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CAQH PROVIEW
Profile Setup & 120-Day Maintenance Checklist
Use this on first-time setup, and again every time you sit down to re-attest. Keep it with your credentialing documents.


Part 1: Before You Start Setup
1. NPI number on hand
1. Active, unrestricted state license (all states, if licensed in more than one)
1. Current malpractice insurance certificate (face sheet)
1. DEA certificate, if you prescribe
1. State controlled substance certificate, if applicable
1. Five years of work history with no unexplained gaps, or a written explanation ready for any gap
1. Hospital privileges documentation, if applicable
1. W-9 form, current version
1. Legal name matches exactly what's on your professional license


Part 2: Initial Profile Build
1. Registered at proview.caqh.org (self-register, or used the Provider ID emailed by a payer)
1. All 18 profile sections completed, not just the required minimum
1. Practice locations entered and matched to actual billing addresses
1. Malpractice history section completed in full, including dismissed or unpaid claims
1. If no malpractice history exists, section explicitly marked as such rather than left blank
1. Payer authorizations switched on for every insurer you want pulling your data
1. Profile attested and electronically signed for the first time
1. Attestation confirmation screenshot saved


Part 3: Every 120-Day Re-Attestation Cycle
1. Logged in and checked dashboard status (Incomplete, Expired, or Up to Date)
1. Confirmed license has not expired since last attestation
1. Confirmed malpractice certificate has not expired
1. Confirmed no gap between old and new malpractice policy dates (tail coverage check)
1. Checked hospital privileges documents are current
1. Reviewed and updated employment history, with explanation for any new gap over three months
1. Confirmed practice addresses still match billing addresses on file
1. Confirmed payer authorization list still matches who you're actually contracted with
1. Added authorization for any new payer you've applied to since last attestation
1. Re-attested and electronically signed
1. New attestation confirmation screenshot saved
1. Next 120-day deadline added to calendar with a reminder set at the 90-day mark

Part 4: For Group Practices & Credentialing Staff
1. Proxy access requested and approved by the provider, if someone else manages the profile
1. Group ID and Tax ID Number consistent with each provider's individual profile
1. Affiliation updated immediately when a provider joins or leaves the practice
1. Former employer's authorization revoked when a provider departs
1. Credentials tracked centrally across all providers, not relying on memory alone

A missed re-attestation doesn't trigger an obvious warning. Claims can keep processing for weeks before payers act on an inactive profile, which is exactly why this checklist exists.
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