USER_REGISTRATION&CRefName=M_NAVCOLL_2&PortalActualURL=https%3a%2f%2fguest.supplier.systems.state.mn.us%2fpsc%2ffmssupap%2fSUPPLIER%2fERP%2fc%2fNUI_FRAMEWORK.PT_AGSTARTPAGE_NUI.GBL%3f%26scname%3dM_REGISTRATION%26PanelCollapsible%3dY%26PTPPB_GROUPLET_ID%3dM_SUP_USER_REGISTRATION%26CRefName%3dM_NAVCOLL_2&PortalRegistryName=SUPPLIER&PortalServletURI=https%3a%2f%2fguest.supplier.systems.state.mn.us%2fpsp%2ffmssupap%2f&PortalURI=https%3a%2f%2fguest.supplier.systems.state.mn.us%2fpsc%2ffmssupap%2f&PortalHostNode=ERP&NoCrumbs=yes&PortalKeyStruct=yes
https://guest.supplier.systems.state.mn.us/psc/fmssupap/SUPPLIER/ERP/c/NUI_FRAMEWORK.PT_LANDINGPAGE.GBL?&
https://drive.google.com/file/d/1dwp7Hb32btGjTpux8vcPMPQ_lBEsbDOu/view?usp=sharing
https://mesh-mn.org/past-events/
https://mesh-mn.org/past-events/
https://drive.google.com/file/d/1Z80B04EzdHj0F6eACGF181_Tt8XzpVA9/view?usp=sharing
https://drive.google.com/file/d/1W54YFzy0WJSx7gXPxHoT4bXqeKggVVks/view?usp=sharing
https://mesh-mn.org/medicaid-academy/
https://mesh-mn.org/hssta/trainings/


HSS Provider Enrollment Guide - HSS-TA Team         7 

Last revised: March 2024 

GETTING STARTED — GATHERING INFORMATION 

Before your agency begins the Housing Stabilization Services (HSS) provider enrollment process, we 

recommend gathering the following information so that you are prepared to complete the forms more quickly 

and efficiently. 

 

Item Your Agency’s Information 

Federal Employer Identification Number (FEIN)  

MN Tax ID Number (if applicable)  

National Provider Identifier (NPI) (do not need if your 
agency would like a new Unique Minnesota Provider 
Identifier (UMPI)* assigned by DHS) 

 

MMB EFT SWIFT Vendor Number  

Authorized Officer name and title  

Authorized Officer email address  

Authorized Officer phone number  

*The HSS-TA Team recommends using an NPI as opposed to an UMPI as some providers have run into issues 

with billing using an UMPI, particularly when using certain EHRs. Please note that you can still choose to use 

an UMPI. 

 

We also recommend reaching out to your agency’s managing employees, owners, and/or board members as 

early in the HSS provider enrollment process as possible to collect the following information. Please note that 

this information is required for managing employees, owners, and board members, but only managing 

employees and owners need to have a background study completed. DHS requires this information to 

complete Form DHS-5259, or the Owners / Authorized Persons section of the MPSE Portal if applying via 

MPSE Portal. 

 

● Full legal name (first, middle, and last) — must include full middle name, or indicate that the individual 

does not have a middle name 

● Social security number 

● Date of birth 

● Home address (street, city, state, zip code, county) 

● Hire date 

● Termination date (if applicable) 

● Relationship to any other managing employees, owners, or board members (spouse, child, parent, 

sibling) 

● Whether they have an ownership or control interest in any other Medicaid-disclosing entity 
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OPTION 1: ONLINE ENROLLMENT VIA THE MPSE PORTAL 

The first option is to enroll online using the MPSE Portal. Unlike with the fax option, this option allows you to 

confirm that your application has been submitted and received. 

 

Prior to completing the HSS provider enrollment process, your agency will need to decide whether you would 

prefer to use an NPI or UMPI. The HSS-TA Team recommends using an NPI as opposed to an UMPI as some 

providers have run into issues with billing using an UMPI, particularly when using certain EHRs. NPI numbers 

can be obtained via the NPPES Portal and are generally assigned the same day of application. If your 

organization (or a different department within your organization) has obtained an NPI in the past, you may 

need to identify the NPI admin within your organization for assistance with applying for a new NPI for your HSS 

program. This NPI Application guide from the California Department of Health Care Services goes through the 

step-by-step process of applying for an NPI in the NPPES Portal. 

