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Introduction: NHSC Site Administrator Portal User Guide 
 
Goal: A Site Administrator (“user”) will be able to complete and submit a new NHSC site application, the first step in the application 
process.  Users complete general information about their site and upload documents online which the State Primary Care Officer 
(PCO) and BCRS Regional Office will use to verify that the site is in fact eligible for the NHSC.  There are two types of site 
applications, main and satellite, both of which are covered in this document. 
 
 NHSC Site Application Process 

1. Submit Site Application Online 
2. PCO Review and Recommendation 
3. Regional Office Review and Final Decision 

 
At the completion of this process a new NHSC site application is created and sent to the appropriate PCO for review and 
recommendation.  Applications only need to be submitted for sites at which an NHSC clinician will serve some portion of their 
obligation.  A separate application will need to be submitted for each site at which NHSC clinicians will work – the eligibility of every 
site is evaluated separately. 
 
Preconditions:  Before a user can complete and submit a new site application they must have registered and logged into the NHSC 
Site Administrator Portal (“the portal”). 
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Section 1: Site Application Process Diagram 
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Section 2: Starting a New NHSC Site Application 
 

Starting a New Application 
To start a new site application a user must first register for and log into the Site Administrator Portal.  The first page the user will see 
when he logs in is the landing page.  On this page the user will see any existing NHSC sites that he administers, as well as the option 
to apply for a new NHSC site. 
 

 
Steps: 

1. Log into the portal and 
arrive at the landing page 
(shown) 

2. Select  
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Identifying as a Bureau of Primary Health Care (BPHC) Site 
Before a user can select to start a new application, the user must first identify whether or not they are a Bureau of Primary Health Care 
(BPHC) site. 

 
Steps: 

1. Select either the “Yes” or 
“No” radio buttons to 
indicate that your site is a 
BPHC site 

2. Select “Yes” to proceed to 
Section 2-3: Bureau of 
Primary Health Care 
(BPHC) Site Applications; 
Select “No” to continue 
with a standard NHSC Site 
Application 
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Selecting the Application Type: Main Site or Satellite Site 
When completing and submitting a new NHSC site application, the user must first decide whether the site being applied for is a main 
site or a satellite site.  Main sites are the head of a network of sites.  Main sites are typically headquarters or administrative locations 
that oversee a number of other related sites.  Satellite sites are sites that are overseen by a main site in a network of sites.  If a site is 
not part of a network of related sites, that site is classified as main site.  On the “Start NHSC Application” page the user has the 
opportunity to identify which type of application they would like to complete. 

 
 
Steps: 

1. Select either the 
“Main/Administrative 
Site” or “Satellite Site” 
radio button 

2. Select  
3. Proceed to either Section 

2-1: Completing a Main 
Site Application or 
Section 2-2: Completing a 
Satellite Site Application 
depending on selection. 
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Section 2-1: Completing a Main Site Application 
 

Completing Main Site Information 
The first page of the application captures the basic site information for the 
main site.  Site information is required to help State Primary Care Officers 
and the NHSC determine eligibility.  Required fields are denoted with an 
asterix (*). 
 
Steps: 

1. Complete the fields under the “Site Name and Location” heading 
2. If the mailing address of the site is the same as the Practice Site 

Name and Location, select the check box to indicate this.  If the 
mailing address is different, leave the box unchecked and complete 
the mailing address fields. 

3. Select  
 
Save for Later: 
At any time while completing the application, select  to save 
the application progress and return to the landing page. 
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Adding Main Site Points of Contact 

See section 2-3: Point of Contact Management
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Uploading Supporting Documents 
Sites applying to the NHSC are required to provide documentation 
proving their compliance to the NHSC eligibility criteria.  The list of 
supporting documents required varies depending on the type of site 
applying to the NHSC.  This page shows the required documents 
proving site eligibility – only “Other Documentation Required by 
NHSC or State Recommendation Authority” is optional.  (Note: The 
list of documents shown is for a Federally Qualified Health Center 
(FQHC), the list of documents changes depending on the Site Type 
chosen on the Site Information page.) 
 
Steps: 

1. Select at least one document type to upload under the “Select 
Document Type(s)” heading.  A single document may have 
multiple document types. 

2. Select  to search your computer for a file to upload 

3. Select  to attach the file to the application 
4. The uploaded file will appear under the heading “Uploaded 

Documents” along with its selected Document Types 

5. Repeat steps 1-4 for each document to be uploaded 
6. When finished uploading documents, select  
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Uploading Supporting Documents (cont.) 
 
Removing an Uploaded Document: 
To remove an uploaded document from the application, select  next to the document in the “Uploaded Documents” section.  The 
document will be removed from the “Uploaded Documents” section. 
 
