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This technical assistance guide provides the instructions to providers obligated under the Arizona Department of Health Services 
(ADHS) State Loan Repayment Program (SLRP) on how to submit a Request for Change to their personal information, loan/lender 
information, and employer/service site or service hours information. The Request for Change must be submitted electronically through 
the SLRP portal. Please follow the step by step guide to make the necessary changes to your SLRP record. ADHS will no longer 
accept paper requests. 

STEP BY STEP GUIDE: 

1. Login in to the Arizona Loan Repayment Program Portal at  https://apps.azdhs.gov/PCO/Home 
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2. Once you’ve logged in, you will be directed to the landing page where you can see any pending applications (Exhibit 2) and 
applications that have been submitted successfully to ADHS (Exhibit 3). 
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3. Scroll down to the bottom section labelled APPLICATIONS SUBMITTED FOR PROCESSING/PROCESSED 

APPLICATIONS. This is where you can view all the applications you have successfully submitted. Your most recent 
“APPROVED” application will appear on top.  Click the blue button labelled REQUEST FOR CHANGE. This is the process 
you will take each time you are requesting for a change in personal information, loan/lender information, employer/service 
site information or change in service hours from full-time to half-time. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Exhibit 4 

Click here to begin the 
Request for Change 

application 



ARIZONA STATE LOAN REPAYMENT PROGRAM                      
INSTRUCTIONS FOR REQUESTING A CHANGE 

 

  Page 4  
  

4. Once you click on the REQUEST FOR CHANGE button, a pop up box will appear asking if you are sure that you want to file 
a request for change. You have two options, you can either click continue or click cancel. Click “Continue” to proceed with 
your request. 
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5. You will be directed to the next screen (Exhibit 6) that provides access to sections of your approved application that you are 
authorized to make changes to.  You will have the option to change your personal information, qualifying loans/lender 
information, employer/service site information or service hours.  You will have to go through each of the 5 bubbles and only 
make changes to the sections that pertain to your situation. If the bubble is pink, you are currently on that section.  If the 
bubble is red, you have completed the section.  If it is gray, you have not completed the section. If you don’t have changes for 
that section you will click save and continue. 
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6. The first section is the Personal/Discipline information that is prefilled with information you provided from your initial or 
renewal application. You can make changes to this section or you can proceed by clicking SAVE & CONTINUE. Please note 
that this section is where you can change your service from full time to half-time.  A request to change from half-time to full-
time is only authorized when a provider renews his/her SLRP contract. 
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7. Please note that you can always exit the application portal and resume at a later time. However, please make sure to save the 
changes you have made before exiting the section you are working in.  An incomplete request for change will appear under 
“Applications pending to be completed on the landing page of the provider portal (Exhibit 8) Click RESUME APPLICATION 
to continue. 
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8. After clicking Save & Continue, you will be directed to the Qualifying Loans section. A pop up box will appear asking if you 
are requesting a change to your loan or lender information (Exhibit 9). Click YES to continue. If you click NO, you will be 
directed to the next section. 
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9. If you click YES, another pop up appears informing you that you need to update the section with all current loan information 
(Exhibit 10). Click OK. 
 
NOTE: Any change in this section requires updated billing statements and other necessary loan documents to be uploaded in 
the Supporting Documents section. 
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10. After you click OK, you will be directed to the loan section which will be prefilled with the information from your most recent 
approved initial application or renewal application. If your lender changed as a result of consolidating loans that were 
previously approved by ADHS, you will need to make the necessary changes to your loan/lender information you are 
requesting in this section. The instructions link on how to complete this section is provided in the portal. Any new loans that 
were not included in your most recent approved application may only be added at renewal. Once you have completed the 
section click SAVE & CONTINUE. 
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11. You will then be directed to the Employer/Service Site section. A pop up will appear asking if you have any changes to your 
employer or service site. Clicking “YES” will allow you to make any necessary changes and clicking “NO” will direct you to 
the next section. In this section, you can request to change to your employer and/or service site.  Any changes entered in this 
section will require supporting documents from your new employer/service site that you must upload in the Supporting 
Documents Section. 
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12. If you are changing your employer, select the employer name in the drop down section. You will select the employer; service 

site admin associated with that employer, and then select the sites under the corresponding tabs.  Please contact 
workforce@azdhs.gov if the site does not appear on the list. 
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13. When you change your employer, a pop up box appears warning you that all previous employer information and associated 
sites with that employer will be deleted (Exhibit 14). If you want to proceed with changing your employer, select “Continue.” 
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14. Once you change your employer, you will select the employer site admin and then add the site(s) you will be working at, by 
selecting them from the drop down menu under the Sites tab (Exhibit 15). Click the ADD SITE + button. Once clicked, the 
newly added service site will appear below with a “Pending” Site Admin Emp Verification status (Exhibit 16). The service 
site admin selected for the added site will be notified of your request. 
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15. The site admin must complete the employment verification process similar to the initial/renewal application employment 
verification process by accessing the site admin portal. Please note that you will not be able to successfully submit your 
request for change unless the employment verification process has been completed.  You can see the difference in a 
pending application versus a completed application. When you finish your changes, click CONTINUE at the bottom right 
hand side of the screen. 