 

Required Paper Forms 
For agencies enrolling via the MPSE Portal, please note that the following PDF forms must be completed and 

uploaded to the MPSE Portal: 

● For the most up-to-date forms, visit the DHS eDocs library. 

● DHS-4138 - MHCP Provider Agreement Form 

● DHS-7618 - Home and Community-Based Settings Applicant Assurance Statement 

● DHS-3891 - Request for Licensing Agency ID Number 

● MHCP Fee Payment Confirmation 

● If your agency plans to provide Housing Consultation Services: DHS-7968 - Housing Consultation 

Provider Assurance Statement 

● If your agency plans to provide Housing Transition and Housing Sustaining Services: DHS-7967 - 

Housing Transition and Housing Sustaining Provider Assurance Statement 

 

Completed and annotated examples of these forms are available later in this document under “Option 2: 

Enrollment via Fax.” 

 

Accessing the MPSE Portal via MN-ITS 
If you have never used the MN-ITS system before, follow the registration process for the MPSE Portal here. 

More information about the registration process is available here. 

 

Existing providers who already have a MN-ITS account should already have access to the MPSE Portal within 

MN-ITS, highlighted in the screenshot on the following page. If you do not have an option to access the MPSE 

Portal once logged into MN-ITS, another staff at your agency needs to grant your account permission to 

access the MPSE Portal. If this is the case for you, please contact your agency’s MN-ITS administrator. The 

login page for the MN-ITS online system can be accessed here.   

https://nppes.cms.hhs.gov/#/
https://www.dhcs.ca.gov/Documents/MCQMD/NPI-Application-Guidance-for-MCPs-ECM-and-Community-Services-Providers.pdf
https://nppes.cms.hhs.gov/#/
https://mn.gov/dhs/general-public/publications-forms-resources/edocs/
https://edocs.dhs.state.mn.us/lfserver/Public/DHS-4138-ENG
https://edocs.dhs.state.mn.us/lfserver/Public/DHS-7618-ENG
https://edocs.dhs.state.mn.us/lfserver/Public/DHS-3891-ENG
https://payments.dhs.state.mn.us/HCProviderPayment.aspx
https://edocs.dhs.state.mn.us/lfserver/Public/DHS-7968-ENG
https://edocs.dhs.state.mn.us/lfserver/Public/DHS-7967-ENG
https://mn-its.dhs.state.mn.us/gatewayweb/login
https://registration.dhs.mn.gov/dhs-self-service/
https://www.dhs.state.mn.us/main/idcplg?IdcService=GET_DYNAMIC_CONVERSION&RevisionSelectionMethod=LatestReleased&dDocName=MPSE-HOME
https://mn-its.dhs.state.mn.us/GatewayWebUnprotected/index.faces
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Once you are logged into MN-ITS, select “Minnesota Provider Screening and Enrollment (MPSE) Portal” in the 

left sidebar. 
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First Time MPSE Portal User: Getting Started: Creating a Profile Request 
If your agency has already used the MPSE Portal in the past to create a profile request, skip this section and 

move onto the next section, “If You Have Used the MPSE Portal Before: Getting Started: Creating a New 

Enrollment Record Request.” If this is your agency’s first time using the MPSE Portal, follow the instructions 

below. 

 

Once you have opened the MPSE Portal, you will see a screen similar to the one below. If you have never used 

the MPSE Portal before, click on “Create a New Profile Request” to begin the application to enroll as a HSS 

provider, as shown in the screenshot below. 
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After selecting “Create a New Profile Request,” you will be taken to the “Select Request Type” page. If you have 

never used the MPSE Portal before, the portal will default to creating a Profile Request, where you will need to 

enter your agency’s legal name and FEIN, as shown in the following two screenshots. Please ensure that the 

request effective date that you select on this screen aligns with the request effective date indicated on your 

agency’s PDF HSS provider enrollment forms. 
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The next step is to complete the Profile Identifier section. 

