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Assurance (“NCQA”"). The HEDIS measures and specifications are not clinical guidelines and do not establish a standard
of medical care. NCQA makes no representations, warranties or endorsement about the quality of any organization or
physician that uses or reports performance measures and NCQA has no liability to anyone who relies on such measures
or specifications. NCQA holds a copyright in these materials and can rescind or alter these materials at any time. These
materials may not be modified by anyone other than NCQA. Anyone desiring to use or reproduce the materials without
modification for a noncommercial purpose may do so without obtaining any approval from NCQA. All commercial uses
must be approved by NCQA and are subject to a license at the discretion of NCQA. ©2017 NCQA, all rights reserved.

National Committee for Quality Assurance
1100 13th Street NW, Third Floor
Washington, DC 20005
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The Application and Scheduling Tool

Welcome to the NCQA web-based Application and Scheduling Tool for Accreditation, Certification and Distinction
programs. Organizations applying for the programs listed below can use the NCQA Application and Scheduling Tool to

apply for their survey.

Accreditation Programs

Health Plan (HPA)

Managed Behavioral Healthcare Organization (MBHO)

Case Management (CM)

Case Management for Long-Term Services and Supports (CM-LTSS)
Disease Management (DMA)

Utilization Management/Credentialing/Provider Network (UM/CR/PN)
Wellness and Health Promotion (WHPA)

Certification Programs

Credentialing Verification Organization (CVO)
Disease Management (DMC)

Health Information Products (HIP)

Physician and Hospital Quality (PHQ)

Distinction Programs

Multicultural Healthcare (MHC)

Health Plan Long-Term Services and Supports (HP-LTSSD)

Managed Behavioral Health Organization Long-Term Services and Supports (MBHO-LTSSD)
Case Management for Long-Term Services and Supports (CM-LTSSD)

What You Need to Complete the Application

You need a computer with the following components:

Internet Explorer 9.0 or higher (256-bit cipher).
Windows 32-bit operating system.
Internet service.

Active e-mail account.

NCQA

Improving health care
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How to Access the Application

e Step 1: Go to the my.ncga.org website.

e Step 2: Enter your user name in the User Name field. Enter your password in the Password field. Click
Submit.

e Your user name is the professional e-mail address you use to conduct business with NCQA.

e If this is your first time logging on or if you don’t remember your password, click Forgot Your
Password? and follow the instructions.

e Step 3: When you have changed your password, click close this window to return to the Login screen and
log in. The Application home page will display.

Getting Started

e Step 1: After you log in, type the name of your organization in the Search field or use the up/down arrows
to scroll through the list of organizations. Click to highlight your organization.

e |f you don'’t see your organization, refer to What if | Don’t Find My Organization?

EP 1: Select an Organization

Please select the organization you wish o wark on from ihe (st Delow
Show | 10 w | entrigs Search.
NC@QA Organization D It Organization Name Applications Location

Accreditation Modules - Mot Staned

Actna Health Staging. (Mew York)

e Step 2: The applications pertaining to your organization will display in Review / Edit Your Applications
section.

STEP 2: Review / Edit Your Applications: JR TEST Account 3

Pick up where you left off by selecting an application you want to continue

Case Management Certification in UM and CR
2017 2017
Id: 304312C-18~DC-CM-01 1d: 3043120-18~DC-UMCR-01
Status: Not Started Status: Not Started
Survey Start Date: 4/3/2018 Survey Start Date: 4/3/2018
Last Modified: N/A Last Modified: N/A
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e Step 3: Click Begin under the product for which you want to apply.

¢ If you cannot complete the application in one session, you can save it and continue later. You
will be prompted to save your changes.

UNSAVED CHANGES

ISome data has not been saved and will be lost if you continue with this action.

Discard Changes and Continue Cancel

e When you are ready to continue, log on and click the Continue button.

STEP 2: Review / Edit Your Applications. UCare Minnesota
Pick up where you lefl off by selecting an application you want 1o continue

-

’

»

Health Plan Accreditation

Id: 10363H-17~MN-HP-04
Status: In Progress
Survey Start Date: 62002017
Last Modified: 3292017

=

What if | Don’t Find My Organization?

