HCA Credentialing Online
Providers - Completing and Attesting the RFC or R-RFC

Providers with Delegates

If providers signed an authorization form requesting a Delegate to complete the RFC or R-RFC packet
and have received an email stating the packet is ready for review, the following steps must be

completed prior to submitting the packet:
1. Review and attest to the RFC or R-RFC.

2. Attest to the forms in the Online Forms section of the Form Documents.

3. Submit the RFC or R-RFC packet.

The below instructions provide the details for completing each of these steps.

WHAT YOU SEE

WHAT TO DO

Provider Home Page

Welcome Rose Tyler
10/14/2009

HCA | credentialing online

Home

Request for Consideration
My RFC

My Delegate Instructions | RFC Form & Attestatmn! Online Forms &Attestat\uns! Supporting Dacuments! Sdbmit Packet!

Welcome to HCA Credentialing Online
To complete your RFC packet please click on each tab with a ! and follow the instructions on each tab,
If a o/ s present on a tab that means the information on that tab is complete and no action s required.

Note: The Submit Packet tab must be the last tab completed. The completion of this tab will not be allowed until all other tabs
have 3 /.

If you have any questions please contact your facility MSO or Credentialing Processing Center (CPC).

Review and Attest the RFC or R-RFC
1. Click RFC Form & Attestation Tab to
review or Edit RFC to complete the RFC
or R-RFC
Click Edit/View RFC

Note: Providers without Delegates will see Edit
REC.

Request for Consideration
[dentifying Informaiion and Personal Address

ldentifying Information
Office Infarmation

Licenses
Identifying Information
Professional Liahility

Inzurance Last Name * Doctar
i * Irna
Education and Training First hame
Middle Name
Specialty and Board
Specialty and Board Suffis

Certification

Professional Designation D
Affiliations, Military Service (i.e. MD, DO, DPM, CRMAY
and YWork History *

Do you use any other name(s)? Mo

Faculty

e e, (l.e., maiden name, married name, nickname)
Fositiohs/Memberships, and

The RFC or R-RFC displays. If an assigned
Delegate has completed the RFC, review and
then attest to the information by selecting
Authorization, Attestation and Release from
the left navigation menu.
> Verify or complete the information on
the each page of the form.

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

0 Provider will complete all additional
information required on 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 full packet has been submitted to the CPC
for processing.
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HCA Credentialing Online
Providers - Completing and Attesting the RFC or R-RFC

WHAT YOU SEE

WHAT TO DO

RN TS R N R PR T T ED S

Personal Address

Street address & Apt/Suite *

address Line 2 ' [

Gt |Columbia

State *

Zipcode * {38401

Home Telephone * ’Wm

Iz this your preferred mailing address? * O ves @ No
Preferred Contact Method *

Cell Mumber

Pager/Beeper Mumber

E-Mail Address
Answering Service

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

Dther Contact Mef

Dithier Contact Infg

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

|Language 1 Language 2| Language 3 Language 4 |

Office 1 - Additional Infermation

Do you have additional office local SRS

This page contains missing or invalid data.

[ Show Errars ][ Continue |

: <« Back I[ Mext =5 ] [Close I

[456 My Address Ave |

2. 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.
3. Click Yes.
> System saves and validates all data
on the page. If error occurs, user will
be prompted with a Validation Error
message.

> Click continue

» If No...The system discards any
changes and validation is not
completed.

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

To exit the form and finish completion at a
later time:

> Click Close.

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

HCA Credentialing Processing Center
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HCA Credentialing Online
Providers - Completing and Attesting the RFC or R-RFC

WHAT YOU SEE

WHAT TO DO

Suthorization, Attestation,
aiil Release
I.

—— =l

By clicking I agree, I acknowledge I have read and agree to all the provisions

1 agree
above: *

Enter the |ast 4 digits of your SSM or NPI: *

Welcome Mya Delegate

HCA | credentialing onlLine 04/20/2009

Logged in as msotrain@gmail.com
| Ientifying Information

Office Information
Validation Errors.

[ Licenses

Request for Consideration
Office Infe tion

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

Allfields marked with an asterisk (*) must be completed.

