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Part 1: Purpose of the BHW Program Portal for Site Points of Contact

What is a Site Point of Contact?

A point of contact (POC) is a person who serves as the coordinator or focal point of information
concerning Bureau of Health Workforce (BHW) programs and activities at an organization. The
organization typically has employees interested in or actively participating in one or more BHW
programs. The BHW utilizes POCs in cases where information is time-sensitive and accuracy is
important.

A single organization may have multiple POCs depending on the programs the organization is involved in
and the role of the identified POCs. Specifically, the BHW is interested in POCs who:

e Own, oversee, or manage a significant portion of their organization and/or understand and have
the ability to answer questions about organization policies and operating procedures.

e Manage and can confirm employment status, work schedules, and/or absences of employees
within their organization.

e Hire and/or recruit new employees for the organization.

Whatis a Site?

A “site” is a specific location at which an employee fulfills a service obligation for a BHW program. An
organization may consist of one or more sites and a POC can be registered as a POC for one or more
sites within the same organization.

What is the BHW Program Portal for Site Points of Contact?

The BHW Program Portal for Site Points of Contact facilitates the completion of important BHW program
activities and serves as the method by which the BHW contacts POCs in cases where information is time-
sensitive and accuracy is important. More information about these programs is available by visiting the
BHW website. The following programs are currently supported by the Program Portal:

e National Health Service Corps
e NURSE Corps



http://www.hrsa.gov/about/organization/bureaus/bcrs/
http://nhsc.hrsa.gov/
http://www.hrsa.gov/loanscholarships/nursecorps/index.html
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Part 2: Creating an Account and Logging In

The BHW requires that all site POCs create a BHW Program Portal account. Creating and activating an
account allows a POC to perform self-service tasks for their site and helps to support their employees
fulfilling BHW program service obligations. A POC can access the Program Portal here. This section of
the user guide will highlight how to create and log into your Program Portal account.

Creatingan Account
Complete the following steps to create a BHW Program Portal for Site Points of Contact account:

1. Navigate to the BHW Program Portal for Site Points of Contact login page.
2. Select the “Create a Site Point of Contact account” link under the “Create an Account” header.

Figure 1: BHW Program Portal for Site Points of Contact

,for SITE POINTS OF CONTACT

Login

Flease log in using the fields below:

Your Email * *

Your Password * *

forgol vour password? LOG IN
Create an Account (Questions! )

Mot a registered use - Create a Site Point of Contact account » For mare infarmation or gquestions, please:
The Site Point of Cantact Partal allows siee poinis of contact to camplete Refer to the Site FAR
important Hational Health Service Corps (WHSC) and HURSE Corps cantact the BHY Customer Care Center
prograrm actvities. « Open Manday-Friday (except Federal halidays), 3:00 am to 800
Ifyou are creating a Site Point of Contact Partal Account, your workplace pmET
must have interest in employing persons eligible for participation in . 1-800-221-929

MHSC or Murse Corps and as a point of contact you must petform at

least one ofthe following job functions at your workplace: * 1-877-887-9910 (TTY for hearing impaired)

+ GetHelp@hrsa.gov
Chiin, OWErsee, ar manadge a significant portion of your site{s) andior

understand and have the ability to answer guestions about site
policies and operating procedures
Officially confirn emplovrment status, work schedules, andfor
ahsences of employees atyour site
Hire andior recruit new employees

“fou may obtain mare infarmation aboutthese programs by visiting the

HHSC or HURSE Corps websites. Please visit the HHSC Sites weh page
to learn moare ahout applying to become an MHSC approved site.


https://programportal.hrsa.gov/
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3. Onthe “Account Information” screen, complete the “Account Information”, “Professional
Information” and “Job Responsibilities” sections. The next section can be expanded by either

selecting the “next step” button (- ME&LSLER ) o selecting the expand selection button (1)

next to each section header. To collapse a section, select the collapse section button (1 ™).
Fields notated with an asterisk (*) are required. The following fields are required in each
section:

e Account Information
i. Title (e.g. Mr., Mrs., or Dr.)
ii. First Name

Password Requirements

A password must have a minimum length of eight
iii. Last Name (8) characters and must contain at least one of each

iv. Work Email (this will be your
username for login)

of the following:

v. Confirm Work Email e  English uppercase character (A-Z)
e English lowercase character (a-z)
e  Numerical Digit (0-9)

e  Special Character (e.g. @,!,$,%)

vi. Create Password (see
Password Requirements)
vii. Confirm Password
viii. Security Question A password may not contain:
ix. Answer
e Slangorjargon

e Professional Information . .
L] Personalmformatlon

i

ii.
iii.
iv.
V.
Vi.
vii.
viii.

Job Category
Specific Job Title
Primary Work Phone
Company Name
Work Address Line 1
Work Address City
Work Address State

Work Address Zip Code

e Job Responsibilities

4. Select the “continue” button (

select the “cancel” button (

e Allor part of the users account name

e Acharacter repeated more than oncein
succession

At least one answer to the question about with whom you work

At least one answer to the question about what you do at your site

CANCEL

saved if the process is canceled.

CONTINUE

) to proceed with account creation. At any time

) to stop the account creation process. No information is




BHW PrograFigure 2: Account ihformation Page

ferr SITEPOINTSOF CONTACT

Account Information

*ro::J11trdfit!-W

- ACCOUNT INFORMATION

Title" Select =

First Name ... [0)
L astName"

Suffix Select =

Work Email *

Confirm Work Email...
CreatePassword *0 n

Confirm Password" 1"

o
Securty Question 0 Select

J.nswer"

~ PROFESSIONAL INFORMATION

Job Category* Start typing

Specific Job Title ...

Primary Work Phone* (1J00)-000-0000 E<
Alternate Work Phone (1J00)-000-0000 E<
Work Fax Number

(1J00)-000-0000

Company Name ...

Work A:Jdress Line 1"

WorkA'.idress Line 2

City...

State " Start typing

Zip Code™

- JOBRESPONSIBILITIES

Please check all of the following that corres pond to your job responsibilities M: your site(s) or

network of sites (at least ones election is required for each of the following questions)

With whom do you work?
[I'work with, manage or support one or more ofthe following type s of National Health Service
Corps (NHSQ eligible prim ary care providers: physicians , physician assist ants,nurse
practitioners ,certified nurse midwives, dentists ,regist ered dental hygienists ,health serllice
psychologistsicensed clinical sc cialworkers ,psychiatric nurse speciahsts ,m a miage and family
therapists. and license d profes&nat counsebrs

Iwork with, manage or support one or more ofthe following types of NURSE Corps eligible
empbyees nurse faculty,regter d nurses,and ad¥anced practice regtered nurses (nurse

practitioners certified registered nurse anesthetists, certified nurse nidwives, and clicalnurse
specih ists)

What do you do?

lown,oversee,or manage mysite(s) or a significa nt porton of my de(s) andor lunderstand
and cananswer questions abo ut 3ite policies and operating proce dures
t hire andlor recruit new employees.