Only the organizations to which you are assigned as a contact will display. If you don’t see an organization, follow these
steps.

e Step 1: If your organization has a current accreditation/certification, click the | don’t see my
Organization button. An NCQA account representative will respond to your inquiry.

e Step 2: If your organization does not have a current accreditation/certification, click the Start
Application pre-qualification process button and indicate the product for which your organization
wants to apply. An NCQA account representative will contact you to determine if your organization
is eligible for the chosen product.

e Step 3: If you have a general question about the application and scheduling process, click the | have
another question button. An account representative will respond to your inquiry.

Don't see what you need?

Don't see your organization above or a product application, please select one of the buttons below and we'll guide you step-by-step through the process. Select one of the
buttons below and a member of cur customer engagement team will contact you within 24 hours.

| don't see my Organization Start Application pre-qualification process | have another question
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About the Application Home Page

The Application home page lists all sections that must be completed. NCQA suggests you complete the application in this
order:

1. Organization.
Contacts.
Products.
Survey.
Review.
Documents.
Finish.

N o o ko

e Sections 1-4: Contain information NCQA has on file for your application. Fields marked with an asterisk (*) are
required; you must enter and save the information. You cannot submit the application without
completing the required fields.

e Section 5: View and verify all the changes you made in the first four sections.
e Section 6: Download and upload documents pertaining to your application.
e Section 7: E-sign the contract Agreement, generate a purchase order for the application fee and submit the

completed application to NCQA.

Click the arrows on the side of the screen to navigate through the application or click the section tabs.

How to Enter or Update Organization Information

The Organization section contains general information about your organization. It also identifies the Application and
Scheduling Account Representative (ASAR) assigned to your application. You can review, verify and edit this information.

The Organization Name and ID are read-only and cannot be changed.

If the legal entity or name has changed, click to select Not the same and contact your ASAR before continuing.

Organization Name* @ Organization Type*

>

UCare Minnesola MCO - Managed Care Organizaticn v
is the organization applying fer survey the same legal entity named above or has the legal entity or name changod o
Note: If the currently accredited or cerified organization has changed ifs name or has restructured fis cperations because of a merger, acquisition or 2]

consolidation since fis last survey, please contact your assigned NCOA Applications and Scheduling Account Representative {ASAR) before completing the
resi of this application
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Answer both required questions at the top of the page.

Is the organization applying for survey currently in or since its last survey has it filed for bankruptey or liquidation or bean placed under supervision or
recelvership?™ ' yes ) NO

Answer to this question IS required.

If the answer is Yes to this question, this is a reportable event under the NCQA policies. If you haven't reported this
information to NCQA please send to NCQA-accreditation@NCQA.org.

e Step 1: Complete the required fields for your organization.

Step 1: Organization Identification e Changes
ornanlaahnnlhm organizason id
Sunshine Hzalh Cammunity Sakdicns. Acca04338

Is the organization appiying for survey the same legal enticy named above of has the kegal entty or name ohanged? 'Same Mol ine same
AREWET 10 THIE QUEBEIN IS requined.

1% thit SIGaRIEAISN ARRING for FUrYRY CUITENTlY In oF BIree L Wit durvey hat [EFiled for Bankivpicy of iquidation or baen plachd Unaer SURErvidien o7
recalversnip?" - Yes U Ne

BAREWET 10 RIS QUESTIN IS nequined.

ASAR Organzasan Typs"
o1 Assigned WG - Managed Care Dganzatan
Pareni Organization Family Name
Anthiem, Ik
Phone” Fan Website®

(123} 456.T297

Wiebsite is required

Billing Address @ Shipping Address @ @ Use Eiling Aodress
Street” Strest
123 Fake Bireet 123 Fake Sireet
ciy* city
Town 1 Town 1
Siate zip Sty zip
Louisiana - 83240 Lousiana . sa40

Click the question mark icon for information about each section.
e Billing Address: The physical location of the organization.
e Shipping Address: The mailing address of the organization.
e Organization Conflicts: Companies that may be direct competitors in your marketplace.

e Region Conflicts: The geographic area where your organization may have direct competitors.

e Step 2: Click Save Changes. Click the Contacts tab.

How to Edit or Update a Contact

The Contacts section contains general information about organization staff whom NCQA may contact regarding your
application and survey. You can review, verify and edit this information.

e Step 1: Click Edit next to the name you want to update.


mailto:NCQA-accreditation@NCQA.org
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John Smith
Ruoles assigned. 1

Fields marked with an asterisk (*) are required; you must enter and save the information. If you
leave one field blank, you cannot save the information.

If you do not have enough information to complete all required fields, click Discard Changes and
Close.

