
 

1 

Covered Entities Guide for Public Users 

Submitting a Change or Termination Request 

This guide describes how to submit an online request to change some of covered entity’s 
information or to terminate a covered entity that is no longer participating in the 340B Drug 
Pricing Plan. Such requests can only be submitted for covered entities actively participating in 
the OPA 340B Program, including covered entities with a future participation start date. 

Once you start, you must complete the process. If you quit before submitting change or 
termination request, your changes will be lost. Data cannot be saved until the request is 
submitted. 

Change requests cannot be submitted if: 

 The covered entity has been terminated and is no longer participating in 340B Program 

 The covered entity already has a change request pending OPA approval. 

 The covered entity is undergoing recertification and Authorizing Official has already 
recertified, but OPA has not reviewed yet. 

Major Sections in This Guide 

 CE Change Requests (page 4) 

 Change Requests during Recertification (page 8) 

 CE Termination Requests (page 8) 

 Authorizing and Submitting the Request (page 10) 

Initiating a Covered Entity Change/Termination Request 

Follow these steps to submit an online change or termination request: 

1) On the 340B Database home page, click Change Request in the “What Would You Like 
to Do?” section. 

 



Covered Entities Guide for Public Users 

Initiating a Covered Entity Change/Termination Request 

2 

Note: You can also select Submit a Change/Termination Request from the Change 
Request tab in the menu at the top of the home page. The system will jump directly 
to the Search Criteria – Instructions page (see Step 3). 

2) On the Change Request screen, click Submit a Change/Termination Request. 

 

3) 340B ID:  Enter the entity ID number and click the  button. 

 

Note:  You can search for an entity using a partial ID of at least four alphanumeric 
characters. Search results will retrieve all covered entities whose ID number begin 
with the identical character string. 

4) Select the desired entity and click the  button. The Search Results page will be 

displayed. 

 

Note:  For instructions on customizing the presentation of the Search Results page, refer 
to Searching, Viewing, and Exporting Covered Entity Data. 

https://opanet.hrsa.gov/opa/Manuals/Public/CE1SearchViewExport.pdf
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5) The Contact Information page for the entity displays showing contact information the 
Authorizing Official and Primary Contact. 

 

6) Click the  button. The Request Type page displays. 

 

Note:  If the entity already has an approved termination request with a future-effective 
date, the system will skip over this screen and go directly to the Change Request 
screens to allow you to make changes to the entity information. 

7) Select the appropriate option to identify whether you are submitting a Change Request or 
a Termination Request. 

8) Click the  button. 
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CE Change Requests 

For a change request, the Covered Entity Details page is displayed. Click any of the tabs at 
the top of the page to change the entity’s name or EIN, address information, Medicaid/orphan 
drug information, or contact information. 

Note: If the entity is undergoing recertification and if the authorizing official has not recertified 
yet, than the entity will only be able to change the Contact information during a change request.  

Details Tab 

1) Edit the information on this tab if you need to update the entity’s name, subdivision name, 
or Employee Information Number. 
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Addresses Tab 

2) Edit the information on this tab if you need to update the entity’s street address or billing 
address or edit, delete, or add shipping addresses. Selecting the appropriate check box 
lets you make the billing and/or shipping address the same as the street address. 

 

Medicaid/Orphan Drug Information 

3) Edit the information on this tab if you need to modify the entity’s Medicaid billing 
information. Clicking the Edit link allows you to change the Medicaid Billing Information. 

 

Responding Yes to the “Will you bill Medicaid for drugs purchased at 340B drug 
price?” question expands the Medicaid Billing Information section of the tab to allow 
you to add, edit, or delete Medicaid and NPI number. 
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Clicking Continue saves any changes you have made. Clicking Undo cancels your 
changes. 

Contact Information 

4) Edit the information on this tab if you need to change the entity’s Authorizing Official or 
Primary Contact. 

 

Clicking the Edit link allows you to change the name, title, and contact information for the 
Authorizing Official. Selecting the “Make Primary Contact Information same as 
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Authorizing Official” check box allows you to copy the Authorizing Official’s information 
to the Primary Contact if they are the same person. 

 

5) When finished making your updates, click the  button at the bottom of the page. A 

screen message asks if you are done updating entity data. 

 

6) Click the  button. 

You will now affirm that an Authorizing Official will need to review and confirm the proposed 
changes. . Refer to Authorizing and Submitting the Request (page 10) for instructions. 
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Change Requests during Recertification 

If the entity is undergoing recertification and the Authorizing Official (AO) has not yet certified or 
decertified the entity, the system will display only the Contacts tab, and only the AO fields will 
be editable. 