1can officially confirm status work and/or of employees at
my site

CANCEL

Login

Hex Ste

Ne xt Step

CONTINUE
——

4/12/2017
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5. Review the “Responsibilities and Account Confirmation” page. This page displays your primary
and secondary responsibilities based on the answers given in the Job Responsibilities section of
the previous page. For more information on POC roles and responsibilities, reference Appendix
A of this guide.

e Primary Responsibilities — This list is based on the job responsibilities you selected.
These are the tasks and activities available on the Program Portal that the BHW will ask
you to oversee or complete.

e Secondary Responsibilities — This list is based on the job responsibilities you did not
select. This list is the remainder of the tasks and activities available on the Program
Portal that you may not need to complete, but should be aware of. You should also be
aware that the BHW may contact you about any of these secondary responsibilities.

6. Certify that all the information provided is correct by selecting the checkbox next to the
certification statement.

BACK . . . .
7. Select the “back” button ( ) to return to the previous page if any information needs to be

corrected.

REGISTER

8. Select the “register” button ( ) to complete the account creation process. Select

matalll) t0 stop the account creation process. No information is saved if

the “cancel” button (
the process is canceled.

9. Once the account is created a confirmation screen is shown. An email is sent to the Work Email
address provided with a link to activate the account. You will not be able to log in until the

account is activated using the link in the email.

Figure 3: Account Creation Confirmation

Jor SITE POINTS OF CONTACT Login

We have successfully created your account. Please check your email for instructions on how to enable your account.

Account Created

An email with instructions on how to unlock your account has heen sentto the email address you specified while registering. The email will have a
link thatyou can click on to automatically unlock your account and take you to the Site Point of Contact Fortal Login Page.

RETURN TO LOGIN PAGE
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LoggingIn
Once an account for the portal has been created and activated, you can log into the portal from the
BHW Program Portal for Site Points of Contact login page (Figure 3).

Complete the following steps to log into a BHW Program Portal for Site Points of Contact account:

1. From the BHW Program Portal for Site Points of Contact login page, enter your email and
password. The email address is the Work Email you provided when the account was created.

Figure 4: Logging into the Program Portal

Jor SITE POINTS OF CONTACT

Login

Please log in using the flelds below:

Your Email * N E R = 8 | ]

‘Your Password * i N 1
forgot o7
DIQOL YOLIF DESSWOR ot

. LOG IN ,
2. Select the “login” button ( ) to log into your account.

Failed Login Attempts

If the email and password combination is incorrect, the system will display a warning message. After
three (3) failed login attempts your account will be locked and cannot be accessed until the password is
reset.

10



BHW Program Portal for Site Points of Contact User Guide 4/12/2017

Resetting or Changing a Password
To reset or change your account password, select the “forgot your password?” link below the password

field on the login screen and complete the following steps:
1. Enter your email address in the field provided. This is the Work Email address you entered

NEXT
when the account was created. Select the next button ( ) to proceed.

Figure 5: Provide Your Email Address

Forgot Password?
= vequtred field

Step 1: Enter email address helow

Email Address ™ EE u i

NEXT

2. Answer the security question in the field provided to reset your password. Select the submit

SUBMIT
button ( ) to submit the answer.

Figure 6: Answer Your Security Question

Forgot Password!
* vequired field

Step 2: Answer your security question below to have your
password reset.

Whatis the street number ofthe house you grew up in?

*
Answer® g

SUBMIT

3. You should receive an email containing a link to reset your password. If you do not access this
link and reset your password within two days, the link will expire and you will have to request a

new one.

11
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Part 3: Managing Your Account and Contact Information

Once logged in to the BHW Program Portal for Site Points of Contact, you can make changes to your
account and Program Portal Profile information as needed. This section of the user guide demonstrates
how to keep your account and contact information up to date.

Updating Your Account Settings

Updating your account settings allows you to update your email address, password and security
question. To access your account settings, select the “Account Settings” link in the toolbar at the top of
the Program Portal.

Figure 7: Accessing Your Account Settings

—
f: R OR(J$ {i}vlj. fm’ SITE POINTS OF CONTACT My Messages Account Settings Log Out

BCRS

Changing Your Email Address
To change the email address used to log into your account, complete the following steps:

1. Access your Account Settings
On the account settings page, under the “Change Email Address” section enter and confirm your
new email address and enter your current password.

button ( Change Email

3. Select the “change email” ) to change your email.

4. The new email address can now be used to access your account.

Changing Your Password
To change the password used to log into your account, complete the following steps:

1. Accessyour Account Settings.
On the account settings page, under the “Change Password” section enter and confirm your
new password and enter your current password.

Change Password

3. Select the “change password” button ( ) to change your password.

4. The new password can now be used to access your account.

Changing Your Security Information
To change the security question and answer used to unlock or reset your account, complete the

following steps:

1. Accessyour Account Settings.
2. On the account settings page, under the “Change Security Information” section, select a new
security question and answer and enter your current password.

12
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3. Select the change “security information” button (
your new security question and answer.

Change Security Information ) to set

4. The new security information will now be used to unlock or reset your account.

Figure 8: The Account Settings Page

A Home Account Settings

Account Settings

Your Current Email Address:

CHANGE EMAIL ADDRESS
New Email Address

Confirm New Email Address

Current Password

Change Email

CHANGE SECURITY INFORMATION

CHANGE PASSWORD
Create New Password @

Confirm New Password

Current Password

Change Password

Security Question Li ] Select

Answer

Current Password

Change Security Information

13
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Updating Your Program Portal Profile (Contact Information)

Your Program Portal Profile contains your contact information and your job responsibilities. Once you
have created and activated your account, you can update your Program Portal Profile at any time. Itis
important to keep your profile information up to date, as this is the information the BHW will use to
contact you about any important and time-sensitive information.

You can update your Program Portal Profile by selecting the “Update My Program Portal Profile” link in
the “Need Assistance?” section at the bottom of the Program Portal landing page.

Figure 9: Accessing You Program Portal Profile

Need Assistance!?

I NEED TO ... CONTACTUS

Submit a New NH&C Sita Application » ¢ Forsupport, please contact us at 1.800-221-9333 (@, Monday through
Friday (except Federal holidays), 8 am to 8 pm ET.

Update My Program Portal Profile »

The following information can be updated and edited as part of your Program Portal Profile. Fields

marked with an asterisk (*) are required:

e Job Category*

e Specific Job Title*

e  Primary Work Phone Number*

e Alternate Work Phone Number

e Work Fax Number

e Company Name*

e Work Address Line 1*

e Work Address Line 2

e  Work Address City*

e Work Address State*

e  Work Address Zip Code*

e Job Responsibilities*
0 Who do you work with?
0 What doyoudo?

(At least one selection must be made for each
question in the Job Responsibilities section of
the Program Portal Profile.)

