HCA Credentialing Online

Delegates - Completing the RFC or R-RFC A

v =

**x* Attention, this is not the same process as CAQH. All Requests for Consideration are submitted online by
the Delegate and Provider and not printed and mailed back to the CPC ***

WHAT YOU SEE WHAT TO DO

Delegate completes the RFC/ R-RFC After a delegate successfully logs into the

system, the delegate home page appears
with a list of Providers who have assigned

Provider Forms

ZQE ;DI!;::;Tgepqrs:iefrsrh;;:saee\?agtlt:dd;};:!r form entry to you. Click the provider name to their form entry tO the delegate. TO Complete
Provider Status Last Updated the PI‘OViderS RFC/R'RFC paCketSZ

D Dactar, Ima | Pending Provider Submission | 02/16/2009 03:49:48 PM

* Select a Provider by clicking the
Provider name.

The Provider’s My RFC page displays.

o ialing anline Welcome Rose Tyler
HCA | credentialing online 1073472000

This view includes instructions for
completing the Request for Consideration

Logged in a: rose@doctor.com | Change Fazzword | Logout
Hame - ‘ ‘

Request for Consideration
My RFC

My Delegate Instructions | RFC Form & Attestatmn! Online Forms &Attestatmﬂs! Supporting Du(uments! Submit Pa(ket! (RFC) or ReappO]'ntment RequeSt for
Welcme 01 rdentinng O Consideration (R-RFC) packet as applicable.
To complete your RFC packet please click on each tab with a ! and follow the instructions on each tab,
If a o/ is present on & tab that means the information on that tab is complete and no action is required.
Note: The Submit Packet tab must be the last tab completed. The completion of this tab wil not be allowed unti all other tabs EaCh Tab Wlll be ldentlfled by an eXCla| | |atlon
havea o/,
i S T 0 s i o oty point until it is Complete, A green check

mark will appear when the information is
complete on each tab.

All tabs must be complete prior to
Submission of the packet.

RFC = Initial Request for Consideration

R-RFC = Reappointment Request for Consideration
CPC = Credentialing Processing Center

HCO = HCA Credentialing Online

Note: It is critical to submit the DOP
(Delineation of Privileges) attachment on the
Supporting Documents tab to the CPC. The
receipt of the DOP form is required before
the verification process begins.
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HCA Credentialing Online

Delegates - Completing the RFC or R-RFC

WHAT YOU SEE

WHAT TO DO

HCA | credentialing online

Home

Request for Consideration

My RFC

My Delegate

| Request for Consideration Form

@ [\ Click the fink at left to ecit or view your RFC form.
= | Please complete all sections of the form. Click on the Edit RFC link where you can access each section by
=3 | selecting any section on the left navigation tabs. Once you have completed al required fields of each section you
]

will be ready to attest to the form. You wil select the Authorization, Attestation and Release tab and camplete
the required fields and click on the complete button tab to complete the form.

Edit RFC

Instructions | RFC Form & Attestation ] | Online Forms & Attestations [ | Supporting Documents / | Submit Packet [

Once you have successfully completed the form the tab at the top of the page wil reflect a +

Welcome Rose Tyler
10/14/2009

Logged in as rose@doctor.com | Change Fassword | Logout

e Select the RFC Form & Attestation
Tab.

* Select the Edit RFC link to complete
the RFC/R-RFC form.

Identifying Information
Office [nformation
Licenses

Professional Liability
Insurance

Education and Training

Specialty and Board
Certification

Affiliations, Military Service
and Work History

Eaculty
Positions/emberships, and

Request for Consideration
[dertifding Information and Personal Address

Identifying Information

Last Mame * Doctor
First Mame * Ima
Middle Name

Suffix

Professional Daesignation WD
(i.e. MD, DO, DPM, CRMA)

"

Do you use any other name(s)? Mo

(i.e., maiden name, married name, nickname)

The initial page of the RFC or R-RFC
displays.
* Verify or complete the information on
the form.