 

Note that once you are working on or viewing a profile request in the MPSE Portal, the right sidebar will display 

the various steps towards completing the request. 
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The next step is completing the Organization Information page. Fill out the fields as appropriate for your 

agency. 
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If You Have Used the MPSE Portal Before: Getting Started: Creating a New 
Enrollment Record Request 

If you have used the MPSE Portal before, the home screen should look similar to the screenshot below. Select 

“Create a New Request” to get started with the HSS provider enrollment application. 
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Once you select “Create a New Request,” select “Enrollment record request” for the request type. Please 

ensure that the request effective date that you select on this screen aligns with the request effective date 

indicated on your agency’s PDF HSS provider enrollment forms. For new HSS provider enrollment applications, 

select “No” for “Is this a Revalidation Request?” 

 

As a side note, you can use the “Create a New Request” screen and select “Global request” if you ever need to 

update profile information about your agency, such as a change in agency ownership, business name, etc. 
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Enrollment Records 
The next screen is the Manage Enrollment Records page, where you will see a list of existing enrollment 

records for your agency (if any). Select “Add a New Enrollment Record” at the bottom of the page. If you have 

already started to complete an enrollment record for HSS, select “View” or “Edit” in the “Actions” column for 

the corresponding enrollment record. 
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Next, complete the Enrollment Record Information page. Note that the right sidebar has now expanded to 

show the subsections of the Enrollment Records section. 

 

 
 

 

  



HSS Provider Enrollment Guide - HSS-TA Team         19 

Last revised: March 2024 

The next subsection asks for the physical practice location of your agency. 

 
*The red zigzag line indicates where some content was cut from the screenshot. 

 

You can add different addresses on the next screen and select different address usage types as needed. For 

example, you can select to have your 1099s sent to one address and your paper checks to another. 
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The following subsection allows you to add Provider Identifiers. 

 

If you plan to use a National Provider Identifier (NPI), select “No” to “Use UMPI,” and enter the NPI in the 

“NPI/UMPI” text box. 

 

If you plan to use a Unique Minnesota Provider Identifier (UMPI), select “Yes” for “Use UMPI” and leave the 

“NPI/UMPI” field blank, and DHS will assign your agency a UMPI for your HSS program. Please note that you 

cannot use an existing UMPI, but you can be assigned a new UMPI for your agency’s HSS program. 

 

Please select the effective date that you have been using throughout the application. 
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The next subsection, Manage Services, is where you indicate whether your agency will be providing Housing 

Consultation, Housing Transition and Housing Sustaining, or both categories of HSS services. Select “Add a 

Service” to add a new service (i.e., Housing Consultation and/or Housing Transition and Housing Sustaining), 

or select “View” next to the corresponding service in the Provider Speciality and Packaged Services table if you 

have already added the services and are making edits. When you add a new service, you need to select the 

service type and service begin date. Please select the effective date that you have been using throughout the 

application. 
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The next page asks additional enrollment questions. These questions do not affect whether DHS will approve 

or deny your agency’s HSS provider enrollment application, but you must answer them. Please complete this 

section as appropriate for your agency. 
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The next screen is the Manage Credentials page. In this subsection, you must upload Form DHS-7618 (Home 

and Community-Based Settings Applicant Assurance Statement). If you are providing Housing Transition and 

Housing Sustaining Services, upload Form DHS-7967. If you are providing Housing Consultation Services, 

upload Form DHS-7968. Completed and annotated examples of these three forms are available later in this 

document under “Option 2: Enrollment via Fax.” 

 

To add the forms, select “Add a Credential” and follow the prompts. 
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The following screenshot shows an example of the view mode for managing a credential. 

 
 

The next screen displays fee payment information. To add fee payment information, select the button at the 

bottom of the page. 
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Upload documentation of your agency’s MHCP fee payment and the payment confirmation number. 

Documentation would be a printout of payment confirmation, either from the MHCP Provider Screening Fee 

Collections System website immediately after paying, or an emailed receipt of payment. 

 
 

Skip the next two subsections, Site Visits and Facility / Agency Identifiers. 
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In the Agreements / Addendums subsection, upload Form DHS-4138, Minnesota Health Care Programs 

(MHCP) Provider Agreement. A completed and annotated example of this form is available later in this 

document under “Option 2: Enrollment via Fax.” Select “Add Agreement/Addendum” to upload the form. 

 
 

After clicking “Add Agreement/Addendum,” complete the next page. For the “Agreement/Addendum” field, 

select “Minnesota Health Care Programs (MHCP) Provider Agreement.” Upload Form DHS-4138 and complete 

the other fields. 

