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JOB AID 
How to Disassociate from an Office Administrator 

OVERVIEW 

This Job Aid provides instructions on how to “disassociate” from an Office Administrator (OA) 
with whom a provider is no longer affiliated. 

LOGGING IN 

Using a supported browser, navigate to www.nctracks.nc.gov. The public NCTracks home page 
displays before you are logged in to the system. To log in to the secure NCTracks portal, 
complete the following steps. 

 
 

Step Action 

1 Select Providers.  
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http://www.nctracks.nc.gov/
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Step Action 

2 Select the NCTracks Secure Portal button. 
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Step Action 

3 Select the NCTracks Secure Portal button. 
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Step Action 

4 Enter your NCID username and select the Next button.  

Note: In order to log in to the secure Provider Portal of NCTracks, all users must have an 
NCID. If you do not have an NCID, you can select the Register now link displayed on the 
login page, which will navigate you to the NCID home page. 
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Step Action 

5 Enter the Password associated with the NCID. 

6 Select the Sign On button. 

 
Note: The provider should log in with his/her NCID and password. In order to log in to the 
secure Provider Portal of NCTracks, all users must have an NCID. If you do not have an NCID, 
you can select the Register now link displayed on the login page, which will navigate you to the 
NCID home page. 

If a user is required to use Multi-Factor Authentication (MFA), the State NCID system will 
prompt with preselected MFA preference. Upon successful verification of MFA, the user will be 
navigated back to the desired secure Portal page. 

Passwords are case sensitive. After three unsuccessful attempts, the user will be locked out; 
however, NCTracks will provide a contact number that the user can call for access assistance. 
MFA is required. Once the user has entered the User ID and password, the second level 
authentication will be sent via the user’s preferred method (Phone or Mobile App). For more 
information on the MFA registration process, please refer to the NCID Citizen Identity Project 
at the following site: https://it.nc.gov/support/ncid/ncid-citizen-identity-project#Tab-Training-4404 
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https://it.nc.gov/support/ncid/ncid-citizen-identity-project#Tab-Training-4404


 

 

 

Job Aid ‒ PRV552 Page 6 of 7 

JA_PRV552_Office Admin_Disassociation_W1.1.1 

 

North Carolina Medicaid Management February 02, 2026 
Information System (NCMMIS) 

ACCOUNT MANAGEMENT 

From the My Account section of the Provider Portal home page, a provider can “disassociate” 
from an OA with whom they are no longer affiliated. 

 

 

The My Account Management page provides information about all the OAs with whom the 
provider is affiliated. If an OA with whom the provider is no longer affiliated is listed on this page, 
select the checkbox next to the OA name. 

After selecting all the OAs with whom the provider is no longer affiliated, select Remove 
Selected Accounts to remove the provider’s access. Repeat this process for all pages. 

Note: If you are an OA for an account, you cannot remove your access from this page. This can 
only be done after a new OA submits the Change Office Administrator application and becomes 
the OA for the NPI. Once this has been completed, you can remove your access from the new 
OA. 
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Step Action 

1 Select the checkbox next to the name of OA from whom the provider wants to disassociate. 

2 Select Remove Selected Accounts to complete the removal from the provider record. 
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