
  
  

 
 
Provider Sourcing Tool – Initial Setup 

The new Provider Sourcing Tool allows you, the provider, to view a service list, place 
bids on jobs and potentially receive a referral for those services you select.  
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First - Register for the HAP CareSource Provider Portal  
• It’s easy! You will access the HAP CareSource provider portal through the HAP 

Portal. 

• Only one username and password to remember for both portals. 

• Current users of the HAP Portal can click on the button below to log in on 
HAP.org. 

• New users to the HAP Portal can click on the button below and select Register. 
Once you log in on HAP.org, select the HAP CareSource link to get to the 
secure HAP CareSource Provider Portal.* 

*Note: Multi-factor authentication (MFA) is part of connecting to the HAP CareSource provider portal. It 
keeps your business information safe and secure. You may follow the prompts to set up MFA or view 
the HAP CareSource Provider Portal User Guide 

Single Sign-on to the HAP CareSource Provider Portal from HAP.org 

  

https://portal.hap.org/idp/SSO.saml2
https://www.caresource.com/documents/mi-med-p-2188003a-provider-portal-user-guide-update.pdf
https://portal.hap.org/idp/SSO.saml2


  
  

 

Accessing the Provider Sourcing Tool 
Once you are in the Provider Portal, use the left side menu to access Provider Sourcing 
as shown below: 

 

Click on “Provider Sourcing” to see the Provider Sourcing Tool. When you log in the 
first time, you will need to update your user preferences. You see a message like the 
one below.  



  
  

 

 

Select “Continue” to go to User Preferences.  

New User Preferences 
User Preferences enables you to select: 

• The types of services you provide 
• Where you offer those services 
• Your preferred communication methods – text and/or email 
• Add additional contacts, if desired 



  
  

 

Service Categories 
A new Service Categories card has been added to the User Preferences page.  

 

You may tailor your service categories to see and receive notifications only for jobs that 
interest you. By default, all are selected. Any information that does not apply to you can 
be removed by clicking on the purple box. Those jobs will no longer appear in your 
potential job lists.  

Communication Preferences 
The Communication Preferences card is also new.  

 

You may choose to receive emails, text messages or both. If the text option is selected, 
a valid mobile phone number must be entered. You do not need to add your email 
address because it is part of your Provider Portal account. You will see it at the top of 
the page in the Business Profile. 

Additional Notification Contacts 
In addition to specifying how you would like to communicate, you can add additional 
people to receive emails and/or texts. 



  
  

 

Add the contact information and select which types of messages they should receive. 
You can customize their selections so they are only sent information that you choose. 
You will see that all types are checked. Just click on the purple box next to the 
information type to remove it from the list. 

Remove contacts by selecting the “Remove” button.  
Note: A maximum of five additional notification contacts may be added. 

Service Area Configuration 
This new user preferences section allows providers to define their desired service area 
and coverage zones.   

Service Radius 

 

The Service Radius is an easy way to quickly establish a coverage zone. You can 
select 25, 50, 75 miles or statewide. This setting will compare the member’s ZIP code 
with the ZIP codes you choose and show postings that fall within the selected range.  

 



  
  

Region, County, and Zip Code Selections 
You can also pick specific counties and ZIP codes.  

 

Remove areas from your list by clicking the blue box. You will not be notified for any 
areas without a blue check.   



  
  

Once your settings are configured, select Save at the bottom of the page. You are 
now ready to start receiving referral notifications when the product goes live!   

If you want to go back to your User Preferences later, hover your mouse over the 
“Welcome” section in the upper right-hand corner to bring up the menu. 

 

Then select “User Preferences” 
 

 

 

 

 

 

 

 

Need help? Contact Provider Services for assistance: 

 Medicaid 1-833-230-2102 

 MI Coordinated Health (MICH) 1-833-230-2159 

MI-Multi-P-5538502 
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