The job responsibilities entered in this section

Figure 10: Your Program Portal Profile

Update My Program Portal Profile
- sepadnad

WORK LOCATION

Company Name
s Line 1 © -

AcressLioe 2

e
Zpcose-

EMAIL AND PA$SWORD

st sccesses c2n only bs sdied on the Aoacunt Saings cage

JOB RESPONSIBILITIES

susmIT

of the Program Portal Profile represent your “default” job responsibilities. Your job responsibilities will
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determine your roles and responsibilities at your site(s). For more information on POC roles and
responsibilities, reference Appendix A of this guide.

SUBMIT
When you have completed updating your profile information, select the “submit” button (

to commit your changes.

Job Responsibilities at Multiple Sites
If you are a POC at multiple sites you have two options for managing your job responsibilities at each of
your sites.

1. Apply your default job responsibilities to all sites — this is the default option and will apply the
job responsibilities selected on the Program Portal Profile to all your sites.
2. Individually manage job responsibilities at each site — this option allows you to set your
responsibilities at each of your sites.
a. Select the checkbox next to “Individually Manage Site Roles” and the screen will display
options for each of your sites.
b. Select your job responsibilities for each of the sites. You must make a selection for each
site. You will not be assigned job responsibilities for sites without a selection.

Figure 11: Job Responsibilities at Multiple Sites

A= a Point of Contact for multiple sites, your above selecti are aut tically applied by default at each of your sites and will be
applied to any new sites in the future. if necessary, you can manually select different job responsibilities at each of your sites by

selecting the check box below. These selections will override your defaults at those sites.

Individually Manage Site Roles

- Blicounty HOSPITAL

What do you do?

[]1 cwn, cwersee, or manage my site(s) or 4 significant potion of my sites) andfer | understand and
can answer questions about site policies and operating procedures.

DI hire and/or recruit new employees.

chan fficially confirm pl t status, work schedules, andior ab of pl at my

site.

- COUNTY HOSPITAL

What dooyou do?
I aln, owerses, of manage my sitels) or a significant potion of my site(s) andfor | understand and
can answer questions about site policies and operating procedures.

I hire andfor recruit new employees,

chan fficially confirm pl t status, work schedules, andior ab of pl at my

site.

— COUNTY HOSPITAL

What dooyou do?

I aln, owerses, of manage my sitels) or a significant potion of my site(s) andfor | understand and
can anawer questions about zite policies and operating proceduras.

[T11 hire andror recruit new smployass.

Ican fficially confirm pl t status, work schedules, andior ab of pl at my
site.

SUBMIT

15



BHW Program Portal for Site Points of Contact User Guide 4/12/2017

Annual Program Portal Profile Update

Every 12 months you will be asked to review and verify your Program Portal Profile information. This
will occur automatically upon login if your profile information was not updated. Please take a moment
to review your information in this case and make any updates as needed. This helps ensure that the
BHW has the most up to date contact information for you.

Idle Accounts

If you do not log into the Program Portal for 12 months you will be marked as “idle”. Your account will
still be active, but you will no longer receive email announcements of portal messages until you log in to
the Program Portal.

16



BHW Program Portal for Site Points of Contact User Guide 4/12/2017

Part 4: Viewing Your Sites

One of the primary functions of the BHW Program Portal for Site Points of Contact is to allow you, as a
POC, to view information about your site and the various programs your site supports. This section
outlines the functionality allowing you to view your site information.

The “My Sites” Table
Featured at the top of the BHW Program Portal for Site Points of Contact landing page, the “My Sites”
table displays a listing of all the sites for which you are identified as a POC.

Figure 12: The "My Sites" Table

My Sites

The Site Point of Contact Portal allows site points of contact to complete important National Health Service Corps (NHSC) and NURSE Corps program
activities. Below are sites for which you are a point of contact. Please click on the name of the site to See additional site information, view clinician resters,
manage site and profile information, submit site recertification applications, and communicate with program staff

Site Name Address Active My  Alers
Afiiliation  Tasks
[ | | | | NHSC 0 Add required points of contact. Click
on site name and "Manage Points of
Contact’
H B s [ | NHSC 0 1 position(s) will expire within the
NURSE next 15 days
Corps
NHSC 0
0
I .
| | NURSE 0
- Corps

The table displays the following information about each of your sites:

e Site Name
0 Site name is the name of the site recorded by the BHW.
e Address
0 Address is the physical address of the site recorded by the BHW.
e Active Affiliation
0 Active affiliations are values shown depending on which BHW programs this site is
approved to support.
0 If no active affiliations are listed, then the site is not currently approved for any BHW

programs.
e My Tasks
0 “My Tasks” displays a count of any tasks or activities that may require your attention at
the site.
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(0}

Alerts
(0]

Selecting the site name will take you to that site page where the specific tasks can be

Alerts display when urgent action is needed. There are currently three types of alerts
that will display:

“Add Required Points of Contact” — This alert will display when the site is missing
required POC information. Reference the “Managing Points of Contact” section

of this guide for more information on POC requirements for sites.

“X Positions will Expire in the Next 15 Days” — This alert will display when an
open position posting by the site through the Job Center is about to expire. If
the position posting is not renewed, the posting will be removed from the Job
Center on the expiration date. Reference the “Managing Open Positions”
section of this guide for more information about posting open positions.

“Site Approval will expire within the next X days” — This alert will display when
the site’s NHSC approval is expiring soon. Please take action to renew the site’s
approval or it will no longer be eligible to support NHSC programs. Please
reference the NHSC Site Reference Guide for more information about sites and
the NSHC.

Why Don’t I See My Site(s)?
The “My Sites” list only displays sites that the BHW has confirmed you as a POC for . You are not

automatically added as a POC for any site based on your account information alone. There are three

ways that you can be added to a site:

1.

You are added as a POC by the BHW.
You are added as a POC by another confirmed POC at the site. Another POC can use their
Program Portal account to add you as a POC for the site. Reference the “Managing Points of

Contact” section of this guide for more information.
You submit a site application. If you submit an application for a new site, you will automatically

be added as a POC for that site. This applies to NHSC sites only.
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Viewing a Specific Site

4/12/2017

To view additional information about a site or perform self-service activities, select the site name from

the “My Sites” list.

The site landing page displays information about the

site and provides access to self service functions.

The following information is displayed about the
site on the right side of the page:

e BHW ID —This is a unique identifier.

e Sjte Name

e Site Address

e Highest HPSA Scores — The highest HPSA
score in each of the three disciplines that
apply to the site. Not all sites will have a
score for all three disciplines.

e Site Status — The status of the site for
various BHW programs and the expiration
date for the approval of that program (if
applicable).

e (Contact Information

e Additional Site Information
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Figure 13: Viewing Site Information
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Part 5: Site Self Service

One of the primary functions of the BHW Program Portal for Site Points of Contact is it allows you, as an
identified POC, to perform self-service activities for your site. This section of the user guide will highlight
the self service functions available to you and your site.

The self service options available depend on the job responsibilities identified as part of your Program
Portal Profile. For more information on POC roles and responsibilities, reference Appendix A of this
guide. You can access the self service options by selecting the site name in the “My Sites” list, and
choosing from the options in the self-service list on the left hand side of the screen.

