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Key Points 

• Use this Quick Reference Guide (QRG) to change a servicing provider within the 
secure, self-service West Region beneficiary portal 
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Introduction 

This QRG details how to change your provider within the secure, self-service West Region 
beneficiary portal.  

After locating a Referral Number on the Referrals/Authorizations page, the Find a Different Provider 
button is below the Suggested Servicing Providers section. 

Change Servicing Provider 

1. To choose a different provider, select the Find a Different Provider button. 
Note: It’s important to inform TriWest of your selected servicing provider so the servicing provider 
can obtain your clinical information available with your request.  

  

1 

A. If the Find a Different Provider button is not available, a message will display. Select the 
Change Servicing Provider Information hyperlink to get more information.  

A 
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2. After selecting Find a Different Provider, the Provider Search window displays, where you can search 
by Provider or Facility.  

3. Search by either Provider or Facility. 

A. To search by provider, select Provider from the “Search by” dropdown menu and complete all 
fields.  

  

2 

B. To search by facility, select Facility from the “Search by” dropdown menu and complete all fields.  

A 

B 
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4. After completing the required fields, select Search. 

5. Results will display. Select your desired provider. 
Note: If no results display, you will be directed to the West Region provider directory. 

6. Select the Select button.  

  

5 

6 

7. After the dialog box to select the provider closes, select the Next button.  

7 
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8. After selecting Next, a window pops up asking for an Appointment Date and Appointment Time. If 
you already have an appointment scheduled, enter its information here, then select Submit. 
Otherwise, select Skip. 
Note: If you select an appointment time here, this appointment selection will display in your online 
referral letter as well.  

8 

9. Notifications will display. One says “Thank you for your submission. Your letter will be ready to view 
soon.” If you entered an appointment time, a “Your appointment was scheduled” notification will 
display.  

9 

10. Now that you have chosen a provider, contact the provider’s office to schedule an appointment. 

 