If the message Some Information is not valid for this contact displays under an active contact,
click Edit and update all required fields for the contact.

e Step 2: After you edit the information, click Save and Close.

How to Add a New Contact

You may add a contact who is not listed under Active Contacts or Inactive Contacts. Only add people you want to assign
to a role.

e Step 1: Click New Contact.
e Step 2: Enter the contact information.

e Step 3: Click Save and Close.

This contact will appear in Active Contacts and can be assigned a role.

Identification
Pratiz® Fimst Mame" Wil Irieiad Last Nams®
Selert " l I
First Mare i reguired
Rk Credentials (3 max)

I Naone selecled -

Title |3 requined

Email”

l l

Email I= required

Address Use Crgantzation SRng Aloress Phone & Fax

Frest” Wark Phione” Bxiension

‘Wark Bhone ks requined

Streel 1 required

iy Wakile Phans
Gity is requirsd

Stata” Zip” Fax

I Ealgl 3 slate "| l I

Hate Qs guired Zip i required

Save and Close Cancal and Closa
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How to Inactivate a Contact

Inactivate a contact who no longer works for your organization or is no longer a contact for your organization’s application
Or survey process.

e Step 1: Click the arrow next to the contact name to open the dropdown menu. Click Inactivate.
e Step 2: Click Yes in the pop-up window to move the contact to Inactive Contacts.

Michael Scott
Rieles gsaigned: 0 :
Inactive Contact

How to Reactivate a Contact

e Step 1: Inthe Inactive Contacts list, click the Activate button next to the contact you want to reactivate.
Click Yes at the message prompt.

Reactivating a contact does not restore the contact’s roles. You must reassign roles to a reactivated contact.

How to Assign a Contact to a Role

Each active contact must have an assigned role. Active contacts who do not have an assigned role should be inactivated.

e Step 1: Click the Choose... drop-down list.

e Step 2: Select from the list of active contacts to assign roles. You do not need to assign a person to every
role.

e Roles in bold and marked with an asterisk (*) are required.
e Step 3: To deselect a person from a role, click Choose from the drop-down list. Click the Save Changes

button.
- Drganization B 3 Procucts E 4-Survey Q, 5 - Revis
Step 2: Roles and Contacts
Roles @ 4
<
Accreditation Contact* Jahn Smith '
CEQ* Michael Seott v
Accred Corp. - Commercial Choose... v
Accred Corp. - Marketplace Choose v
Arcrad DL‘II'FI - Medie aid Chionse L
Accred Corp. - Medicare Choose T

10
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Products

The Product section applies only to HPA, MBHO and UM/CR/PN. The Inception Date is the initial date the
organization offered services to members or clients under the Product.

Health Plan Accreditation

The Health Plan Accreditation section shows the product lines (commercial, Medicare, Medicaid, Marketplace) and
products (HMO, POS, PPO, EPO) currently identified in the NCQA system.

You can review, verify, edit and save information in this section.

How to View/Edit Product Information

e Step 1: Click Edit to update existing information.

e Step 2: If Edit - Update Required displays, click Edit next to the product item and update all required fields
for the product.

# 1 Organization 4 2 Contacts E 3 : Products | 4 Survey Q 5 Review It 6 Documents & 7 : Fimish

Step 3: Products Save Changes
Current Product Lines and Products
<
Product Line Product Total Enroliment Included Enrcliment Discontinued Actions
Commercial HMO 15425 15425 No
Marketplace HMO 15425 15425 No Edit
Medicare HMO 80993 80993 No

Edil - Update Required

Save Changes

11
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How to Add a New Product

You cannot add a product/product line if it already exists.

e Step 1. Click New Product and enter the product information. Click Save and

ADD PRODUCT
Product Line™ Product”
Selech... r Select... v
Model Type Profit Status
Select v Select -
COVERAGE AREA[S) @

Mo Coverage Areas entered

Enroliment Select ¥ m

MARKET NAME(S)

Mo markeinames entered

How to Discontinue a Product

e Step 1. To discontinue a product, click Edit next to the product item.
e Step 2: Click to check Discontinued. Click Save and Close.

e A product/product line marked Discontinued is removed from the organization’s current
accreditation. If your organization will not offer the product/product line in the future (e.g.,
during the next Open Enrollment season), but it exists at the time of application, do not mark it
Discontinued; otherwise, it will be considered unaccredited.

jscontinued Product

continued

Discontinuing COMMERCIAL - HMO means thal it will no ionger be part of any accreditation product

Model Type Profit Status

1P v Not For Profit

12
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How to Reactivate a Discontinued Product

e Step 1: Click the Edit button to the right of the product line and product name. Click to uncheck
Discontinued. Click Save and Close.