Figure 14: The Self-Service Menu

Self-Service

Manage Current Job Openings »
View Clinician Roster »

Manage Points of Contact »
Manage Site Profile »

Site Visits »

Managing Currentjob Openings
Select the “Manage Current Job Openings” link to manage job opening for the site. Job openings for a
site can be posted publically on the Health Workforce Connector. POCs who indicate that they hire

and/or recruit new employees for the organization can manage current job openings at their site. (At
this time, only job openings for NHSC sites may be posted to the NHSC Jobs Center).

Figure 15: Open Positions

lUze the options below to create and edit job openings at your site. Changes made will be reflected on the NHSC Jobs Center.

OPEN POSITIONS

Discipline Specialty Waork Schedule Posting Expiration Last Updated

127339 Murse Prac. OR Phy. Assistant Adult Full-Time 06/14/2016 02472016

Create New Position »

History of Positions »
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The “Open Positions” table shows any positions currently being advertised as open at the site. To edit a
position, select the ID of the position.

Creating a New Position

o, " e Create New Position »
To open a new position, select the “create new position” button ( ). When

editing or creating a position, you will be asked to provide the following information about the position.
All fields are required:

Discipline

Specialty

Work Schedule: Full-Time or Part-Time
Estimated Hours per Week

Position Description (4,000 characters maximum)
Posting Start Date

Projected Hire Date (The Projected Hire Date may not exceed 365 days (1 year) from the Posting
Start Date. Entering a Projected Hire Date will auto-populate the Posting Expiration Date with a
date that is 90 days after the Projected Hire date. The position will be removed from the NHSC
Jobs Center on the Posting Expiration Date.)

Noukswne

8. Posting Expiration Date (Maximum 90 days from Projected Hire Date) — You can automatically
set the maximum expiration date by selecting the “set maximum expiration” button (

Set Maximum Expiration

).
9. Annual Salary
10. Additional Benefit Details (1,000 characters maximum)

The posting start and expiration dates will determine the timeframe when the position will be visible on
the Job Center.

Closing an Open Position
To close an open position, select the position from the list and select the close position button (

CLOSE POSITION ] ) .
). Please provide a reason for closing the position when prompted, and select the

CLOSE . . . . . .
“close” button ( ) to close the position. The position will be closed immediately and will no

longer appear on the Health Workforce Connector.

To view a history of all positions posted for the site, select the “History of Positions” link.
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Viewing the Clinician Roster
Select the “View Clinician Roster” to view a list of all BHW clinicians who are currently fulfilling a service

obligation at your site. Clinicians who are not part of a BHW program will not be shown.

The clinician roster lists the following information about each clinician in service at your site:

e Name

e Discipline
e Specialty
e Program

Figure 16: Viewing the Clinician Roster

Clinician Roster
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e Work Schedule (i.e. Full-Time or Part-Time)

e Start Date

e Obligation End Date — the date by which their program service obligation will be fulfilled.

4/12/2017

If your site does not currently have any clinicians in service, a message display stating that the site has

no clinicians in service.
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Managing Points of Contact
Select the “Manage Points of Contact” link to edit, add or remove points of contact from your site.
Selecting the link will display the point of contact list for the current site.

Figure 17: Viewing the POC List

Site Points of Contact (POC)

Site Points of Contact

Last Login  Roles
Date

#ddd fddress (oon) Fotive  OTFEIAD14 NHSC Personnel
000-0000 “derifier

HNHSC
dministrator
NHSC Recruiter
HURSE Comps
Rersonnel Lerifier
HURSE Comps
dministratar
NURSE Cops
Feecriter

133 foyuhers &t ooy . Inactive  Famela NHSC Reomiter
. aytoun, Wi 000-0000 ilson has NHSE
not created 3
potal
account

Administrator
MHSC Personnel
“rifier

HURSE Comps
Personnel “erifier
HURSE Comps
Feacruiter

NURSE Cops
#dministratar

123 Paywhere St (oooy Potive 084112014 NHSC Personnel
Fnytoun, ST 29837 0000000 ‘rifier
NHSC Recruiter
NHSC
dministrator

Add Another Site POC

The point of contact list displays the following information about the site’s points of contact:

e Name
e Work Address (Address)
e  Primary Work Phone (Phone)
e  Work Email (Email)
e Status
0 Active — An active POC has created, activated and logged into their account within the
last 12 months.
0 Inactive — An inactive POC has created an account, but has not activated it or logged in.
0 Idle — Anidle POC has created and activated an account, but has not logged in 12 or
more months.
0 No Account — A POC with “No Account” has never created a Program Portal account.
e Roles
0 More information on POC roles and responsibilities can be found in Appendix A. These
roles refer to the types of POCs the BHW is interested in at each site:
= POCs who own, oversee, or manage a significant portion of their organization
and have the ability to answer questions about organization policies and
operating procedures.
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= POCs who manage and can confirm employment status, work schedules, and/or
absences of employees within their organization.
= POCs that hire and/or recruit new employees for the organization.

Adding a New POC

Select the “add another site POC” button ( Add Another Site POC ) to begin the process of

adding another POC to the site. There are 3 methods available to add a new POC; the portal will walk
you through each one of them in order:

Method 1: Add POC from Site Network

The first method is adding a POC from another site in your site’s organization network. In order to add a
POC in this way, your site must be part of a larger organization network, and the BHW must have other
sites of this network identified.

Figure 18: Adding a POC from the Site's Network

ADD POC FROM SITE NETWORK

Please search for your Point Of Contact within your current site netwark.

Select v Add [T1 1o nat see my POC listed Search NHSC Datahase

To add a POC from your site’s network:

1. Select the POCs name in the dropdown.

Add

2. Select the “add” button ( ) to add them to the current site.

If you do not see the POC you would like to add in the dropdown, select the checkbox next to “l do not

. . 5 h NHS5C Datab
see my POC listed” to activate the “Search NHSC Database” button ( R e ).

Once active (yellow), select the button to proceed to the next method of adding a POC.
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Method 2: Add POC from the Database
The second method is adding a POC from the database. It is possible that the POC you are trying to add

is already in the system. To search for and add a POC from the database:

1. Provide information in at least one of the following fields:
a.

b.
C.
d

Figure 19: Searching the C POC Database

Search NHSC Database

POCFi

ADD POC FROM NHSC DATABASE

To search far your Pont OF Contact in the NHSE database. please artér one or mor of the flkwing ciiteria

POC First Name

POC Marng

POC Prienaey Erail

POC Primary Phone Number

Search

rst Name

POC Last Name
POC Primary Email

POC Primary Phone Number

2. Select the “search” button (- 2&arch

3. Select the “Add” link at the right hand side of the row.

Figure 20: POC Search Results

Patential Matching Persons

Hame Address

- 173 Anpwhone 51, Antown, 10 B2
123 Angwhne 51, Anytown, M| 3555

123 Anpwhine 31, Anytown

123 Anpwhare St., Anytown, WA 98310

| 123 Anywhere St., Anytown

123 Anpwhere St., Anyiown, GA 30152
123 Anywhere St., Anytown, M| 40047
B W |3 Anywher St Anytown, GA 0120
123 Anywhere St., Anytown, LT 24331
123 Anywhere St., Anytown, O 73114

- 123 Anywhere 51, Anylosn, TX PHZ27

) to view the results of your search.