0 Information previously entered in
the Credentialing database will
pre-populate the form.

0 The title of the current page is
highlighted on the left-hand
navigation bar.

Note: The RFC or R-RFC can be printed entirely

once the entire packet has been submitted to the
CPC for processing.

The RFC or R-RFC can also be saved as an
HTML file through the Print/Save
functionality.

©HCA Credentialing Processing Centers

v20110330




HCA Credentialing Online

Delegates - Completing the RFC or R-RFC

WHAT YOU SEE

WHAT TO DO

RN IS S RN PN TR AT ED A 1Y

Personal Address

Street address & Apt/Suite * |456 My Address Ave |

Address Line 2

Gt |Columbia

State *

Zipcode * {38401

Home Telephone * (931) 444-7777|
Iz this your preferred mailing address? * O ves @ No
Preferred Contact Method *

Cell MNumber :(:):::_
Pager/Beeper Mumber :(:) _—_'

E-tail Addreszs

Answering Servic

Would you like to save changes
made to the current page?

Dther Contact Mef

Dithier Contact Infg

Office 1 - Languages
Specify non-English languages spoken by office personnel:

Language 1| Language 2 Language 3 Languag

Office 1 - Additional Infermation

Do you have additional office local

This page contains missing or invalid data.

[ Show Errars ][ Continue |

<« Back I[ Mext =5 ] [Close I

* Click Next at the bottom of the page
when the current page of the form is
completed.

If data has been entered or changed, the
system asks if you would like to save
changes.
* Click Yes.
> System saves and validates all
data on the page. If error occurs,
user will be prompted with
Validation Error message.

» Click Show Errors to view page
errors.

> Click Continue

* Repeat these steps until all sections
of the RFC or R-RFC are verified to
be accurate and complete.

To exit the form and complete at a later
time:
» Click Close.

Option to save becomes

available.
Note: Subsequent pages of the form
include a back navigation button at the end
of the page.

HCA

| ertitying Inforriation

welcame Mya Delegate

credentialing online 04/20/2009

Logged in as msotrain@gmail.com

Request for Consideration

Office information

Form is invalid. Please review the indicated fields below,
ille Medical Center

‘ Professional Liabilty
Insut

| Education snd Tiaining

y and Board

Affliations. Miitary Senvice,

All fields marked with an asterisk {*) must be completed.

Office Information

|| List all office addresses. Use the checkboxes at the end of each section to add offices as necessary,

Office 1- Address

A “Required Fields are not Complete”
message will appear if information is
missing or in the incorrect format. The
system indicates the page with errors on
the left navigation menu.

Click on the form with error noted to make

At Address (Stieet & 1
= = ;VPlav:liceName Suit) Address Line 2 ,C“y Vsme VZipco(Ie the CO]_‘]_‘eCtlonS.
Postions/Mernberships and star quality Gp | 298 starstruck Ave | Buite 900 | [mashvills T 5 (37203
Peer References LS —— =
Jig;‘"w;,}ia” Coverage and Office 1- Phone Numbers
Back Office Telephone [(615) 222-4563]
‘ Dist | | (wit not be published) - -
[szam testat Emergency Nurmber [
©HCA Credentialing Processing Centers v20110330




HCA Credentialing Online

Delegates - Completing the RFC or R-RFC

WHAT YOU SEE WHAT TO DO
Reopen R-RFC? — Re-Open RFC/R-RFC?

_ _ o _ _ If forms are re-opened in edit mode after
Cpening this form in edit mode will require users to: L.
receiving the green completed check, the
& Select the "Complete"” button at the bottom of the

users are required to re-attest to the forms
&8F an both the Application and any Addendum(s) to

finalize the form. Changes
+ Re-attest to the application and Addendurnis).

VWhen opened in edit mode these actions are required with
or without changes to the form,

Are you sure you want to edit this form?