How to Add Coverage Areas

At least one state must be selected under Coverage Area for each product.

e Step 1: Inthe COVERAGE AREA(S)* section, click the Select drop-down list and click to select a state.
e Step 2: Click in the Enrollment box and enter the number of members in the state.

e If the product line is Marketplace, you must enter the His ID assigned by CMS to the Marketplace
product.

e Step 3: After you enter all required criteria, press the Return key and click the Add button.

COVERAGE AREA[S) ©
No Coverage Areas entersd
Enroliment Connecthicut v m
znrollment is required Select -
Alapama
Alaska
Arizana
MARKET NAME(S) Arkansas
Calramia
Colorado
1o markemames enterea
Delaware
Distrct Of Columina
Mew Market Hame Florida m
Georgia
Hawall

Membership in all states will be included in accreditation. If a state’s membership should not be
included, click to uncheck the box under Included in Accreditation.

Click Save and Close. The state and enrollment number display on the Product Detail page.

The total enrollment displayed for each product will be the number of state enroliments entered in
COVERAGE AREA(S)*.

Include in Accreditation Enroliment State Action

@ 1567 District Of Columbia Remove
Enroliment Salect - m |

13



NCQA Online Application User’s Guide NCQA

Measuring quality.
Improving health care

How to Remove a State From the Coverage Area List

Step 1:

Click Edit next to the product.

e Step 2: Click Remove next to the state you want to delete from the product.

Discontinued Product

Discontinued
Model Type Profit Status
P&, " Mot For Prafit

COVERAGE AREA{S) ©

Total Enrollment is 15425 in 1 state|s) Enroliment Included in Accreditation is 15425 in 1 state(s)

Include in Accreditation Enrcliment State BELION

# 15425 Minnesata o

How to Update Enrollment Numbers

e Step 1: On the Edit Product page, click the Enrollment text box to edit the number.

How to Add a Product Market Name

The name under which your product is marketed might be different from your organization’s legal name. For a national
product, the same product market name can be used for multiple organizations.

If the product is marketed locally under more than one name (for example, if benefit packages are customized for large
employer groups), list all names.

If you will publicly report HEDIS data in Quality Compass, list both the legal name of your organization and the product’s
market name.

Step 1:
Step 2:
Step 3:
Step 4:

Click Edit next to the product.

In the New Market Name text box, type the name (no more than 100 characters).
Click Add. The name will be displayed on the list. Click Save and Close.

To remove names, click Remove button under Action. Click Save and Close.

Name Agtion

UCare Choices @

Fairview UCare Choices Remaove

Distard Changes and Close

14
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Managed Behavioral Health Organization Accreditation

The Product section shows the product lines (commercial, Medicare, Medicaid, Marketplace) currently identified in the
NCQA system. You can review, verify, edit and save information in this section.

To edit the product information for a managed behavioral health organization, follow the steps above for Health Care
Accreditation.

Utilization Management, Credentialing and Provider Network Accreditation

The Product section shows the evaluation products (Utilization Management, Credentialing, Provider Network) currently
identified in the NCQA system. You can review, verify, edit and save information in this section.

Step 1: Click the Edit button to the right of the Evaluation Product.

Step 2: If the organization is applying for UM Accreditation, enter the total number of members for your
organization and your organization’s clients.

e Calculate and enter the percentage of members for whom your organization and your
organization’s clients conduct UM functions directly.

Step 3: If the organization is applying for CR Accreditation, enter the total number of practitioners in
your clients’ practitioner networks and your organization’s practitioner networks.

e Calculate and enter the percentage of practitioners in your clients’ practitioner networks and
practitioners in your organization’s practitioner networks for which your organization conducts
CR functions directly.

Step 4: If the organization is applying for PN Accreditation, enter the total number of providers
including total clients’ providers network and direct providers network of the organization.

e Calculate and enter percentage of total number of providers for which the organization directly
performs the provider network functions.

Fields marked with an asterisk (*) are required; you must enter and save the information. If you
leave one field blank, you cannot save the information.

If you do not have enough information to complete all required fields, click Discard Changes and
Close.

e Step 5: When you have entered all the information, click Save and Close.