Office Information

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

Aflstions, biltary Senica, || Office 1-Address

and Wark History

Address (Street &

| Practice Name Sty State  Zipeode

Address Line 2 | City.
Faculty
PasitionsMemberships, and
Beer References

ster quaity G |[oe2 starstruck ave |[suite 900 | zshvile =

Sponsors, Call Coverage and
Batinerships

Office 1-Phone Numbers

Back Office Telephone

[(615) 222-4563]
(will not be published) -

| Distlosure Qu |

Emergency Number

[ p——

5. Attest to the form by completing the
Authorization, Attestation and Release
section of the form:

« Click the, I agree box.
« Enter the last four digits of Social
Security Number or NPI number.

6. Click Complete RFC when the last page

of the form is complete.

Note: A “Required Information is missing”
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 the
correction.

Reopen R-RFC?

Dpening this form in edit mode will require users to;

+ Select the "Complete” button at the bottom of the

24F on both the Application and any Addendum(s) to
finalize the form.

+ Re-attest to the Application and Addendumis).

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?

Re-Open RFC/R-RFC?

If the form is re-opened in edit mode after
receiving the green completed check, the users
are required to re-attest to the form changes

HCA Credentialing Processing Center v2001103




HCA Credentialing Online
Providers - Completing and Attesting the RFC or R-RFC

WHAT YOU SEE

WHAT TO DO

Welcome Rose Tyler

HCA | credentialing online 10/13/2009

Loaged in a¢ rose@doctor.com | Change Passiord | Loaout

Hame
Request for Consideration
My RFC
My Delegate Instructions | RFC Form & Attestat\un! Online Forms & Anesta[inns! Supparting Dacuments! Submit Packet!

Online Forms - Must be completed prior to submission

Click an the link to complete and attest each one online

Document Action

Communicable Disease Screening and Immunization Record | Complete Oriine Form )
My Test Webform Comple om|[)
Practtioner Background Investigation Authorization Complete Online Form [ ‘

Provider Confidentiality and Security Agreement

Complete Oriine Form [

Complete Online Form Documents

**These forms must be completed before the
RFC or R-RFC is submitted to the CPC.

Attest to the Online Forms
Once the RFC or R-RFC has been reviewed and
attested to:

7. Locate the Online Form & Attestations
tab.

8. Click the first document with a Complete
Online Form link in the Action column.

9. Complete the document online, including
the attestation section at the bottom of the
form.

10. Complete other forms with the Complete
Online Form designation before
continuing to the RFC or R-RFC.

Notes: If the Delegate has already completed the
form, Provider will only need to review it, make
any changes necessary and complete the
attestation at the bottom of the form.

Online Forms

Welcome Rose Tyler

HCA | eredenfialing onLine 10/13/2009

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

Home
Request for Consideration
My RFC
CPC Comments:
My Delgate

CPC mssage to provider would be displayed here

Instructions | RFC Fom & Attestatione/” | Online Forms & Attestationse/? | Supportng Dacumentsy/ | Subit Packet |

v

Online Forms - Must be completed prior to submission

After the online forms have been completed, a
Reopen link takes the place of the Complete
Online Form link. This allows forms to be
corrected, if necessary.

Note: Green Check indicates that all required

Click on the link to conplete and attest each ane prine . .
manen = anpite fields have been properly updated with the
DCcmmumtaHe Disease Screening and Immunization Record | Reopen| 4 \, . .
DCcmmumta\:\e Disease Screening and Immunizatior Record iE_DmD ‘/ necessary lnformatlon'
D_M» Test Webform MD \/

Bractiore Earkqrond Investaion Ashorestin | | Resperll) o/

teoper ]| of
4
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HCA Credentialing Online
Providers - Completing and Attesting the RFC or R-RFC

WHAT YOU SEE

WHAT TO DO

Reviewing Documents

R S Welzome Rose Tyler
HCA | credsntialing onling 10/13/2000

Logged inas rose@doctor.com | Changs Pessuord | Losout

Home
Request for Consideration
My RFC
CPC Comments:
Wy Delecate CPC message to provider would be dispayec here

Inszructors | RECForm & Attestatum/ Cnling Forms & AttestatmnsJ Supporting Dncumems./ SLbmit P;cket!

v

Complete

Form Documents
Cacuments not submitted online wil increase processirg time

Signed Forms
These forms require a physical signature. “hese forms can be dewnloaded, printed and sgrec prior to being uploaded (uploacing
attaches documents to the packet)

