
 

 

 

To:  Hospices 

From:  IEHP - Ancillary Relations  

Date:  October 14, 2026   

Subject: NEW: Hospice Profile on Portal 

 

The Hospice Profile is a newly added tool for communicating vital information about your entity to IEHP. 

To view this enhancement, log in to your account: 

1. Select the Hospice 

Profile tab. 

2. Select Create New 

Profile. 

 

 

Owner and Manager accounts have the right to complete or update profile information, while Medical and Office 

Staff can only review the profile. Billers do not have access to the hospice profile.  

See the attached job aid or access it under the Provider Training Materials tab to create and update your 

Hospice’s profile. Please note, hospice agencies may submit a profile, however, submission is NOT required 

at this time. The Ancillary Relations team will send an email communication when the required 

submission period begins in January 2027.  

 

 

 

 

 

 

 

 

 

If you have any questions, please contact the IEHP Provider Call Center at (909) 890-2054, (866) 223-4347 or 

email ProviderServices@iehp.org 

All IEHP communications can be found at: www.providerservices.iehp.org > News and Updates > Notices 

mailto:ProviderServices@iehp.org
http://www.providerservices.iehp.org/


Hospice Profile Job Aid 
 
The Hospice Profile is a tool to communicate vital information about your entity. Once submitted and reviewed 

by IEHP, your profile can be updated as needed to communicate staffing and service changes with the Plan. 

Staff with Owner and Manager accounts have the right to complete/update the profile information, while 

Medical and Office Staff can only review the profile. Billers do not have access to the hospice profile.  

Note required information, indicated with an asterisk * 

 

Login to your account: 

1. Select the Hospice 

Profile tab. 

2. Select Create New 

Profile. 

 

 

3. The Profile includes 7 sections to be completed 

 

 

 

 

 

 

 

 

 

 

 

 

Demographic information 

Complete business information about the Hospice and any affiliates 

 

 

4. Documents such as 

certifications, 

accreditations, or licenses 

can be uploaded under the 

Demographic Information 

tab. 

5.  Sections can be saved as 

drafts and 

completed/submitted later.  

 

Click Next to continue. 

 



Hospice Profile Job Aid 
 
Hospice Contact Information: 

 

 

6. Complete each section with 

contact information. If position is 

vacant, please check the box 

and update once position is 

filled: 

 

 

 

 

 

 

 

 

 

 

 

 

Coverage Areas         Hospice Care and Services 

 

7. Select servicing cities and counties    8. Complete this section, noting the expanding fields  

from the dropdown menus:                                             based on choosing Yes/No 

 

                                                                                       

 

 

 

 



Hospice Profile Job Aid 
 

Hospice Staffing  

 

9. Most responses in the section are numeric. 

Use the arrow or manually enter the 

response (Note: numeric values must be 

equal or greater than zero): 

 

 

 

 

 

 

 

 

 

 

10. Some sections require a percentage (%) or a ratioed response: 

 

 

 

11. If Yes is selected for some fields, a work status response is required. More than one answer is 

permitted to accommodate multiple staff members: 

 

 

 

 

 

 

 

 

 

 

 



Hospice Profile Job Aid 
 

Higher Levels of Care  

 

12. Select in-network Hospital 

and SNF from the dropdown 

indicating contractual 

relationships. If none, please 

select “None”. 

Select the + button to add 

more entries: 

 

 

 

 

 

 

 

 

 

 

 

Signature and Submit 

 

13. Complete the final form and 

check the attestation box: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Submission Review 

 

14. After submission, please allow up to 10 business days for IEHP staff to review the submission. In the 

meantime, the form is reviewable in read-only format: 



Hospice Profile Job Aid 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Profile Submission Status 

 

1. Once reviewed, a new status will be visible, either Approved or Rejected.  If Rejected, click View 

Details to edit:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Choose the section requiring editing: 

 

 

 

 

 

 

 

 



Hospice Profile Job Aid 
 

3. See errors(s) and note(s): 

 

 

 

 

 

 

 

 

 

4. Click Create New Change Request  

 

 

 

 

 

 

5. Make Update and click Continue for all tabs > 

Submit 

 

 

 

 

 

 

 

 

 

 

6. The updated profile will now be In Review: 

 

 

 

 

 

 

 

 

 



Hospice Profile Job Aid 
 

7. The Ancillary Relations Service Team 

will request an updated Hospice Profile 

up to two times a year. It is important to 

review and update the profile when 

staffing and/or contracting changes 

occur, in addition to the updates 

requested by the Hospital and Ancillary 

Relations department. 

   
8. Confirmation of updates 

will be sent to the Provider 

inbox: 

 

 

 

 

 

 

 

 

9. Profile drafts are also saved. Select Continue Editing to update. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Submitting an Updated Profile  

 

1. Your agency’s most updated profile will be reflected at the top of the Hospice Profile screen as 

“Active Profile”. If you would like to revise the existing approved profile, click “Edit Profile”.  

 



Hospice Profile Job Aid 
 

2. Information from the previously submitted hospice profile will pre-populate. Please review all fields 

and make revisions as necessary.  

 

3. Once all sections have been completed, click “Submit”.  

 

 

 

 

 

 

 

 

 

 

 

 

4. Your profile will now be in review with IEHP. If approved, no further steps are required. If rejected, 

please navigate to the Profile Submission Status section for next steps.  

 

 