¢ Complete documents that are

; Welcome Rose Tyler
HCA | credentialing enLine X

S applicable for the form in the Online

fome Logged in as rose@dactor.com | Chanae Password | Logout Forms & Attestation Tab .

Request for Consideration
My RFC
MY DE‘EQE(E ]ﬂSt?’UCt\DﬂSl RFC Form & Attestat\un!l Online Forms &AﬂeElﬂliunE! L SUPDD?’UI’Vg DBCLU’HEHES!‘ Submit Pa:ket!‘

i Sl Note: A G Check k will

Online Forms - Must be completed prior to submission ote: reen eCK mark wi appear

Click on the link to complete and attest to each online form that does not have a «/. .

seen | upon completion of each form.

Communicable Disease Screening and Record | Complete Online Form [ |

My Test Webform | complete Gnline Form [ |

Practitioner Background | complete online Form [

Provider Canfidentialty and Security Agresment | Complete online Form [ |
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HCA Credentialing Online

Delegates - Completing the RFC or R-RFC

WHAT YOU SEE WHAT TO DO

* Supporting Documents Tab

Welcome Mya Delegate
11/12/2008

B gronsBoushicem sl o Download/Upload Document — These
PRI oK e e forms should be downloaded, reviewed,
L G e B L Kl printed and completed according to
Egm:::‘th“ el il e pracesdingtne \/ instructions on the forms. If the Action
o 9 Tt 5 ot TR SR, & 4 w2 et o ) 91 1t 1 column includes an Upload link, then the

These farms require a Provider signatur. Please download, print, sign (must be  Pravider's signaturs) and upload, Complete
been completed and/or a submission method entered

T completed form can be scanned into the

[ eharmasy Siqnature Form (Action Required Delsts (3| Uploaed v

Prattitioner Acknawled| (Action Reuired) 3annlnadﬁg@%jm 877-405-6604 ./ SyStem and uploaded-
privilsge Form - Py ediine (Acton Reauied) Dounioad B Uoload [ | [Fa ] a77-405-s6e| o/ | a. CliCk the Download Document link

HCA | credentialing online

[")Rec Attachment - Boqus templats form Delete [3 | Uploaded o
Pl o o o el [ i 7| to download the forms.

Supplementary Documents

Attach each item in this section by clicking the Upload link next to the document/item name and attaching the file b. Save fOI'mS tO the deSktOp.
fram your computer, If you must fax in please indicate that as your method of submission. A +* will be present on
all attachments that have been completed and/or a submission method entered.

R e c. Print forms requiring signatures.
EE T el [P o o/ d. Ask the Provider to sign forms

Certifications (.., ACLS, PALS) umnada Fax | 877-405-6604 Q/

Capy of Current Pofessional Lisbily Face Sheet | uplosdl[g [Other 7] v requlrlng Slgnatures-
o o ot s sl Foc X o150 o/ e. Scan signed forms into the local

Capy of Miitary Discharge Form - DD214 unlosd[f}|[Fax 7] 77.405-6604|
Copy of urified Protein Derivative (PPD) Test Resuls | unloadl[f} [NJA ~ v Computer-

Copy of Visa (s applicable) @Lad@ m 877-405-6604 w/ f
Curiaur Vitse uaload ) [Otter 7] v L.
E— R oy alternate Submission Method for

Reference Documents 1
These forms are for reference only and should be downloaded and saved for the provider eaCh form that Wlll NOT be

Document Action

From drop down list, select an

uploaded.

e ot
Fndranil s e o s mg Note: If access to a scanner is not available,
R | the documents can be faxed to the CPC.
e —— e} This will also add processing time to the
request. The fax number will display when

fax is selected as submission method.