 

 

 

 

 

 

 

 

 

“Complete” means that 
the site admin has fully 
completed the 
employment 
verification process. If 
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16. If you are adding a site for the same employer, access the list of sites from the drop down menu, select the additional site, 
and click ADD SITE + (Exhibit 18). Your site admin will then have to go through the entire process of verifying your 
employment and will need to login to the site admin portal to do this. Please note that you will not be able to successfully 
submit your Request for Change unless the service site admin completes the employment verification. After you have 
completed your changes, click the CONTINUE button. To add or remove a service site for the same employer, you can 
simply use the trash can icon to remove a site.  
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17. Once you hit continue, you will be directed to the Authorization section of the application. You MUST initial the 3 items 
before clicking SAVE & CONTINUE. 
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18. Once you click SAVE & CONTINUE, you will be directed to the Supporting Documents section of the application. This is 
where you will need to upload all the supporting information that is required for the specific type of change you are requesting 
as listed on the page.  Click on the VIEW DOCUMENTS/CONTINUE TO UPLOAD at the bottom of the screen to access the 
“Supporting Documents” section where you will upload the relevant documents for the request. 
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19. Once on the Supporting Documents page, upload all documents required for your request for change.  You may drag and drop 
the documents into the box or you can click inside the box and manually upload by browsing a file. Once you upload the file 
you must click SAVE and you must do this for each file being uploaded. You can always click the orange button “Back to 
Content” to go back to the screen that lists the required documents that you have to upload. 
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20. Once you click SAVE after uploading a document, the successfully uploaded file will appear below the “Files Uploaded” 
section and the upload date and time.  In addition, the Request for Change button on the left hand side of the screen displays 
the number of files uploaded.  For this example, if a file is successfully uploaded, you should see the number in the red bubble 
change from 0 to 1. You may delete a file by clicking on the blue trash can. 

 

To delete click trash 
can icon. 
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21. Once you have fully completed the request for change, click SUBMIT APPLICATION on the bottom right hand corner of the 
screen. 
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22. A pop up box will ask if you are sure you want to submit your Request for Change (Exhibit 24). Clicking CANCEL will direct 
you back to the application.  If you click YES, a second pop up box will appear (Exhibit 25) indicating that you have 
successfully submitted your Request for Change.  Click OK to be redirected to the landing page. 
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23. To view the submitted Request for Change and ensure that your submission was successful, go back to the landing page and 
scroll down to the Application submitted for Processing/Processed Applications section.   The recent submission with an 
application type of “Change” should appear in this section and with a status of “Processing” meaning that ADHS is currently 
processing the application. 
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24. Upon ADHS review and if ADHS identifies any issues with the request, an email will be generated to you (Sample Email, 
Exhibit 27). The email will also list the due date of when the required documents are due. ADHS will not grant any 
extensions.  You must access your portal to address the issues identified. 
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25. When you go to login, you will see that your “Change” request is now sitting in the Applications pending to be completed 
section. Click on VIEW DEFICIENCES AND RESUBMIT to begin to address the deficient items in your application. 
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26. After clicking View Deficiencies and Resubmit, a pop up box will appear displaying the deficiency reasons. Click the X 
button in the upper right hand corner to exit out of the screen.  You will then be directed to the various sections where you can 
begin to address the deficiencies noted. If you only need to upload documents, you can access the Supporting Documents 
section directly 
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27. You will always have access to the deficiency reasons from each section of the portal.  To view, click VIEW 
RESUBMISSION REASONS found in the upper right hand corner of your screen. This will display the pop box again 
(Exhibit 29 from previous section) for your review. 
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28. Once you have addressed the deficiences, you will go to the Supporting Documents section and click RESUBMIT 
APPLICATION. 
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29. A pop up box appears asking if you are sure you want to resubmit the application (Exhibit 32). There is also an option to add 
any notes that will be sent to ADHS along with your application. If you click CANCEL, you will be directed back to 
Supporting Documents Section. If you click YES, a second pop up will let you know that you have successfully re-submitted 
your Request for Change (Exhibit 33). 
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30. Upon clicking YES, you will again be directed back to the landing page and you can see the recent submission under the 
Applications submitted for Processing/Processed Applications. 
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31. After ADHS completes the review of the request for change and finds it compliant with program requirements, an approval 
notification email will be sent to the provider’s email.   Please note that any changes approved by ADHS will require a fully 
executed contract amendment before those changes are official. 

To view the approved request, please access the landing page of the provider’s portal, the Request for Change displays an 
“Approved” status. 
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For any questions please find our contact information listed below 
 

Ana Lyn Roscetti, Workforce Section Manager 

Ana.lyn.roscetti@azdhs.gov 

602-542-1066 

 

Ashley Neves, Workforce Health Planning Consultant 

Ashley.neves@azdhs.gov 

602-542-1211 
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