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OVERVIEW 

The MedStar Family Choice Provider Portal is a convenient way for providers participating with MedStar 

Family Choice to submit changes and/or validate provider data. 

The user guide walks you through the individual screens and functionalities associated with the 

application. The information displayed on the screens is based on your account affiliation and 

authentication. 
 

ACCESSING THE SYSTEM 
For general questions or technical issues please contact Provider Relations at 
MFCProviderDemographics@medstar.net 

 

LOG IN SCREEN 
1. Open your internet browser and enter the following address: 

https://providerportal.medstarfamilychoice.com 

2. Enter your user name and password in the appropriate fields. 
3. Click on the log in button. 

 
 
 

 

mailto:MFCProviderDemographics@medstar.net
https://providerportal.medstarfamilychoice.com/
https://providerportal.medstarfamilychoice.com/
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NEW USER REGISTRATION 
1. Copy, paste or type in the following address - https://providerportal.medstarfamilychoice.com in 

your internet browser address bar. 
 

 

 
 

2. Click on the new user request link. 

https://providerportal.medstarfamilychoice.com/
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3. Enter valid information in the required fields (*). 

4. Click on the submit button. 

5. After successful submission you will receive an account created email. 
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6. Click on the link to create your password. 

7. Fill in your registered email, enter and confirm new password. 

8. Click on the reset button to register your new password. 
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9. After successful password creation you receive a link to log in. 
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10. The invalid token error message displays if the create your password link is used after the 24 hours 

expiration period. 
 

 

 
11. Click on the resend verification link to receive steps to set password page. 
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12. Enter your registered email and click on the resend verification email button to receive a new 
password reset notification email. 
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FORGOT YOUR PASSWORD? 
 
 

 

1. Enter your registered email and click on the submit button. 
2. With successful submission you will receive further password reset instructions in an email. 



MedStar Family Choice Provider Web Portal User Manual 

11 March 12, 2020 

 

 

 

 



MedStar Family Choice Provider Web Portal User Manual 

12 March 12, 2020 

 

 

MY GROUPS 
After successful login my groups page is displayed. 
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SUBMIT UPDATES: 
1. Click on the submit updates link to update group information. 

 
 
 
 

2. Click on edit to update the group demographic information. 
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3. Update required/pertinent information. 
4. Click on save. 
5. A message flashes “Group demographics changes saved successfully. Please click review change 

requests to review and submit all your changes!”. 
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BILLING/PAYMENT DETAILS: 
 

 

1. Click on edit to update group billing/payment information. 
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2. Changes made to mandatory fields require a W-9 form to be uploaded. 
3. Update required/pertinent information. 

4. Click on save. 
5. A message flashes “Group address changes saved successfully. Please click review change requests  to 

review and submit all your changes!”. 
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PROVIDERS AND LOCATIONS FOR THE GROUP: PROVIDERS 
 

1. Click on the providers tab to view or edit information. 
2. Select the provider you want to edit. 
3. Click on the pencil icon to edit the provider information. 
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4. Update required/pertinent information. 
5. Click on save. 
6. A message flashes “Request saved successfully. Please click review change requests to review and 

submit all your changes!”. 
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ADD OR REMOVE EXISTING LOCATION FOR PROVIDER: 
1. Click on the triangle to expand the location information. 

 

 

 

2. Review location information. 
3. To add a location to an existing provider, click on add existing location. 
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4. Click on the “+” symbol to add an existing location. 
 

 
 

5. A pop-up screen appears to input location data. 
 

 
 

6. Click on the location selection box to display the group addresses. 
7. Select the location and click on save. 
8. To add multiple locations repeat steps 4 through 7. 
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9. To remove a location from an existing provider, click on remove location. 
 

 
10. Enter the date (term date) the provider stopped seeing patients at the location. 
11. Click on save. 
12. A message flashes “Request saved successfully. Please click to review change requests to review and 

submit all your changes.”. 
 

 
REVIEW CHANGE REQUESTS: 
1. If you have made changes and navigate away from the group details, the changes not submitted 

message appears. 
 

 

2. Click on review change requests. 



MedStar Family Choice Provider Web Portal User Manual 

22 March 12, 2020 

 

 

 

 
 

3. Click on trash can icon to delete any unwanted changes. 
4. Click on submit changes to submit all changes. 
5. Clicking on cancel does not discard your changes. 
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PROVIDERS AND LOCATIONS FOR THE GROUP: LOCATIONS 
 

1. Click on the locations tab to view or edit information. 
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2. Click on the triangle icon to view the providers associated with the specific location. 
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ADD EXISTING PROVIDER: 
1. Click on the add an existing provider. 

 

 
 
 
 

2. Click on the “+” symbol to get a pop-up screen to select a provider. 
 

 
 

3. Click on the dropdown box to display the list of affiliated providers. 
4. Select the provider. 
5. Add an effective date. 
6. Click on save. 
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TERM PROVIDER: 
1. Select provider to term and click on term provider link. 