Document Action Submission Method
Sackgrounc Investigaton Authorzation Form Dounload(§ | uload g [Fax_ ¥ 77-405.5604 o
Delete [ Uoadec v
CHEAtestaion HCO Donnload[§}| uplad gy [Fax_¥]e7r-ansissns | off
Code of Conduct Cover Letter - JLNE 15 200€ pounload( | eloadl g [Fax_ ] 774056604 o
Commuricebl Dsease Szreening and Imrurizatcn Record ool uoloas[f [Fax 9] erranssens | o
Employer-ponscr satemen: HCO ounlcad( | Usload f [Fax_ W] 77-405-6604 o/

il uloac[§ [Ohe v

Hendersonile Envinment of Zre Acknonledgemert Sgrature Form HCO | Dounload ) ualoadlfy [Fax 9] e7r-ansssns | of

Hendersonille Enviromert of Care Education Anowledgement Statement | D

Hendersanvile Qualty Form Conload( | eloadlgh [Fax ] 774056604 o
Hendersanuile RFC Checklie10.3.08 ourload(B | load § [Fax_ ] 77-405-6604 | o
[ tendersonyle Refle Testing Form Delte[§ Uplatec v
Hendersonvile Sequerce of Zal ourload(B | load § [Fax_ ] 77-405-6604 | o
Hendersonuile Sequence of Cal HCO ourlosd[§} | uload | [Fax ] o77-s15:560¢ | o
Hendersonille Staff Category checkistHCO Counload§ | loadgh [Fax_ ] 77-405.6604 o
Hendersanvile Staf category crecklist ool uotoadlf [Fax 9] erranssans o

1w pourload(B | eload [ [Fax_ W] 774056604 |
S o cociaB o P e 4

The Supporting Documents tab contains
additional documents required for the
verification process. If a Delegate was assigned,
the Delegate should have completed the task of
uploading necessary supporting
documentation. If this is the case, documents
can be reviewed for accuracy.

11. Click the title of the document to review.

The submission method field indicates how
the document will be submitted to the CPC
for processing.

Note: If a Delegate was NOT assigned, the
Provider will need to complete additional
documents as applicable.

Click here for instructions how or locate the
“How to Download and Upload Supporting
Documents” on page 6.

Submitting Packet

Welcome Rose Tyler

HCA | credentialing 01ling 10/13/2009
o Logaed ir s rose@doctor.com | Change Fsssuod | Loaout
Request for Consideration
My RFC
CPC Comments:
My Delegate CPC message to previder would be dsplayed hera

Instructions | R“C Form & Attestationa/# | Online Forms & Attestationse/ | Supporting Documentse/* | submit Packet

Submit Packet

Click the buttor balcw to submit your REC fer processnc.

Sukmit Packet

Once you press the "Submit Packet" button below you will no longer have the ability to access this information

Submit the Packet
Once the RFC or R-RFC is complete, the home
page displays.

12. Click Submit Packet.
> A message will display stating
access to the information will not be
available for editing or making
changes.

HCA Credentialing Processing Center v2001103




HCA Credentialing Online
Providers - Completing and Attesting the RFC or R-RFC

WHAT YOU SEE

WHAT TO DO

Submission Message/Print Form

Welcome Rose Tyler

HCA | credentialing 07Ling 10/13/2009

Home Logged ir as rose@doctor.com | Change Passaod | Logout

Request for Consideration
MyREC

CPC Comments:

My DERGRtE o message to provider wold be daplayed fere

Instructions R:CForm&Attestauon\f Onine Forms&Atte;tatmns‘/ Supporting Documents\f SuhmitPacket!

Submit Packet

Clice the buttor balcw to submit your R*C fer processnc,

Once you press the "Submit Packet" button below you will no longer have the ability to access this information

A submission confirmation message appears
after the packet has been submitted stating
“Your form has been submitted for processing.
You will be notified via email when processing
is complete.”

13. The option to print or save the RFC/R-
RFC packet for record retention becomes
available.

14. Click on the link located under the
submitted message to print a copy.

At this point the Provider can log out of the
system.

Note: Itis very critical to submit the DOP
(Delineation of Privileges) attachment to the
CPC. The receipt of the DOP is required to begin
the verification process.

