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WHAT YOU SEE WHAT TO DO 

 
  

 

A Provider submitting a Request for 

Consideration (RFC) or Re-Credentialing 

Request for Consideration (R-RFC) to an HCA 

facility has the option of setting up a Delegate 

responsible for filling out the form on his or 

her behalf. 

 

To complete this request, the Provider must 

submit a signed delegate authorization form 

(provided by facility MSO) containing 

Provider’s name and email address as well as 

the Delegate’s name, phone number and email 

address.  

 

The Delegate will receive a link via email to 

HCA Credentialing Online (HCO). 

 

1. Click the link. 
 

 

 
 

The User Verification screen displays. 

Enter the Provider’s information. 

 

2. Enter Social Security Number 

3. Enter Date of Birth 

4. Enter Email Address 
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5. Create a permanent password.  

• Minimum of 7 characters. 

• Case sensitive 

• Must include numbers and 

letters. 

• Must include one upper and one 

lower case letter 

6. Re-enter password. 

7. Click Submit. 

 

 
 

8. Log in using the email address to 

which the HCO link was sent as 

username and the newly created 

password. 
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If Delegate has previously registered and has 

forgotten their password 

 

Click Restore Password under Forgot 

Password? Section. 

 

If your account has been inactive for more 

than 90 days, Account Registration is 

required. This will occur when the Delegate 

has not had a provider in process for 90 days.  

You will need to go through the registering 

for the first time process again. 

 

Note: If the Delegate was previously assigned 

by a Provider, then the Delegate will log on 

with his or her previously created password 

in HCO.  

 

 

 

Important Notes 

• The Delegate will not have access to the 

RFC or R-RFC packet after it has been 

completed in HCO. 

• The Provider can remove the Delegate’s 

access to his or her forms at any time. 

• The Delegate’s access to the system will 

expire after 90 days of not having any 

active Providers in process in HCO. 

 

Note: Each Tab will be identified by an 

exclamation point until it is complete.  A 

green check mark will appear when the 

information is complete on each tab. 

 

 