 

 

 

2. Add a term date. 

3. Click on save. 

4. A message flashes “Request saved successfully. Please click review change request to review and 

submit all your changes.” 
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EDIT LOCATION DETAILS: 
1. Click on the pencil icon to edit location information. 

 

 
2. Update required/pertinent information. 
3. Click on save. 
4. A message flashes “Request saved successfully. Please click review change request to review and 

submit all your changes.” 
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SUBMIT REQUEST FOR NEW LOCATION: 
1. Click on the submit request for new location. 

 

 

2. Input required/pertinent information. 
3. Click on submit. 
4. A message flashes “Group location request successfully submitted.”. 
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SUBMIT QUARTERLY VALIDATIONS – PROVIDERS 
 

1. Click on the submit validations link to validate group information. 

 
 
 

**The participating MFC (MedStar Family Choice) products information is only displayed in the quarterly 
validations screen under group demographics section and is not available in the submit updates 
screen. 
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SU 1 SUBMIT QUARTERLY VALIDATIONS FOR PROVIDERS AND LOCATIONS - PROVIDERS TAB 
 

 
 
 

1. The individual provider selection box for quarterly validations and submission is available only on 
the providers tab. Check this box once you have validated the provider data is correct. You are 
required to select the provider(s) before proceeding to the review quarterly validations  option. 

a. Select the providers you wish to validate and make any updates as needed 
b. If you have made updates, click on the review change requests button before 

proceeding to review quarterly validations. You will not be allowed to submit /save 
validations without submitting the changes. 

c. If you have not made any changes, click review quarterly validations button to validate 
the providers all at once or save and come back later to submit remaining validations. 

 

2. For any data discrepancies you can make changes using the edit options in the respective sections 
on this page. 
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REVIEW QUARTERLY VALIDATIONS BEFORE SUBMITTING: 
Once all the validations are completed check the acknowledgement box and click on submit 
validations*. 

*Save validations button is enabled when validations are partially complete. Submit validations button is 

enabled only when all the validations are complete. 
 

 
 
 
 
 

MY GROUPS (VENDOR) 
After successful login my groups page is displayed listing vendor organization information.  
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SUBMIT UPDATES (VENDOR) 
1. Click on the submit updates link to update vendor information. 

 

 
 
 

 

2. Click on edit to update the vendor demographic information. 
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3. Update required/pertinent information. 
4. Click on save. 
5. A message flashes “Group demographics changes saved successfully. Please click review change 

requests to review and submit all your changes!”. 
 

BILLING/PAYMENT DETAILS (VENDOR): 
1. Click on edit to update vendor billing/payment information. 
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2. Changes made to mandatory fields require a W-9 form to be uploaded. 

3. Update required/pertinent information. 
4. Click on save. 
5. A message flashes “Request saved successfully. Please click review change requests to review  and 

submit all your changes!”. 
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LOCATIONS FOR THE VENDOR: 
1. Vendors can view or edit location information only. 
2. Click on the pencil icon to edit the location information. 

 

 

EDIT LOCATION DETAILS (VENDOR): 
 

 

1. Update required/pertinent information. 
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2. Click on save. 
3. A message flashes “Request saved successfully. Please click review change request to review and 

submit all your changes.” 

 
SUBMIT REQUEST FOR NEW LOCATION (VENDOR): 
1. Click on the submit request for new location. 

 

2. Input required/pertinent information. 
3. Click on submit. 
4. A message flashes “Group location request successfully submitted.”. 

 

 

REVIEW CHANGE REQUESTS (VENDOR): 
1. If you have made changes and navigate away from the group details page, the changes not submitted 

message appears. 
 
 

 

2. Click on review change requests. 
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3. Click on trash can icon to delete any unwanted changes. 
4. Click on submit changes to submit all changes. 
5. Clicking on cancel does not discard your changes. 

 
 
 

SUBMIT QUARTERLY VALIDATIONS (VENDOR) 
1. Click on the submit validations link to validate vendor information. 
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**The participating MFC (MedStar Family Choice) products information is only displayed in the quarterly 
validations screen under group demographics section and is not available in the submit updates screen.  

 

 

 
SUBMIT QUARTERLY VALIDATIONS FOR LOCATIONS (VENDOR): 

 

1. Check individual location selection box once you have validated the location data is correct. You 
are required to select the location (s) before proceeding to the review quarterly validations 
option. 
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a. Select the locations you wish to validate and make any updates as needed. 
b. If you have made updates, click on the review change requests button before 

proceeding to review quarterly validations. You will not be allowed to submit /save 
validations without submitting the changes. 

c. If you have not made any changes, click review quarterly validations button to validate 
the locations all at once or save and come back later to submit remaining validations. 

 

2. For any data discrepancies you can make changes using the edit options in the respective 

sections on this page. 

 

 
REVIEW QUARTERLY VALIDATIONS BEFORE SUBMITTING (VENDOR): 
Once all the validations are complete check the acknowledgement box and click on submit validations*.  

*Save validations button is enabled when validations are partially complete. Submit validations button is 

enabled only when all the validations are complete. 
 