Phone Emall

WO p— —

(OO0
DON0O00000

0000000000 =

[LELEitiii]

Mo, ey POC i not listed in these matches Enter New POC

Add

Add

Addd

Addd

Aeld

Addd

Add

Add

Add

Add

Add
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A POC adding from the database will need to confirm their assignment by selecting a link contained

within an automatically generated email.

25



BHW Program Portal for Site Points of Contact User Guide 4/12/2017

If you do not see your POC listed, select the checkbox next to “No, my POC is not listed in these

- . Ent N POC .
matches”. This will activate the “enter new POC” button ( nter e ). Select this button to

proceed to the next method of adding a POC.

Method 3: Enter a New POC
The final method of adding a new POC is to create a new POC. When creating a new POC, please

provide the following information. Fields marked with an asterisk (*) are required.

Figure 21: Adding a New POC
o Title*

o First Name* _l_:J':ttu New POC Information

e Last Name*

e  Suffix

o  Work Email*

e  Primary Work Phone*
e Alternate Work Phone
e Work Fax Number

e Company Name* _
e Work Address Line 1* .

e Work Address Line 2 ot
e Work City*

e Work State/Province/Region*
e Work Zip/Postal Code*

. . L . ) y ” SAVE
Once you have provided information in all required fields, select the “save” button ( ) to create

the new POC.

Editing a POC
Select the POC’s name from the site POC list to edit the information. Modify any of the information on

SAVE .
the page and select the “save” button ( ) to update the POC. Please note you cannot edit the

work email of another POC, as this would modify their account settings and affect their ability to log into
the portal.

Removing a POC
To remove a POC from a site, select the POC’s name from the site POC list. On the bottom of the page,
there are two options for altering the POCs relationship with the site:
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Clearing POC Responsibilities
To remove all roles and responsibilities of the POC at the site, but leave the POC on the site’s POC list,

I CLEAR RESPONSIBILITIES . .
select the “clear responsibilities” button ( ). This will remove all POC roles

and responsibilities at this site only. The POC will be prompted to select new roles and responsibilities
when they next log into the Program Portal.

Removing the POC from the Site
To completely remove the POC from the site (e.g. they no longer work there), select the “remove from

REMOVE FROM SITE
site” button ( ). This will remove the POC completely from the site, and they will

no longer appear on the site POC list.

Managing the Site Profile

Select the “Manage Site Profile” link to update the information about your site that job seekers can
review from the Job Center. Only POCs who indicate to hire or recruit new employees can manage a
site’s profile.

Step 1: Describe Your Site
Provide a site headline and a site description for your site. These will display on the homepage of your
site profile. Only the site description is required.

Figure 22: Describing your Site

STEP 1: DESCRIBE YOUR SITE
Site Hame [ ] [ |

Site Headline {limit 140 characters) Em ... -h- -
Frowide a conciae ovendew of your site's mission to assist a * m

Job seslier in underatanding the most important aspects of

your site
Site Description (limit 1000 characters) * m u u | u -
Enter 3 rore detalled description of your site here. You may = H EIN N BEN DN BNE BN .
include Important sendices you provide, features of your m u ™ u N . ™ - 3
community, etc. N BT REEE B S N 4
|| |
| m
u L N EEE. EET B E -
m u gmmgy =

Step 2: Verify Points of Contact
Verify that the points of contact for the site are correct. If changes need to be made, reference the

“Managing Points of Contact” section of this guide.
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Step 3: Upload a Brochure for Your Site

You can upload a one-page flyer or marketing brochure that you use to promote your site. Those who
view your site profile will be able to download this document. To upload a brochure select the “browse”
button and select the file from your computer. Please note that only jpg, doc and pdf files will be
accepted.

Step 4: Provide Site Details
Provide details in each of the four sections by selecting the check boxes next to each applicable item.

e Languages Spoken by Patients
e Services Provided

e Specialty Services Provided

e Other Benefits Provided

If you do not see a value in the list that you would like to indicate, you can enter the value in the field

Add 1t}

provided before the list and select the “add it!” button ( ) to add the value to the list.

Figure 23: Insert a Custom Value

Don't see what you're looking for?

Add [t!

Step 5: Provide Other Site Information
Provide details on the following information about your site. Required fields are marked with an

asterisk (*).

o Number of Patients Served Annually*
e Days/Hours of Operation*

o Facility Size*

e Site Email Address*

e Official Website

e Site Phone Number*

e Site Fax Number

e DUNS Number

You can also provide any other relevant web links. To add a web link, enter a name and the link address

I
in the fields provided and select the “add it!” button ( Suld ) ). To remove a web link, select the

Delete

“delete” button ( ) next to the link to remove it.

You can provide social media links: LinkedIn, Facebook, and Twitter.
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At this point, you will need to agree to the terms and conditions of the Rules of Behavior before you can
save your site profile. Select the checkbox next to the confirmation message to agree to the terms.

When saving your site profile, you have two options:

e To save and preview your profile, select the “save & view profile” button (

SAYE & VIEW PROFILE ) ) L ) .
). A preview of your site profile will open in a pop-up in your

browser. Please be sure you have pop-ups enabled for this website to preview your site profile.
e To save and continue (and not preview your profile), select the “save & continue” button (

SAVE & CONTINUE

Step 6: Managing Profile Images
You are able to upload images that will display alongside your site’s profile on the Job Center. To upload

an image:
1. Enter an image title.
2. Enter an image description.
3. Select the “browse” button and search your computer for your image.
4. Select the “upload image” button to upload the image to your profile.

Figure 24: Uploading Site Profile Images

UPLOAD NEW IMAGE

Image Title ™

Irnage Description ™

Upload Image Browsea.. | Mo fila selec

Upload Image

Managing Existing Images
Below the image upload fields is a list of all existing images on the profile. You have the options to make
the image the default profile image and to remove the image by selecting the “delete” button (

Delete )

After you have completed with images, you can save you profile. When saving your final site profile, you

have two options:
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e To save and preview your profile, select the “save & view profile” button (
SAVE & VIEW PROFILE . . S . .
). A preview of your site profile will open in a pop-up in your
browser. Please be sure you have pop-ups enabled for this website to preview your site profile.
e To save and finish (and not preview your profile), select the “save & finish” button (

SAYE & FINISH
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Site Visits

Select the “Site Visits” link to view pending and past site visits for the site. Site visits apply only to NHSC
approved sites and are conducted on a regular basis to ensure compliance with NHSC rules and
regulation. For more information about visits, please see the NHSC Site Reference Guide.

Figure 25: Site Visits

PENDING VISITS

Type Scheduled Date Status
Foutine 05182014 09:00 A Scheduled
PAST YISITS

Type Date Status

Routine 01/22/2014 Approved

Selecting the date of a past visit will open the site visit summary from the site.

