
Quick Reference Guide

How to Change from Using a Social Security Number 
to an Employer Identification Number

TRANSPARENCY IN COVERAGE



Introduction 
This Quick Reference Guide provides a checklist of steps to change from using 
a Social Security Number (SSN) to an Employer Identification Number (EIN) — 
also called a Tax Identification Number (TIN).

Here’s a checklist of steps to follow with details about each step on the 
following pages: 

 › Request EIN from irs.gov.

 › Complete Employer ID/Provider 
Tax ID Number Change Request 
form and include a copy of your 
IRS confirmation forms (147C, SS4 
or CP575G).

 › Update CAQH® Solutions ProView® 
and provide EIN/TIN. 

 › Update Change HealthCare 
with EIN/TIN.

 › Complete registration for a new 
Organization on Availity®.

Note: You’ll need access to the 
current claims and payment 
information under the SSN in the 
original Availity Organization and 
then you’ll need to create a new 
Organization tied to your existing 
Availity User ID for your new 
EIN/TIN.

Transparency in Coverage Rule (TCR) 
The Transparency in Coverage rule changes include: 

Machine Readable Files

We’re required to make two machine readable files available to the public detailing:

 › In-network rates

 › Out-of-network allowed amounts



Step 1: Obtain EIN from the Internal Revenue Service (IRS) website:

https://www.irs.gov/businesses/small-businesses-self-employed/
apply-for-an-employer-identification-number-ein-online
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Step 2: Enter all information on the 
Provider Tax ID/Employer identification 
Number Change Request form.

Email completed form and a copy of the 
147-C IRS confirmation letter for you new 
EIN to PNS_GM@BCBST.com.

Employer ID/Provider Tax ID Number Change Request
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Please complete this form if you wish to change your practice’s provider ID from an SSN to an EIN/TIN. 

Once complete, you’ll need to email this form to PNS_GM@BCBST.com along with your 147-C 

IRS confirmation letter. Your information will be updated in our systems within 30 business days. 

You’ll also need to refer to this guide to make sure your information is updated with CAQH, Change 

Healthcare and Availity®.

* Please note: If this change is related to changing ownership or control of your practice, not just your provider ID, you’ll instead 

need to complete and submit our “Facility, Ancillary Provider and Professional Group Change of Ownership Notification 

Form.” You can find that form and directions in the Forms & Documents section at provider.bcbst.com.

Provider Information

Legal Business Name: ____________________________________________________________________________

“Doing Business As” Name: _______________________________________________________________________

National Provider Identifier (NPI): __________________________________________________________________

SSN Previously Associated With Your Practice: _____________________________________________________  

New TIN/EIN: _____________________________________________________________________________________

   I’ve attached my 147-C IRS confirmation letter.

Due to recent Transparency in Coverage Act requirements, some providers have asked for 

an easy way to change their provider identification number from a Social Security Number 

(SSN) to an Employer Identification Number (EIN) – also known as a Federal Tax ID Number 

(TIN). This short form can be used in place of the Change of Ownership (CHOW) form for 

simple SSN to EIN changes.*
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Step 3: Update new EIN/TIN on CAQH ProView.

https://proview.caqh.org/Login/Index?ReturnUrl=/
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Step 4: Update Change HealthCare site with new EIN/TIN.

https://payerenrollservices.com/
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Step 5: Register for a new Organization in Availity.

https://apps.availity.com/web/onboarding/portal-entry/#/create-account

Note: The purpose of registering for a new Organization using the newly assigned EIN/TIN 
rather than changing your current Availity Organization from the SSN to the EIN/TIN is to 
see the claims and payment information managed under the SSN, as well as future claims 
and payments that will be listed under the EIN/TIN.

 › Click Register in Availity.

 › Select Providers as the Organization Type.
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Step 6: Complete the registration process by entering the requested information of 
each screen. Example screens will be listed through page 8.
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eBusiness Contact Information
Hours: Monday – Thursday, 8:00 a m – 6:00 p m 
   Friday, 9:00 a m – 6:00 p m

Phone: (423) 535-5717, opt. 2

Chat: Chat with Payer on the BlueCross Payer Space

East Tennessee 
Marketing Consultant

Faith Daniel

(423) 535-6796  
Faith_Daniel@bcbst.com

Middle Tennessee 
Marketing Consultant

Faye Mangold

(423) 535-2750 
Faye_Mangold@bcbst.com

West Tennessee 
Marketing Consultant

Vivian Williams

(901) 544-2622 
Vivian_Williams@bcbst.com