 
 

The next subsection is Limiting Caseload. Your agency does not need to complete this section. 

 

 

The next subsection is Notes. In this section, upload Form DHS-3891 (Request for Licensing Agency ID 

Number). Select “Add a Note” to upload the documents. A completed and annotated example of this form is 
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available later in this document under “Option 2: Enrollment via Fax.” Please note that you will need to keep the 

owners / managers listed on this form up-to-date even after completing the provider enrollment process. 

Please update and resubmit this form in the MPSE Portal if the owners / managers of your agency change. 

 
 

The next screenshot shows how to complete the form to upload the DHS forms in the Notes subsection. 

 
 

Skip the next two subsections, Enrollment Status and Service Provider to Trading Partner Affiliations. 

 

The sections you have completed thus far correspond to Form DHS-8018, Housing Stabilization Services 

Provider Enrollment Application. You do not need to complete the PDF version of this form if you are applying 

via MPSE Portal. 
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Owners / Authorized Persons 
The next section is Owners / Authorized Persons, which corresponds to Form DHS-5259, Disclosure of 

Ownership and Control Interest of an Entity. You do not need to complete the PDF version of this form if you 

are applying via MPSE Portal. 

 

Each provider entity must complete the following sections for all people, businesses or organizations that 

meet any of the following criteria: 

● Have an ownership or control interest of 5 percent or more in this disclosing entity 

● Have an ownership or control interest in a subcontractor in which this disclosing entity has a direct or 

indirect ownership interest of 5 percent or more 

● Are a managing employee (see definitions on page 5 of DHS-5259) 

 

Please note that nonprofits should include board members and managing employees. If you have questions 

about who to include in this section, please contact DHS provider enrollment. 

 

Please note that you will need to keep the owners / authorized persons listed in this section up-to-date, even 

after completing the provider enrollment process. If the owners / authorized persons for your agency change 

after you are an enrolled HSS provider, please update this section in the MPSE Portal. 

 

Select “Add a Person” (or “Add a Business” if applicable) to add entities as needed for your agency. 
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When you select “Add a Person,” the first page is for the Owner / Authorized Person’s name. You must include 

the person’s middle name if they have one. Please check the “Check if no middle name” box if the person does 

not have a middle name. 
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The next page allows you to add roles for that person. Select “Add a Role Type” to add a role. A person can be 

assigned multiple roles. 
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When adding a role, complete all required fields. Leave the end date field blank. 
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In the Owners / Authorized Person Detail subsection, fill out the required information for the individual. You will 

need to provide the person’s date of birth, social security number, and home address. You will also need to 

answer the required questions in this section. If the person is related to another owner / authorized person as 

a spouse, parent, child, or sibling, you will need to indicate that in this section. 
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Skip the next subsection, Manage Owner / Authorized Person Background Studies. 

 

Only PCA providers need to complete the next subsection, Owner / Authorized Person Residential Properties. 

 

Profile Notes 
Skip the next section, Profile Notes. 

 

Submit Request 
The final section is Submit Request. Before submitting your request, make sure that there are no errors listed 

in the “Request Errors” box that need to be corrected. Once you are ready to submit your application, click 

“Submit For Approval” at the bottom of the Submit Request page. 
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After Initial DHS Review: Completing Background Studies and Resubmitting 
Your Application 

After submitting your application, DHS will take up to 30 days to review it. After DHS has reviewed it, they will 

send your agency a MHCP Enrollment – Request for More Information letter with next steps, which will be 

uploaded to the MPSE Portal and sent via USPS mail. You will not be notified via email. This letter will assign a 

Facility ID/Agency ID for running background studies for your HSS program in NetStudy 2.0. Follow the 

directions in the letter to set up your agency’s NETStudy 2.0 account. If your agency already has a NETStudy 

2.0 account, you can request to add the newly assigned Facility ID/Agency ID for your agency’s HSS program 

to your existing NETStudy 2.0 account. 

 

After setting up your NETStudy 2.0 account, initiate background studies for the individuals listed on Form DHS-

3891 and update the form to include their BGS number and the newly assigned Facility ID/Agency ID, as per the 

instructions in your letter from DHS. 

 

At this time, your application will be reverted back to being a draft, allowing you to make changes to your 

provider enrollment application. 