Survey
If a product is not listed in the Product section, you will not be able to include it in the survey under the Survey section.

The Survey section allows you to verify the survey category and select the evaluation option and product lines and
products, if applicable, that your organization wants to include in its survey.

This section also allows you to enter the date your organization prefers to start the survey (Desired Survey Start Date),
the date to start the onsite portion (Desired Survey Onsite Date) of the survey and the License Number.

If the Survey Category should be different from the one displayed, contact your ASAR.

15
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How to Add/Edit the Evaluation Products

Evaluation Option indicates the survey option for which your organization wants to apply.

Evaluation Option: Health Plan Accreditation

e Step 1: Go to the Health Plan Accreditation Details section.
e Step 2: Click Edit next to the selected Evaluation Products (EPS).
¢ Step 3: Review the Evaluation Options to determine which is appropriate. You may select only one.

e First: New to NCQA Accreditation or whose NCQA Accreditation status expired more than 2
years ago. A survey under the First option covers most standards. Organizations can achieve
Full Accreditation status, effective for 36 months.

¢ Interim: New to NCQA Accreditation or whose NCQA Accreditation status expired more than 2
years ago. A survey under the Interim option is limited to a subset of standards focusing on
policies and procedures. Interim status is effective for 18 months.

e Renewal: Currently hold an NCQA Health Plan Accreditation status. Under the Renewal
option, organizations can achieve Full Accreditation status, effective for 36 months.

e LTSS:

— The organization has a current NCQA Accreditation status for the specific product and
product line, or

— The organization is including the specific product and product line in the survey for which it is
applying.

NCQA LTSS Distinction is supplemental to NCQA Health Plan Accreditation and is based on

review of an organization’s LTSS program against the LTSS distinction standards.

e Step 4: From the drop-down, click to select First, Interim, Renewal or LTSS. Click Add EP.
e Step 5: Click Save and Close.

How to Remove an Evaluation Product

e Step 1: Click Edit. Next to the evaluation product you want to delete, under Action, click remove.

Evaluation Products (EPs)

First Survey ' @
First Sunvey

Intenm Survey

Renawal Siiney
Tt YRR

First Survey @

Evaluation Option: Other Products

e Step 1: Review the Evaluation Options to determine the most appropriate.

e Step 2: Click to select from the Evaluation Option box. Click Save.

16
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How to Add/Edit Selected Products

This does not apply to CVO, UM/CR/PN or WHP.

For HPA, the Unit of Assessment (UA) indicates the product/product line combinations to be included in the survey.

For other programs, the UA indicates the products or programs to be included in the survey.

e Step 1. Go to the Health Plan Accreditation Details section.

Step 2: Click Edit next to Product Line/Reporting Product.

Step 3: From the drop-down menu, select the Unit of Assessment(s) that your organization wants
surveyed under the evaluation option you selected. Click Add UA.

Step 4: Click to choose from the Scoring Option drop-down list. Include the HEDIS Sub IDS, if available.
Click Save and Close.

How to Remove a Product Line

e Step 1: Click Edit. Click remove under Action.

Selected Product/ProductLine (UAs)

Commencial HMO L

U Name Scoring Option HEDIE 5ub IDs Action

Marketplace HMOC Mot Applicable v TEMOVE

Medicare HMO/POS Combined Standards Only | | remaove
Standards + CAHPS
Standards + CAHPS + HEDIS

Sawve and Close Discard Changes and Close

How to Set, View and Edit Desired Survey Dates

NCQA attempts to accommodate requested survey dates, which are assigned on a first-come, first-served basis and must
be approved.

The Desired Survey Start Date is the date when the organization wants to start the NCQA survey, which is the date
when it will be ready to submit the completed survey tool. The Desired Survey Start Date should be at least six months
after the application is submitted. Surveys always start on a Tuesday, so the start date should be on the Tuesday of
the week of the survey.

The Desired Survey Onsite Date is the first day of the onsite portion of the survey. The Desired Survey Onsite Date is
seven weeks after the survey start date. Onsite surveys normally start on a Monday, so the onsite date should be
the Monday of the seventh week after the survey start date.

e Step 1: Click in the box and navigate to the date you want by using the calendar or enter the date in
MMDDYYY format. Click Save.
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When Selecting Dates, Remember...

e No surveys start during the week of Thanksgiving or the week after Thanksgiving.

e No surveys start during the last two weeks of December.

e No onsite surveys are scheduled during the week of Thanksgiving, Christmas, New Year’s, Easter, Mother’s
Day or Father’s Day.

e Onsite survey dates should be adjusted to 8 weeks for a survey that crosses over Thanksgiving or Christmas.
e Onsite survey dates should be adjusted to 9 weeks for a survey that crosses over Thanksgiving and Christmas.

e No surveys or onsite surveys start on any major holiday.