Faxing Missing Documents: 
To indicate that remaining documents will be faxed to the Primary Care Officer, check the box under the “Missing Documents?” 
heading.  Fax the documents to your State Primary Care Office within two (2) days of the submittal of the application. 
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Agreeing to NHSC Terms and Submitting the Application 
On this page the user agrees to the terms of the NHSC Agreement and submits the site application.  The system utilizes an e-signature 
system to verify and authenticate the user. 
 

Steps: 
1. Read the NHSC Agreement 
2. Check the box indicating that the information 

provided is accurate and complete 
3. Enter your password 

4. Select  
 
Once the user selects “Submit”, the application is 
submitted and transmitted to the appropriate State 
Primary Care Officer for review and recommendation.  
No further changes can be made to the application at this 
time. 
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Section 2-2: Completing a Satellite Site Application 

Selecting a Main/Administrative Site 
After selecting to begin a satellite site application, the first screen prompts the user to identify a main/administrative site.  A satellite 
site must be connected to a main/administrative site.  The main site does not have to be an NHSC approved site.  There are three ways 
to choose a main site when completing a satellite site application. 

 
Main Site Selection Methods: 

1. Choose from “My Sites” – 
this method allows the user 
to select a main site from 
other sites they administer in 
the system 

2. Search the NHSC Database 
– this method allows the user 
to search for and select any 
existing active main site in 
the NHSC network 

3. Provide Information – this 
method allows the user to 
enter new main site 
information 
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Choosing a Main Site from “My Sites”: 
1. Select the “Choose from My 

Sites” radio button 
2. In the selection box that appears, 

select a site from the list 
3. Select  

 
 
 
 
 
 
 
Searching the NHSC Database for an Existing Approved Main Site:  

1. Select the “Search the NHSC 
database of existing approved 
sites” radio button 

2. Select the state of the site you are 
searching for 

3. Select the city of the site you are 
looking for 

4. Select the site from the site list – 
the list is filtered by the state and 
city selected 

5. Select  
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Providing the Information for the Main Site: 
1. Select the “I will provide information on the 

main site” radio button 
2. Enter the main site information in the fields 

provided.  Required fields are marked with an 
asterix (*). 

3. Select  
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Completing Satellite Site Information 
The first page of the application captures the basic site information for the main site.  Site information is required to help State 
Primary Care Officers and the NHSC determine eligibility.  Required fields are denoted with an asterix (*).  On the satellite site 
application the information for the main site selected is shown in as read-only information. 
 

Steps: 
1. Complete the fields under the “Practice Site Name and Location” heading 
2. If the mailing address of the site is the same as the Practice Site Name and 

Location, select the check box to indicate this.  If the mailing address is 
different, leave the box unchecked and complete the mailing address fields. 

3. Select  
 
Save for Later: 
At any time while completing the application, select  to save the 
application progress and return to the landing page. 
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Adding Satellite Site Points of Contact 
 
See section 2-3: Point of Contact Management 
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Uploading Supporting Documents 
Sites applying to the NHSC are required to provide documentation 
proving their compliance to the NHSC eligibility criteria.  The list of 
supporting documents required varies depending on the type of site 
applying to the NHSC.  This page shows the required documents 
proving site eligibility – only “Other Documentation Required by 
NHSC or State Recommendation Authority” is optional.  (Note: The 
list of documents shown is for a Federally Qualified Health Center 
(FQHC), the list of documents changes depending on the Site Type 
chosen on the Site Information page.) 
 
Steps: 

1. Select at least one document type to upload under the “Select 
Document Type(s)” heading.  A single document may have 
multiple document types. 

2. Select  to search your computer for a file to upload 

3. Select  to attach the file to the application 
4. The uploaded file will appear under the heading “Uploaded 

Documents” along with its selected Document Types 

5. Repeat steps 1-4 for each document to be uploaded 
6. When finished uploading documents, select  
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Uploading Supporting Documents (cont.) 
 
Removing an Uploaded Document: 
To remove an uploaded document from the application, select  next to the document in the “Uploaded Documents” section.  The 
document will be removed from the “Uploaded Documents” section. 
 
Faxing Missing Documents: 
To indicate that remaining documents will be faxed to the Primary Care Officer, check the box under the “Missing Documents?” 
heading.  Fax the documents to your State Primary Care Office within two (2) days of the submittal of the application. 
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Agreeing to NHSC Terms and Submitting the Application 
On this page the user agrees to the terms of the NHSC Agreement and submits the site application.  The system utilizes an e-signature 
system to verify and authenticate the user. 
 

Steps: 
1. Read the NHSC Agreement 
2. Check the box indicating that the information 

provided is accurate and complete 
3. Enter your password 

4. Select  
 
Once the user selects “Submit”, the application is 
submitted and transmitted to the appropriate State 
Primary Care Officer for review and recommendation.  
No further changes can be made to the application at this 
time. 
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Section 2-3: Point of Contact Management 
Site points of contact can be managed from both the Site Information page on the Site Administrator Portal as well as on NHSC Site 
Applications.  Point of contact management is same process through both the Site Application and the Site Information Page. 
 