 

The initial review letter from DHS will also inform you of any other issues or errors with your application, and 

you will be able to make corrections when you resubmit your application. Please make these corrections. 

 

If you have questions about anything included in the MHCP Enrollment – Request for More Information letter, 

please feel free to reach out to Skye Hart from the HSS-TA Team (not affiliated with DHS) to troubleshoot 

(skye@ei-consultants.com), or reach out directly to DHS’s provider enrollment department. 

 

Once DHS has completed the initial review of your agency’s HSS provider enrollment application, your MHCP 

Enrollment – Request for More Information letter will be available in the MPSE Portal under Returned Requests. 

This section will be available to your agency on the first page that appears after logging into the MPSE Portal 

(Manage Portfolio) once DHS has returned your application. Note that your profile request has been reverted 

back to a draft, allowing you to make revisions. 

mailto:skye@ei-consultants.com
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On the next screen, select “View” next to the appropriate returned request. If your agency has submitted 

multiple provider enrollment applications in the past, knowing the date you submitted the HSS provider 

enrollment application may be helpful for quickly identifying which of the returned requests is your HSS 

provider enrollment application. 
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On the next screen, you should see all of the files you uploaded for your initial application, plus a new file 

containing your agency’s name. This file is the response letter from DHS based on your initial application, and 

it contains instructions for setting up your agency’s NETStudy 2.0 account. Select “View” next to this file to 

view the letter from DHS. 

 
 

Please review the letter and if necessary, make changes to your application. Then, follow the directions in the 

letter to set up your agency’s NETStudy 2.0 account and initiate background studies for staff and owners listed 

on Form DHS-3891. Next, add their BGS numbers and the newly assigned Facility ID/Agency ID to Form DHS-

3891. You will now need to reupload Form DHS-3891. 
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To upload your updated Form DHS-3891, you will need to navigate to Enrollment Records > Notes. From the 

first screen you see when logging into the MPSE Portal (Manage Portfolio), select “Edit” next to the appropriate 

profile request. 
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On the next page, select Enrollment Records in the right sidebar. On the Manage Enrollment Records Page, 

select “View/Edit.” 
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You will then need to navigate to the Notes subsection. Select Notes in the right sidebar. 
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In the Notes section, select “Add a Note” to upload your updated Form DHS-3891 (i.e., with BGS numbers for all 

staff and owners listed). Note that you cannot delete previous uploads. 

 
 

On the next screen, complete the “Note Text” field with a description of the upload, and upload the document 

to the “Supporting Note Documentation” field. Then, click continue. 
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Please be sure to make any other corrections requested by DHS in the MHCP Enrollment – Request for More 

Information letter that your agency was issued following the initial application review. 

 

To resubmit your request, navigate to Submit Request using the right sidebar. Before submitting your request, 

make sure that there are no errors listed in the “Request Errors” box that need to be corrected. Once you are 

ready to submit your application, click “Submit For Approval” at the bottom of the Submit Request page. 

 
 

After resubmitting your HSS provider enrollment application, DHS has up to 30 days to review your application. 

After they review your application, they can either approve it, or issue you another MHCP Enrollment – Request 

for More Information letter requesting additional changes to your application. If you are asked to make 

additional changes, please make those changes and resubmit your HSS provider enrollment application. If you 

have any questions about this process, please feel free to reach out to Skye Hart from the HSS-TA Team (not 

affiliated with DHS) to troubleshoot (skye@ei-consultants.com), or reach out directly to DHS’s provider 

enrollment department. 

 

 

mailto:skye@ei-consultants.com
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OPTION 2: ENROLLMENT VIA FAX 

When enrolling via fax, the following forms must be completed and faxed to MHCP Provider Eligibility and 

Compliance at (651) 431-7493: 

● For the most up-to-date forms, visit the DHS eDocs library. 

● DHS-8018 - Housing Stabilization Services Provider Enrollment Application 

● DHS-4138 - MHCP Provider Agreement Form 

● DHS-5259 - Disclosure of Ownership and Control Interest of an Entity 

● DHS-7618 - Home and Community-Based Settings Applicant Assurance Statement 

● DHS-3891 - Request for Licensing Agency ID Number 

● DHS-3725 - EFT Vendor Number Notification 

● MHCP Fee Payment Confirmation 

● If your agency plans to provide Housing Consultation Services: DHS-7968 - Housing Consultation 

Provider Assurance Statement 

● If your agency plans to provide Housing Transition and Housing Sustaining Services: DHS-7967 - 

Housing Transition and Housing Sustaining Provider Assurance Statement 

 

For agencies enrolling via the MPSE Portal, please note that all forms except for DHS-8018, DHS-5259, and 

DHS-3725 must be completed and uploaded to the MPSE Portal. However, the equivalent information is 

entered directly into the portal. 