Survey Tool License

You must purchase a survey tool license for the product and standards year for which your organization is applying. Each
accreditable entity must have its own license number.

The survey tool should correlate to the standards year for which you will be surveyed. For example, if you plan to undergo
a survey submission in the 2017 standards year (July 1, 2017-June 30, 2018), purchase a 2017 license.

For HPA products, purchase separate licenses for each evaluation option (Interim, First, Renewal) if your organization is
applying to bring different products/product lines through different evaluation options.

You are not required to purchase a survey tool for Add-On Surveys, Introductory Follow-Up Surveys or Resurveys. NCQA
will provide the survey tool after the application has been processed.

Organizations applying to add the LTSS Distinction module to a current accreditation must purchase a license for the
survey tool. Organizations applying for LTSS Distinction concurrent with a regular HPA Survey are not required to
purchase a separate license.

e Step 1: If you have purchased a license, enter the license number (five digits) for the
appropriate product and standards year. Click Save.

e Step 2: If you have not purchased a license, you must purchase one for each Accreditation
Survey cycle. Go to http://store.ncqa.org/index.php/accreditation.html.

Contact your ASAR if you have questions about how many survey tools to order.

How to Review Your Application

e Step 1: Click the Review tab. NCQA’s Current Information indicates the information prior to your session.
Application Information displays the current value for each field in your application.

Rows highlighted in green indicate changes found.
e Step 2: Review all changes. Click Edit to make changes.
Click Show only the fields that changed to see all changes at once.
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Step 5: Review Application

Y Show only the fields that changed

How to Use the Documents Section

e Step 1. Click the Documents tab.

This section lets you upload/download files for the application. You can also enter comments about
your application that will help in processing.

Please note: only the following file types can be uploaded: pdf, doc, docx, xls, xslx, or txt

If you are applying for a Single Site Multiple Entity (SSME) or Add-On Survey, download and
complete the appropriate document, then upload it to the application tool.

Don’t include any legal documents here; those can be added in the Finalization step.

Step 6: Upload and Download Documents

DOCUMENTS

Download files for this application, or upload attachments. Please do not include any legal documents here - they can be added in the next step.

Downloads Uploads

How to Finalize Your Application

e Step 1. Click the Finish Tab. Click the Finalize button when all changes are confirmed.

Do not click Finalize unless you are done with the previous sections. After you click Finalize, you
cannot make changes to the previous sections.

Step 7: Finalize, Sign Legal Agreements, and Make Payments

“ i i 2

Almost Done!

Clicking Finalize will lock the clata in the application. This will let us get the necessary legal
documents and calculate the payments for the application.

gre, you will no longer be able to make changes to the application once it is finalized.
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e Step 2: After you click Finalize, the Agreements tab will display. Contact your ASAR if you have questions
about how many survey tools to order.

Step 7: Finalize, Sign Legal Agreements, and Make Paymeants

AGREEMENTS

™ Please Sign the HPA Final 9-21-2016

Click on the Agreement Document.

If you are an authorized signer, click to check the box indicating you are authorized to sign. Click

Click to E-sign.
am authorized to sign this Business Associate Apteemen@
Hame* Tithe
Carla Pacheco Director. CRM

Cancel and Clos

e Step 3: If you are not an authorized signer, follow the steps in Signatory Role: Sign-Off.

Signatory Role: Sign-Off

e Step 1: Click to select a signatory from the Choose... drop-down list. Click send email.

The signatory will receive an e-mail with a link to the Application Tool and should follow steps 2—7.

Dear Caitlin

Carla from your organization 1z enreling your organization in a NCQA program. A key part of that enrolment is the electronie signing of legal agreements, and you have been identfied a5 the appropriate individual to sign thass
agresmens.