©HCA Credentialing Processing Centers v20110330



HCA Credentialing Online

Delegates - Completing the RFC or R-RFC

WHAT YOU SEE

WHAT TO DO

Welcome Rose Tyler

HCA | credentialing onling 10/13/2009

Logged in a5 rose@doctor.com | Chance Passiord | Logaut

* Click Submit Packet on last tab
when all previous tabs have been

= — completed. (Indicated by Check
My RFC
My Delegate g:cc rﬁens’:‘:g‘:“t?;ruvmer would be displayed hers mark)
Instructions RFC Form & Attestationa/ | Online Foms & Attestationse/ | Supporting Documentse/* | Submit Packet/
Subitpaclet Once the RFC/R-RFEC is submitted to the
Click the button below to submit your RFC for processing.
Provider, the Provider receives an email
Once you press the "Submit Packet” button below you will no longer have the ability to access this Information nOtification tO IOg in, reVieW the RFC/R-
RFC, complete and attest to the Web Forms
and then submit to the CPC for processing.
HCA | credentialing onling ez 'fnu/sgzvnlg; The PI‘OVideI' Wlll I'eCElVe il’lStructlonS on
how to complete the transaction upon
e Logged in as rose@doctor.com | Changs Password | Logout . . . .
Wy RFC Request for Consideration logglng Into the HCO appllcatlon'
Your delegate has completed the RFC packet for your attestation.
My Delegate

Instructions | RFC Form & Attestat\un! Online Forms & Attestat\uns! Supparting Ducuments./ Submit Packet!
To attest and submit the Request for Consideration (RFC) Packet

1. Attest the RFC:
o Click the Edit RFC link.
0 Click an the Authorization, Attestation and Release section to attest to the form.
2, Attest all forms included in the Online Forms part of the Document Forms section below
0 Click on each form and complete attestation section at the bottom.
3. Submit the RFC packet to the CPC by clicking the Submit button next to the form documents heading.

Each tab will be highlighted with Red
exclamation marks until Provider
completes each section.
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HCA Credentialing Online

Delegates - Completing the RFC or R-RFC

p

!f’",»i
i
degl——

WHAT YOU SEE WHAT TO DO
11. Log out of HCO.

HCA |credenfialing onling Welcome ?gslea%lggr
Home Logged in as rose@doctor.com | Changz Password | Logout

et o o *If your Provider does not check email
My REC quest for Consideration )

Your delegate has completed the RFC packet for your attestation. regularly’ please lnfOI'm them that the
My Delegate

Instructions | RFC Form&Attestat\on! Onlne Forms&Attestat\ons! Supporting Documents./ Suhthacket! RFC/R-RFC Process needs to be

To attest and submit the Request for Consideration (RFC) Packet Completed SO it can be Submitted to the

1. Attest the RFC: .
eoSCth«the Edt REC k. CPC for processing.

0 Click on the Authorization, Attestation and Release section to attest to the form,
2, Attest all forms included in the Online Farms part of the Document Forms section below
0 Click on each form and complete attestation section at the battom.
3. Submit the RFC packet to the CPC by clicking the Submit button next to the form documents heading.

Helpful Notes:

» The Delegate has the ability to print the Provider packet or copy it to an electronic file for
record retention. Once the Provider has completed and submitted the packet to the CPC
for processing, the Delegate will receive an email stating Provider has submitted packet
and it is available to print/save.

* The Delegate can log back into HCO and print or save the forms as an html file from the
read-only view.

* To prevent CPC correspondence from being filtered into a Junk mailbox, add your CPC
mailbox address to your Contact List.

- Nashville CPC email address: NCPC.HCOInbox@HCAHealthcare.com
- Houston CPC email address: HCPC.HCOInbox@HCAHealthcare.com.
- Orange Park CPC email address: OCPC.HCOInbox@HCAHealthcare.com.

* As a security feature, HCO ‘times out’ after 30 minutes of inactivity. Any work that has
been saved will display when logging back in. Any work that is not saved will need to be
re-entered.
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