To view a site’s points of contact, navigate to a site’s information page by selecting the name of a site on the landing page and scroll 
down the page to view point of contact information.  Selecting “Manage Points of Contact” will take you to that site’s Point of Contact 
Management Page. 
 

Viewing Site Points of Contact 
 

 
 
Site points of contact are viewed in a table like the one shown on the left.  The table shows the contact name, the contact type for that 
site, the POC’s address, phone number and email address.  In this table, the user can edit the type of contact for a POC. 
 
From this screen, the user can add a new POC, edit a POC’s information and remove a POC from the site.  
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Editing a POC 
1. Select a POC name in the site POC table 
2. The system will load the POCs information to edit 
3. Edit the information as required 
4. Select “Save” 
 
 If a POC’s name is gray, the system is awaiting confirmation that this POC is associated with this site.  Once confirmation is 
complete, the POC will be editable from this table. 
 

Removing a POC 
1. Select the “Remove” link in the row of the POC you wish to remove 
2. Confirm removal of POC in pop-up box 
 
If the “Remove” link is disabled it may be because the POC is the only remaining POC, or has been designated as a “Recruitment 
Contact” for the site.  A user may not remove themselves as a POC from a site. 
 
A site must always have at least one “Recruitment Contact” for the site.  If a site only has one POC, he/she will automatically be 
designated as a “Recruitment Contact”. 
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Adding a New POC 
When adding a new POC to a site, the user has several options presented in the following order: 

1. Adding a POC from “In-Network” 
2. Searching the NHSC Database for a POC 
3. Entering a New POC 

 
 

Adding a POC from “In Network” 
Adding a POC form “In Network” saves time by allowing the user to skip manual data entry and prevents duplicate records from 
being created in the system. 
 

1. Select the “Add Another Site POC” button below the site POC table 
2. The system displays a dropdown menu of “In Network” POCs 

a. “In Network” POCs are individuals who are NHSC points of contact at sites under the same primary/parent 
organization 

3. Select a name in the drop down menu and selct “Add” – the POC is added to the site POC table 

4. If the desired name does not appear, select the check box next to “I do not see my POC listed” and select the ‘Search NHSC 
Database” button 

5. The system will load the form to search the NHSC Database for a POC 
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Searching the NHSC Database 
Searching the NHSC Database for existing POC records 
saves time by allowing the user to skip manual data entry 
and prevents duplicate records from being created in the 
system. 
 
1. Enter any known information about the individual you 

wish to add as a POC in the search form fields and select 
“Search” 

2. The system will return a table of search results based on 
the entries 

3. Select “Add” in the row of the individual you wish to 
add 

a. If the individual is not in the table, select the checkbox next to “No, my POC is not listed in these matches” and select 
“Enter New POC” 

b. Alternately, new search criteria can be entered to search again 
 
When a POC is added to a site through a search of the NHSC database, the POC is sent an email asking them to confirm their 
association with the site.  Until the POC confirms their association, the new POC is uneditable in the site POC table, but may be 
removed. 
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Entering a New POC 
1. Complete is the information in the form – all fields with a ‘*’ 

are required. 
2. Select “Save” 
3. The new POC is added to the sites POC table 
 
When entering a new POC, a unique email address must be used.  
On information save, the system checks the provided email 
address against the existing email addresses to ensure that it is 
unique.  If the email is already in use, the user will see an error. 
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Section 2-4: Bureau of Primary Health Care (BPHC) Site Application 

Beginning an Application for a BPHC Site 
Sites that have previously been approved for and are a part of the Bureau of Primary Health Care (BPHC) are “pre-approved” for the 
NHSC.  A site will be verified as a BPHC approved site by matching their unique BPHC ID Number against the system.  If a match is 
found and the site is not already part of the NHSC, the user will be allowed to complete a new application. 

 
Steps: 

1. Enter the BPHC ID 
Number in the field 
provided 

2. Select [Verify] 
3. Verify that the site 

information is correct 
4. Select whether the 

site is a grantee 
(primary) or satellite 

5. Select 
 

 
 
 
 

NOTE: If the system determines that the site is already part of the NHSC, the user will not be allowed to submit a new application.  
The user must submit a renewal application. 
 
NOTE: If the system cannot verify the identity of the site as a BPHC approved site, the user will need to complete a new application as 
either a main site or a satellite site. 
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Completing a BPHC Site Application 
Whether a BPHC site is a primary or satellite site, the application process is the mostly the same.  Follow the instructions for 
completing a site application for either a primary or satellite site with the following exceptions: 
 

1. Site information will be pre-populated from the database 
2. Supporting documents are not required 

On the supporting documents page, there will be no option to upload documents – none are required for a BPHC site. 
 