 

Prior to completing the HSS provider enrollment process, your agency will need to decide whether you would 

prefer to use an NPI or UMPI. The HSS-TA Team recommends using an NPI as opposed to an UMPI as some 

providers have run into issues with billing using an UMPI, particularly when using certain EHRs. NPI numbers 

can be obtained via the NPPES Portal and are generally assigned the same day of application. If your 

organization (or a different department within your organization) has obtained an NPI in the past, you may 

need to identify the NPI admin within your organization for assistance with applying for a new NPI for your HSS 

program. This NPI Application guide from the California Department of Health Care Services goes through the 

step-by-step process of applying for an NPI in the NPPES Portal. 

 

The remainder of this section includes annotated examples of all forms. Yellow highlighting indicates that the 

field must be completed. Cyan highlighting indicates that the field may need to be completed. Green text and 

arrows provide notes or indicate that some sections may need to be completed. Please note that the upper 

right corner of the PDF forms lists the form number and the month and year that the form was last updated 

(e.g., 11-21, indicating that the version of the form was last updated in November 2021). The example forms on 

the following pages may not be the latest versions of the forms available, but the information requested should 

be similar. Please use your best discretion when referencing the example forms on the following pages. 

 

  

https://mn.gov/dhs/general-public/publications-forms-resources/edocs/
https://edocs.dhs.state.mn.us/lfserver/Public/DHS-8018-ENG
https://edocs.dhs.state.mn.us/lfserver/Public/DHS-4138-ENG
https://edocs.dhs.state.mn.us/lfserver/Public/DHS-5259-ENG
https://edocs.dhs.state.mn.us/lfserver/Public/DHS-7618-ENG
https://edocs.dhs.state.mn.us/lfserver/Public/DHS-3891-ENG
https://edocs.dhs.state.mn.us/lfserver/Public/DHS-3725-ENG
https://payments.dhs.state.mn.us/HCProviderPayment.aspx
https://edocs.dhs.state.mn.us/lfserver/Public/DHS-7968-ENG
https://edocs.dhs.state.mn.us/lfserver/Public/DHS-7967-ENG
https://nppes.cms.hhs.gov/#/
https://www.dhcs.ca.gov/Documents/MCQMD/NPI-Application-Guidance-for-MCPs-ECM-and-Community-Services-Providers.pdf
https://nppes.cms.hhs.gov/#/
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DHS-8018 - Housing Stabilization Services Provider Enrollment Application 

 

https://edocs.dhs.state.mn.us/lfserver/Public/DHS-8018-ENG
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DHS-4138 - MHCP Provider Agreement Form 

 

https://edocs.dhs.state.mn.us/lfserver/Public/DHS-4138-ENG
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DHS-5259 - Disclosure of Ownership and Control Interest of an Entity 

 

https://edocs.dhs.state.mn.us/lfserver/Public/DHS-5259-ENG
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DHS-7618 - Home and Community-Based Settings Applicant Assurance 
Statement 

 

https://edocs.dhs.state.mn.us/lfserver/Public/DHS-7618-ENG
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DHS-3891 - Request for Licensing Agency ID Number 

 

https://edocs.dhs.state.mn.us/lfserver/Public/DHS-3891-ENG
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DHS-3725 - EFT Vendor Number Notification 

 

https://edocs.dhs.state.mn.us/lfserver/Public/DHS-3725-ENG
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DHS-7968 - Housing Consultation Provider Assurance Statement 

 

https://edocs.dhs.state.mn.us/lfserver/Public/DHS-7968-ENG
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DHS-7967 - Housing Transition and Housing Sustaining Provider Assurance 
Statement 

 

https://edocs.dhs.state.mn.us/lfserver/Public/DHS-7967-ENG


HSS Provider Enrollment Guide - HSS-TA Team         73 

Last revised: March 2024 

 