Figure 26: A Site Visit Summary

— VISIT INFORMATION

Visit Date 01/222014
Visit Type Routine
Status Approved
Reviewer

Comments

Reviewer Name n

+ SITE YISIT ISSUES
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Part 6: Applying for a New Site
If you do not see your site listed in the “My Sites” list, and would like to become approved to support
BHW programs, follow the instructions for the programs you are interested in below.

Applying for the NURSE Corps

If you are interested in your site becoming an approved site for NURSE Corps programs, you do not need
to submit a site application. If you believe your facility may qualify as a Critical Shortage Facility or an
eligible school of nursing, please contact the BHW directly.

Applying for the NHSC

If you are interested in your site being an approved NHSC site, please submit an NHSC Site Application
only if your site has never been approved by the NHSC. If your site was approved in the past, please
submit an NHSC Site Recertification during the open recertification cycle by clicking on the site name
and choosing the "Recertify" option. Visit the NHSC website for more information about becoming an
NHSC approved site. Please be aware that the NHSC Site Application operates on an annual cycle and
may not currently be open. Please check the NHSC website for the most accurate cycle dates.

Apply For a New NHSC Site »

)

To start a new site application, select the “Apply for a New NHSC Site” button (
in the “New Site Applications” section on the Program Portal landing page.

Only POCs who have indicated that they own, oversee or manage a significant portion of their
organization and have the ability to answer questions about organization policies and operating
procedures can submit a new site application.

Reapplying for the NHSC

If you previously started a site application but did not submit by the deadline, had your application
denied, or otherwise canceled your previous application, you can reapply for the same site during an
open NSHC Site Application cycle. In order to reapply, select the site from your “My Sites” list and under
the “I need to...” section of the site page, look for the reapply link. The “Reapply” link will appear when
all the conditions stated below are met.

Figure 27: The Reapply Link

Need Assistance?

RECENT REGIUESTS
RegquestiD# Regquest Type Date Last Updated Status
51730 » Site Application 5482013 Rejected

View All Regquests »

I NEED TO ...

Reapply » o
o

Ask a Question »
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In order to reapply the following conditions must be met:

e The NSHC Site Application cycle must be open
e The site must have a denied or canceled site application on file (if the site was ever previously
approved, then it must submit a recertification during the separate recertification cycle, see
below)
e The site must be eligible to submit an NHSC Site Application
e The site must not have a preexisting application in one of following statuses
O In progress
0 Approved
0 Pending site visit

A reapplication follows the same process steps at the NHSC Site Application. Please refer to “Applying
for the NHSC” section detailed instructions.
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Step 1: Instructions and Eligibility

The first page of the NHSC Site Application is the instructions and pre-screening page. Please read all the
instructions prior to continuing with the site application. When you are ready to proceed, select the
type of site you are applying for from the dropdown provided. Based on your selection, you may be
asked to select a site sub-type as well. Please select the closest match to the site for which you are

applying.

Figure 28: Starting an NHSC Site Application

Start NHSC Site Application

*requtred field

INSTRUCTIONS

Welcome to the NHSC Online Site Application . Before you begin, carefully review the NHSC website, the NHSC Site Reference Guide T |, and the
MHSC Site Agreement (located in the appendix of the NHEC Reference Guide) to ensure your site meets all eligibility and program requirements. Sites
must meet all requirerments listed in the NHSC Site Agreement at tirme of application. If you have questions about the general application process or
prograrm requirernents, contact your State Primary Care Office. For technical issues in completing the application contact the NHSC Call Center at 1-800-
2219393 or GetHelpighrsa.gov.

If you are applying on behalf of multiple clinical site locations, please complete the mainfadministrative site application first. Each site location must submit
3 separate application and meet the same eligibility criteria in order to be approved by the NHSC. In order for NHSC obligated clinicians to receive service
credit for time spent at any clinical service site location, each clinical service site must obtain written approval from the NHSC. Please note that approval of
the main/administrative site does not indicate approval for affiliated satellite sites.

Type of Site * @ Salact j

The application will determine if your site is eligible to continue the application based on the site type
indicated. For a complete listing of NHSC eligible and ineligible site types, please refer to the NHSC Site
Reference Guide.

If your site type is eligible to continue with the application, you will be presented with a list of NHSC Site
Eligibility Questions. These seven “yes or no” questions will help to determine if your site’s operating
policies and procedures are in line with NHSC requirements. Please answer each of the questions
honestly for you site.

34


http://www.nhsc.hrsa.gov/downloads/sitereference.pdf
http://www.nhsc.hrsa.gov/downloads/sitereference.pdf
http://www.nhsc.hrsa.gov/downloads/sitereference.pdf

BHW Program Portal for Site Points of Contact User Guide 4/12/2017

Figure 29: NHSC Site Eligibility Questions

NHSC SITE ELIGIEBILITY QUESTIONS

As an official representative of the applying site, please answer each of the following questions. For mare information on NHSC member site eligibility
requirements, please visit the NHSC Sites website.

As an official representative of the applying site, have you read the NHSC Site Reference Guide TE and do you understand the program reguirements as
listed in the NHSC Site Agreement included at the end of the Reference Guide?

i¥es (O No

Is your site physically located in and does it serve the population of a Health Professional Shortage Area (HPSA) which corresponds to the services
provided at the site? (]

iYes (O Mo
Iz your site a Primary Care Cutpatient Facility, as defined below, or a CMS-certified Critical Access Hospital? L]

O Yes (O No

Does your site utilize a qualified discounted/sliding fee schedule and has it been in place for at least 6 months? @@

Yes (O No

Does your site deny services to an individual based on inability to pay or enroliment in Medicare, Medicaid or your state's Children's Health Insurance
Program (CHIF)?

1¥es O No

Does your site utilize a credentialing process which, at a minimum, includes reference review, licensure verification, and a guery of the National Practitioner
Data Bank (NPDB)?

O Yes (O No

Does your site prominently display a statement in common areas (and on site’s Web site if applicable) that explicitly states that 1) no one will be denied
access to services due to inability to pay and 2) there is a discounted/sliding fee schedule available? Examples of acceptable sign and website language are
located in the Downloadable Resources section of the NHSC website under "Site FPolicy Poster”.

(O Yes (O No

CONTINUE

OME Ne. 0915-0220 Expiration Date: 08/31/2017

Once you have provided an answer to each of the NHSC Site Eligibility Questions, select the “continue”

button (m). The “continue” button will not be active unless all the NHSC Site Eligibility
Questions have been answered. When selected, , the application will review your answers to determine
if your site’s policies and procedures are eligible for the NHSC.

If your site is deemed ineligible, a message will display informing you site ineligibility for the NHSC, and
you will not be able to continue with the application.
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Figure 30: Your Site is Ineligible

Eligibility Information

BACK TO

4/12/2017

Based on responses to the above gquestions, this site is not eligible for participation in the Mational Health Serice Corps (NHSC). For more information on
MHSC site eligibility and program requirerments, please review our website and the NHSC Site Reference Guide T . If you have additional questions,
please contact your State Primary Care Office or the NHEC Call Center at 1-800-221-9393 or GetHelp@:hrsa.gov.

