
Create a Provider (Reporting) 
Group in ServicePoint  
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Overview 

• A Provider (Reporting) Group allows users the 
ability to run a query on multiple providers at 
once. 

 
 



Step 1 

• To create a Reporting Group, click on the 
Admin Module on your Home Page. 

• On the Admin Dashboard, click on Provider 
Groups. 
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Step 2 
• The Provider Group Admin screen defaults to visibility 

group so make sure you click on the next tab over – 
Reporting Groups.  
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Step 3 
• In the Search box, type in what you are going to call the 

reporting group and then click Search. 

• If no results are returned, click on Create New Group. 
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Step 4 
• Fill in the Group Name – please include your agency name along 

with the type of report. 

• Once the information is input, click on Save (not Save and Exit). 

• Please note: To ensure that the Provider Group is visible to all 
users in your agency, make sure that you have affiliated the 
Provider Group with the correct Provider Access. For example, if a 
user creates a Provider Group that lists ROCC as the Provider 
Access, a user in an agency under the ROCC data tree would not 
be able to see it. 
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Step 5 
• Click on Manage Providers in the Reporting Group Profile 

to add Providers to your reporting group. 
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Step 5 (Cont.) 
• In the Manage Group Providers pop-up box you can do a 

search by name or search using Provider ID. 

• To add a Provider to the Reporting Group, click on the green 
circle with a plus sign. To remove a Provider from the 
Reporting Group, click on the red minus. Click exit after all of 
the necessary Providers are added. 
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Step 6 
• If desired, enter in a description of the Reporting Group.  
• Click on Save and Exit. 
• Please Note: You Provider Group will not appear until 

the next data warehouse refresh. Do not worry if it does 
not appear immediately. 
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Final Note 

• Once a Reporting Group has been created, it can be edited at 
any time. 

• Simply repeat Steps 1 and 2 and do a search to find your 
Reporting Group. You can then follow the instructions in Step 
5 to add or remove any Providers that you need to. 
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