HCA Credentialing Processing Center v2001103




HCA Credentialing Online
Providers - Completing and Attesting the RFC or R-RFC

How to Download and Upload Supporting Documents

Welcome Rose Tyler
10/13/2009

HCA | credentialing online

o Logged e@doct
Request for Consideration
My RFC
CPC Comments:
My Delegzte

©C message to provider would be disaleyed neve

Instructicns | RFC Form & atzestaticne/” | Online Forms & Attestationse/* | Supporting Documentsq/? | Submit Facket

Complete

Form Documents
Decuments no: submizted oniine willincrease precessng time

Signed Forms
Trese ‘oms require a physical signature. These foms can be counloaded, printzd and siched ariar to being uploaded (uplozding
attaches documents to the packet)
Document Action
2onoad( |usloas | [Far_ e77-s05-650¢ | o

Dslece [ Uploaded v
2osnoad (B | usload (g [Fan
2oancai( | ueload [ [Fax
2oancai(§ | ueioas [§|[Fax
2oamoa (B | ueioad (g [Far
3 | usioas (g [ Ohe
(¥ el [Far
(B ueioaa[§|[Fax
Somnoaif | Udoa B [Fax

Submission Method

Background Investgetion Authorzation Farm

[ createstation

CHEAttzstation 4C0

Cade o° Conduct Cover Letter - {UNE 15 2008

Cammunicable Disease Screening end Immunization Record

Empoyer-Sponsor statement 4C0

Hendersonvile Enviroment of Care Educetion Acknowledgemznt Statement

le RFC Chesilit10.3.03

)] 877-405-650¢ | o

D endersonvile Reflex Testing Form Deles [} plosced v
ende e o Call Dosnoai} | Udoad [ [ Fax
Hende: uence o Call HCO B | usioaa [ [Far
Hendersonvile Steff Category checklist HCC 2ommoai | usload | [Fax

Hendersonvil e Staff categery checklist

2oanoat (| ulead [ Fax

Loas 2oncai( | Ueloag [} [ Fax
P Ty P NPT

After completing the online forms, a provider
must attach supporting documents for the RFC
or R-RFC if a delegate was not assigned. The
documents include the following Action
options:

Download/Upload Document — These forms
should be downloaded, reviewed, printed and
completed according to instructions on the
forms. If the Action column includes an Upload
link, then the completed form can be scanned
into the system and uploaded.

a. Click the Download Document link to
download the forms.
Save forms to the desktop.
Print forms requiring signatures.
Sign the forms requiring signatures.
Scan signed forms into the local
computer.

o oo o

Upload Document - Signed formes, licenses,

e Z:::g ——m photos and other supporting documentation can
Case / ctviy Ui wead | be uploaded from a location on the computer as
sertfestons (e, A, P wetld|| attachments to the RFC or R-RFC.
a. Select the Upload link next to the name of
= an item that needs to be uploaded to the
Upload Document Eq
HCO.
D £ Type: . . .
pﬁc.,ﬂngerr;phwe b. Browse to find the location of the file on
_Select file to upload: the ComPUter'
.00 | I c. Click Upload Document
. d. Select the submission method for each
form that has not been uploaded.
Note: Individuals without access to a scanner
may fax the paper forms to the CPC. When
selecting the submission method, the local CPC
fax number will display.
7
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HCA Credentialing Online ? -
Providers - Completing and Attesting the RFC or R-RFC I&

How to Download and Upload Supporting Documents

When a form has been uploaded, it will be
Decument Adion submission Hethod confirmed by a green check mark and a Delete

Backround vt Aforzsion orm :;.:-!w[i_“"'ﬁﬂé- - S_T_bﬁw'j link replaces the Upload link in some cases. The
Delete [4¢ | Unloaded . . . . .
Dl v Upload link will remain available if more than
Douniozg 4y | \nloag\gy || Fax ¥ 877-405-6604

one of that type of document can be included.
a. Click the Delete link to remove the
uploaded document and upload another
document in its place.

Note: Once a form has been completed or
uploaded, the row changes to a darker color.

Note: To prevent correspondence your CPC may send from being filtered into a Junk mailbox,
add your CPC mailbox address to your Contact List. NCPCHCOinbox@hcahealthcare.com.

HCA Credentialing Processing Center v2001103