PORTAL

If your site passes the NHSC Site Eligibility questions, you will be presented with the General Information

page of the application.

Note: Eligibility to complete an application does not equate to NHSC approval.

Step 2: Providing General Information
Provide the general information for the site by providing the following information in the fields

provided. All fields marked with an asterisk (*)

are required.

Site Name* (Please use the full, legal

name of the site)

Also Known as/Doing Business as Alias

Address Line 1*

Address Line 2

City*

State/Province/Region*

Zip/Postal Code*

County* (The dropdown is filtered by

state selection)

Site Phone Number*

Site Fax Number

Site E-Mail Address*

Site Web Address

Site Classification™®

Mailing Address

0 Select the checkbox if the

physical address and mailing
address are the same. If
different, please enter the
mailing address in the fields
provided.

Figure 31: General Information Page

(General Information
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When you have completed filling out the General Information for you site, select the “continue” button (

CONTINUED) +o proceed to the next part of the application. At any time during the application, you may

SAVE FOR LATER

select the “save for later” button ( ) to save all the information entered and return to

the Program Portal.

Site Duplication Check

Once general information has been entered, the system needs to ensure that the applying site is not a
duplicate of a site that already exists in the BHW Management Information System Solution. The name
and address provided will be run through the database to determine any exact or similar matches.

An exact match is found if the name and address you have provided match, character for character, a
site already in the data base. If this happens, a screen will be presented showing that an exact duplicate
has been identified. The application will be canceled and you will be notified to contact an existing site
point of contact. If there are no site points of contact, or they are otherwise unreachable, please
contact the Division of Regional Operations using the information provided. A portal message is also
generated with the duplicate site information for your future reference.

Figure 32: A site match has been identified

Site Match Identified

The site below has been identified as a match for the site information vou entered on the site application. Because the site already exists in our system,
your application has been canceled. Below is the site information we have in our records:

ABC Medical Center
5600 Fishers Lane
Rockyille, WD 20852

Please reach out to an existing BHW Point of Contact (FOC) at your site to be added as an additional POC. Once you have been added as a POC at this
site, the site will appear in your "My Sites” list on the portal homepage. Below is a list of identified POCs at your site:

Jane Doe jdoe.samplepoci@example. com
John Srith jsmith.samplepoci@example.com

If you are unable to reach any of the listed POCs at your site or the site information displayed in incorrect, please contact your BHW Division of Regional
Operations (DRO) state lead T .

RETURN TO PORTAL HOMEFPAGE

A “similar” match is founds if the provided site information meets any of the following criteria with one
or more sites in the database:

e Within a 1/4 mile of another site
e Within 5 miles of another site and has a similar name
e Within the same state as another site and has a similar name
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When a “similar” match is identified, you will be presented with a list of similar matches in a pop-up

window. If one of the sites in the list is the site you are completing an application for, select the “this is

my site” button (\Thisis My site )  The system will display the match screen and cancel the application as if

an exact match was determined (see Figure 31above). If your site is not listed, select the “my site is not

listed” button ( el ) to continue with the application.

Figure 33: Displaying similar site matches

BMISS has identified one or more sites that are similar to the site information that you have entered. Please review the list of sites below to ensure that you are not creating a

duplicate site. If the site you are attempting to create is listing in the table below, please select the site from the list

Matching Sites

Site Name Address

5600 Fishers Lane, Rockville, MD 20857-0001
5600 Fishers Lane, Rockville, MD 20857-0001
5600 FISHERS LANE, ROCKYILLE, MD 20857
5600 Fishers Lane, Washington, DC 20009

5600 fishers lane, Rockville, MD 20857

200 Hospital Drive, Glen Burnig, WD 21061

164 Kinman Ave. Suite A, Santa Barbara, CA 93117
1540 Florida Avenue, Modesto, CA 95350

ABC Medical Center 5600 Fishers Lane, Rockyille, MD 20852
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Step 3: Identifying Points of Contact

On this page, please identify all points of contact for your site. All sites which are not solo private
practices must identify a minimum of two POCs for each site. For more information about POC
requirements reference Appendix B of this guide.

Figure 34: Add and Edit Site POCs

General PoOC NHSC HPSA Supporting Agreement
Information Information Information Scores Documents

Points of Contact (POC) Information

Each service site must list 8 minimum of two points of contact (with the exception of solo private practices). At least one of these contacis must serve as a
“Recruitment Coniact.” If approved as a site, the "Recruitment Contact” will be listed on the NHSC Jobs Center.

Please note: You may only edit information for a site point of contact afier they have confirmed their association with your site.
Site Points of Contact
Name Address Phone Email Status Roles

Active
Add Another Site POC

SAVE FOR LATER CONTINUE

To add additional POCs select the “Add Additional Site POC” button ( Add Another Site POC ) and

complete the steps as presented. For more information about managing POCs at your site, reference
the “Managing Points of Contact” section of this guide.
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Step 4: Providing NHSC Information
This step of the NHSC Site Application asks for information specifically related to your site and the NHSC.
A response in each of the following sections is required.

1. Primary Care Services Provided — Figure 35: NSHC Information Page

Please select all the primary care

services your site provides. You
must indicate that your site

Guners POC NHaC HPaa Bupporting - Agrasment
inforemabion  Informsbon  Information  Bscrsc Dosumants

provides at least one service to _
NHSC Program Information
= regutvacfald

continue and submit your

Fisaxe aner iformaticn pertinig o the Clinicsl she whare NHEC disicians wil serve. Crparizstions wih more than one sibe location [Le. sateifis) most

a p p I icatl on susit an NHEG somlcaton far eacn cincal senios sie whers NHES Cincns mey ractics.

Primary Cans Sarvioss Frovided (sheok 20 that apply) -

o by the st by checking i sanvices balow

2. Nominal Fee — Please provide

it or denel Haaith

the nominal fee charged per P :5”;-”"'.":'1: s e o
your site’s discounted/sliding fee E::f--«t: S T
schedule. For more information e
on discounted/sliding fee P
schedules, please see the —
reference material here. e
3. Medicare Acceptance — Please S —
indicate if your site accepts —
Medicare. If your site accepts Do o e e ot e oves e
Medicare, please provide your m——
Medicare number in the space e e 0= 0%
provided. If your site does not S

be usatul i the raview of your NHES Site Asclication

accept Medicare, please indicate e
the reasons in the space
provided.

4. Medicaid Acceptance - Please
indicate if your site accepts Medicaid. If your site accepts Medicaid, please provide your
Medicaid number in the space provided. If your site does not accept Medicaid, please indicate
the reasons in the space provided.

5. Children’s Health Insurance Program Acceptance — Please indicate if your site accepts your
state’s Children’s Health Insurance Program (CHIP). If your site accepts CHIP, please provide
your CHIP number. If your site does not accept CHIP, please indicate the reasons in the space
provided.