 

After the AO contact information is changed, the system will send the Change Request 
Notification email to the new AO for approval of the change. 

Upon approval by the new AO, the Contact Information section will be updated with new AO’s 
information. If the “Make Primary Contact information same as Authorizing Official” 
checkbox was selected before recertification began, that information will also be updated with 
new AO’s information. 

The recertification AO login emails will be resent to the new AO automatically. 

CE Termination Requests 

1) For a termination request, select the Termination Request option from the Request Type 

page and click the  button. 

 

The next page provides instructions for completing the fields on the page and notifies you 
that the Authorizing Official will have 15 days to accept or reject the request. Failure to 
respond will cancel the request. 
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Termination dates are normally effective on the first day of the quarter following approval of 
the request by OPA. 

 

1) Authorizing Official Information:  If the Authorizing Official contact information has 
changed, select Yes and correct that information as necessary. 

2) Termination Reason:  Select the reason for the termination request from the drop-down 
box. If none of these reasons apply, e-mail OPA at ApexusAnswers@340bpvp.com for 
guidance. 

mailto:ApexusAnswers@340bpvp.com
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3) The date the entity became ineligible:  Manually enter the date the entity became 
ineligible for continued participation in the 340B Program in mm/dd/yyyy format or select it 
by clicking the calendar icon. 

4) Last date that 340B drugs were or will be purchased:  Manually enter the date 
(mm/dd/yyyy) the entity discontinued, or will discontinue purchasing drugs under the 340B 
plan or select it by clicking the calendar icon. 

Note: When a hospital is terminated “The date the entity became ineligible” and the 
“Last date that the 340B drugs were/will be purchased” are propagated to all of 
its active outpatient facilities. 

5) Termination Comments:  Enter any pertinent comments regarding the termination. 

6) Click the  button. 

You will now affirm that the information submitted in the change/termination request is truthful 
and accurate, and that Authorizing Official on record (if you are not the Authorizing Official), for 
your covered entity will be asked to review and confirm the proposed changes. Refer to 
Authorizing and Submitting the Request (page 11) for instructions. 
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Authorizing and Submitting the Request 

1) The Requestor Signature page displays. 

 

2) Check the box in the upper-left corner to affirm that data in the change request is accurate. 
You also acknowledge that the Authorizing Official will be asked to confirm your proposed 
changes. 

3) Complete the required requestor contact information. Also include pertinent comments for 
OPA to review. Contents in Remarks will be made available to the Authorizing Official. 

4) Click the  button. A screen message thanks you for your submission 

and notifies you that the Authorizing Official has 15 days in which to accept or cancel your 
change request before it expires with no action being taken. 

 

5) Click the  button. 
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You are returned to the OPA home page. Both you and the Authorizing Official (if you are not 
the AO), will receive an automated confirmation e-mail, stating that a Change or Termination 
Request has been submitted. Additionally, the Authorizing Official will receive an email with the 
subject line “ACTION REQUIRED: Verification of online 340B Change Request.” The email will 
contain a link to the Change/Termination Request Official Acceptance page allowing the AO 
to accept or cancel the proposed changes or termination request. 

 

 Clicking the  button submits the proposed change or termination request to OPA 

for review and approval. When OPA approves the change or termination request, an 
approval confirmation email is sent to the Authorizing Official. Copies are sent to the 
Primary Contact and the requester if they are not the same as the AO. 

 Clicking the  button rejects the proposed change or termination request without 

submitting it to OPA for review and approval. 

Note:  If OPA rejects a proposed change or termination request, a rejection email is sent to the 
Authorizing Official. Copies are sent to the Primary Contact and the requester if they are 
not the same as the AO. 

(Back to the Getting Started Guide for Public Users.) 

Other Covered Entities User Guides 

Searching, Viewing, and Exporting Covered Entity Data 

Registering a Covered Entity / Outpatient Facility 

Reviewing the Covered Entities Daily Report 

Recertifying/Decertifying a Covered Entity 

 

https://opanet.hrsa.gov/opa/Manuals/Public/1GettingStartedGuide.pdf
https://opanet.hrsa.gov/opa/Manuals/Public/CE1SearchViewExport.pdf
https://opanet.hrsa.gov/opa/Manuals/Public/CE7RegisterCE.pdf
https://opanet.hrsa.gov/opa/Manuals/Public/Reports.pdf
https://opanet.hrsa.gov/opa/Manuals/Public/CERecertify.pdf
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