You will need 1o log into the NCQA system to sign the agreements. I you aleady have NCQA cradentiale. then cheking the link Delow will take you dirsclly o the agreements available for you to sign. If you don't have NCOA
cradentials, then create a new account at <a hraf="https: iy ocga erg"»hitps fmy nega org<a> and than click e link balew

Follew this link t2 lagin and sign : hitpe-idenna neqa arg/leaa AreredOnline/Open|d SioninReturn Ur=httpats34 % 2F4Fdevia nega o %2FHena Ae eredOnlinedh2FAgreements

el

The applieation for which this emal was generatad folaws:

e Step 2: Click the link provided in the email.
e Step 3: Log in or create a new account, if necessary.

e Step 4: You will be brought to the Pending Agreements section. This lists all agreements you are assigned as the
Signatory Role for.
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Pending Agreements

Test Account

Multicultural Health Care 2018

Id: 7325U-186~TX-MHC-03
Survey Start Date: 12/11/2018
Last Modified: 7/20/2017

View Agreemenis

e Step 5: Click View Agreements or the Drop-down arrow to open and view the Application.

e Step 6: Click on the Agreement and check the “I am authorized to sign” checkbox.

e Step 7: Click to E-sign the Agreement.

e Step 8: If the signer does not have a signatory role, follow the steps in How to Assign a Signatory Role.

How to Assign a Signatory Role

e Step 1: If the signatory is not on the contact list, the following message will display. Click the link.

below (click here)

If the contact to whom you would like to send an email does not exist in the dropdown above, then you can send an email to a new contact by filling the details

e Step 2: Fill out the contact information and click send email. The signatory should follow steps 2—7 above.

How to Complete Payment and Submit

e Step 1: After the Agreements have been signed, the Payments section will display the application fees.

Step 7: Finalize, Sign Legal Agreements, and Make Payments

Finalize Agreements Payments

FAYMEMNT

Application Amount Due Order Number Actions

Health Pian Accreditation 2019 S5000.00 $5000.00

%+ Creae ms)lre

e Step 2. Click Create Invoice to generate an application fee for this purchase order.

If the application fee is “$0,” no fee is due for this application and the application will submit

automatically when you click Create Invoice.
e Step 3: If you are paying immediately, click Pay Application Fee and follow the instructions.

e Step 4: If you are not paying immediately, click the Order Number to generate a purchase order for the application
fee. Download and save the purchase to provide, and forward to your Accounting department for payment.

e Step 5: When NCQA receives and records payment, the application will automatically be submitted.
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Your organization’s point of contact will receive a confirmation e-mail that the application was submitted
successfully.

How to Access Application and Agreements after Submission

e Step 1: Go to the submitted application on the main Application screen and click on Downloads.

[ NCQA Applications Onli- X YW %

< C | @ Secure | https;//devqa.ncqa.org/Ncqa.AccredOnline/Home... ¥r | ¥

#: Apps [M Suggested Sites Imported FromIE [ forecast - people plz

v

Health Plan Accreditation
2017

1d: 305747H-18~DC-HP-02
Status: Submitted
Survey Start Date: 4/10/2018
Last Modified: 12/15/2017

Downloads -

Download PDF
Agreements / Payments

==

e Step 2: Click on Download PDF to view and download a copy of the application.

e Step 3: Click on Agreements/ Payments to view and download copies of the agreements and Application
Fee Order.

22



	The Application and Scheduling Tool
	What You Need to Complete the Application
	How to Access the Application
	Getting Started
	What if I Don’t Find My Organization?
	About the Application Home Page
	How to Enter or Update Organization Information
	How to Edit or Update a Contact
	How to Add a New Contact
	How to Inactivate a Contact
	How to Reactivate a Contact
	How to Assign a Contact to a Role
	Products
	Health Plan Accreditation
	How to View/Edit Product Information
	How to Add a New Product
	How to Discontinue a Product
	How to Reactivate a Discontinued Product
	How to Add Coverage Areas
	How to Remove a State From the Coverage Area List
	How to Update Enrollment Numbers
	How to Add a Product Market Name
	Managed Behavioral Health Organization Accreditation
	Utilization Management, Credentialing and Provider Network Accreditation
	Survey
	How to Add/Edit the Evaluation Products
	How to Remove an Evaluation Product
	Evaluation Option: Other Products
	How to Add/Edit Selected Products
	How to Remove a Product Line
	How to Set, View and Edit Desired Survey Dates
	When Selecting Dates, Remember…
	Survey Tool License
	How to Review Your Application
	How to Use the Documents Section
	How to Finalize Your Application
	Signatory Role: Sign-Off
	How to Assign a Signatory Role
	How to Complete Payment and Submit
	How to Access Application and Agreements after Submission

