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Steps to upload a copy of an 
assisted living facility license 



MN–ITS Login page

Enter your username and 
password.



• On the left-hand side, 
click Minnesota 
Provider Screening and 
Enrollment (MPSE) 
Portal.

• If you do not see the 
link for the MPSE 
Portal, contact your 
MN–ITS Primary 
Administrator.

MN–ITS



Click the Create a New 
Request button located at 
the bottom center of the 
page.

Manage Portfolio



• Select Enrollment record 
request.

• Enter the request effective date.

• Leave “no” selected for the 
revalidation question. 

• Click Continue.

Select Request Type



Under Active Enrollment Records 
List, look for your customized living 
enrollment record, click Edit under 
the Actions column.

Manage Enrollment Records 



You will land on the Enrollment 
Record Information page.

On this page, you will need to look at 
the right-hand navigation, click on 
Credentials.

Enrollment Record Information



On the Manage Credentials page, click 
on Add a Credential.

Manage Credentials



Select the credential
applicable to your agency. 

Note: If your customized living 
setting is exempt from assisted 
living facility license, you must 
select the appropriate credentials 
and also complete and upload a 
copy of the assurance statement 
form: DHS-8116 to the Notes
page. 

Credentials 

https://edocs.dhs.state.mn.us/lfserver/Public/DHS-8116-ENG


• Enter credential start date.

• Enter credential end date.

• Enter credential’s license or 
certificate ID.

• Upload a copy of the 
credential.

• Click Continue.

Manage Credentials  Cont.



*This step is only if your 
customized living setting 
is exempt from assisted 
living facility license.*

On the right-hand 
navigation, click on 
Notes.

Notes



*This step is only if your customized 
living setting is exempt from assisted 
living facility license.*

Click on Add a Note. 

Manage Note



*This step is only if your customized 
living setting is exempt from 
assisted living facility license.*

• Add a Note Text:
“See attached DHS-8116”

• Upload the completed DHS-
8116 in the Upload Note 
documentation.

• Click Continue.

Manage Note Cont.

https://edocs.dhs.state.mn.us/lfserver/Public/DHS-8116-ENG


On the right-hand navigation, 
click on Submit Request. 

Submit Request



• Complete the attestation 
statements.

• Click Submit For Approval

Submit Request Cont.



Click Continue.

Submission Approval



After you click continue on the 
Submission Approval page, you 
will return to the Manage 
Portfolio page, where you can 
see the request you created 
under “Requests.”

Manage Portfolio Requests



Resources

• Minnesota Provider Screening and Enrollment (MPSE) Portal webpage

• MPSE Portal User Guide: Managing Credentials

• MPSE Portal User Guide: Managed Notes

• License requirement changes for customized living services providers webpage

If you still have additional questions regarding your enrollment with MHCP for customized living 
services, email dhs_mhcp_provider_enrollment@state.mn.us, or call the Provider Call Center at 
651-431-2700 or 800-366-5411.
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