6. Recruitment and Retention Plan — Please indicate if your site has a current recruitment and
retention plan on file.

7. You may also provide any additional comments that you would like the NHSC to take into
consideration when reviewing your application.
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When you have provided all the NHSC information required, select the “continue” button ( CONTINUE

) to proceed.

Step 5: Suggesting HPSA Scores
This step is entirely optional and may be skipped without penalty on the NHSC Site Application.

This step allows you to suggest which Health Professional Shortage Areas (HPSAs) you believe are
applicable for your site. To add a HPSA suggestion:

1. Use the HPSA Find Tool to location HPSAs for your site
2. Enter or copy the HPSA ID into the field provided

3. Select the “add” button ( Add ) to add the HPSA suggestion.

If you have questions about HPSAs, please contact your State Primary Care Office.

Figure 36: Suggesting HPSAs

HPSA Score Suggestion

SUGGEST A HPSA

You may suggest Health Professional Shoriage Area (HPSA) 1Ds which are applicable to Sample Site and based on verified information found in the HPSA
Find tool. The HPSA score must correspond fo the services (primary care, mental health, andfor dental) provided at this site location. This field is not
required for submission of the NHSC Site Application. NHSC and State Primary Care Office staff will verify this information and add all applicable HFSA [Ds
fo the application during the review process. If no HPSA exists for the physical location of the applying site, the site application will be denied. For additional
assistance in identifying the HPSA 1D, contact your State Primary Care Office.

Enter the HPSAID Add

Mote: The NHSC sysfem updates HPS4A scores annually on January 1=t If this field does not recognize a designated HPSA from the HPSA Find databasse,
piease confinue with the application. The application will be held and processed affer the January 1=t HPSA update if the application meets all other
requirements.

HPSAs Suggested by the Site

HPSA ID Name Auto HPSA Score HPSA Discipline Status
No 18 Primary Care Designatad Delete
H B [l No ;] Dental Designated Delete
No 19 Mental Health Designated Delete

SAVE FOR LATER CONTINUE
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Step 6: Uploading Documents
This step requires you to upload supporting documentation to support the information provided on the
NSHC site application. Please expand and read the “Document Instructions” by selecting the expand

section button ((F)).

To upload a document to your NHSC Site Application:

1.

Select the “upload document” button (
application.

Select one or more document types from the list. A single upload may satisfy one or more
document types.

Select the “browse” button ( M) and select a file from your computer. The file name
will appear in the field to the left of the browse button.

Upload Document ) to upload the document to the

Figure 37: Uploading Documents

= UPLOAD DOCUMENTS

More informiation about required documents, including samples or templates can be found on the NHSC Sites and Communities Page.

Select document type(s):

[ Folicies on Non-Discrimination*

[ piscou nted/Sliding Fee Schedule”

[ patient Application for the Dizcounted/Shding Fee Schedule®

[ piscou nted/Sliding Fee Schedule Policies*

O Phaotograph of Postad Signage®

D Proof of Access to Ancillary, Inpatient. or Specialty Care®

O NHSC Site Data Tables*

[ other Documentation Requested by NHSC or State Primary Care Office
Comment

Note: Flease submit il documents listed to facilate an efMclent review of your applcation. Although you might have submitted some or all of these documents 1o e NHSC with a previous application, the
RHEC ks requesting all document typas 10 ensure your site records remain cumant.

Browse... Upload Document

UPLOADED DOCUMENTS
File Name Document Types Comments
Sample Document.docx Discounted/Shding Fee Schedule Delete

Discounted/Shding Fee Schedule Policies

SAVE FOR LATER CONTINUVE

When all the required documents have been uploaded to the application, select the “continue” button (

CONTINUE

) to proceed.
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Step 7: Reviewing the NHSC Site Agreement

The final step in the NSHC Site Application process asks you to review the NHSC Site Agreement in full.
Please read through the agreement and select the boxes certifying the information in the application is
correct and that you represent your site.

To complete the application, sign the application by entering your password in the space provided and

).

Figure 38: Reviewing the NHSC Site Agreement

select the “submit” button (ot

Agreement For All Participating NHSC Sites

= 'reqz:&tﬂ’er_" fleld

NHSC SITE AGREEMENT

National Health Service Corps (NHSC) approved sites must meet all requirements stated below at the time of application and must ~
confinue to meet the requirements in order to maintain status as an NHSC-approved site.

This Agreement certifies that the site named on this application meets all NHSC requirements as outlined below, and |, Lar Gooding am authorized
to provide such cerification for the above named site.

1. Iz located in and treats pafients from a federally-designated Health Professional Shortage Area (HPSA).

2. Does not discriminate in the provision of services to an individual (i) because the individual is unable to pay, (i) because payment for
those services would be made under Medicare, Medicaid, or the Children’s Health Insurance Program (CHIFY, or (i) based upon the
individual's race, color, sex, national origin, disability, religion, age, or sexual orientation. (May or may not be appiicable to Indian Health
Setvice Facilities, Tribally-Operated 638 Heaith Programs, and Uirban Indian Health Programs (1TUs)].

a. Uses a schedule of fees or payments for services consistent with locally prevailing rates or charges and designed to cover the site's
reasonable costs of operation. (May or may not be applicabls fo ITUs, free clinics, or prisons.)

b. Uses a discounted/sliding fee schedule to ensure that no one who is unable to pay will be denied access to services. This system
must provide a full discount fo individuals and families with annual incomes at or below 100% of the Federal Poverty Guidelines

O certify that Sample Site currently mests all requirements lisied in the NHSC Site Agreement above and will continue to meet these requirements in
order to maintain status as an NHSC-approved service site. | also verify that all the information given in this NHSC Site Application is accurate and complete
fo the best of my knowledge and belief. | understand that it may be investigated and cerfify that the information given in this reguest is accurate and complete
to the best of my knowledge and belief. | understand that it may be investigated and that any false statement herein may be punished as a felony under U.S.
Code, Title 18, Section 21001 and subject me to civil penalties under the Program Fraud Civil Remedies Act of 1986 (45 CFR 79). | understand that
submitting my request does not guarantee its approval, and that it requires review for compliance with my obligation and program policies.

[ | certify that | am an official representafive of Sample Site.

PLEASE ENTER YOUR LOG-IN PASSWORD TO CONFIRM YOUR AGREEMENT:
Sign with your password =
SUBMIT

What Happens Next?

After your application is submitted, both your State Primary Care Office and the NHSC will review your
application to determine your eligibility. The complete review process generally takes one to two
months to complete. You will be notified through the Program Portal when a decision on your
application is reached.
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Approval Period and Recertification

Your approved NHSC Site Application is good for three years from the date of its approval. At the end of
three years, your site’s approval with NSHC will expire and your site will no longer be able to support
NHSC programs. To prevent this from happening, submit a NHSC Site Recertification prior to your site’s
expiration. (Recertifications may also be submitted for sites that have already expired). To submit a
Recertification, select the site from the “My Sites” list and in the “I Need To...” section select “Recertify”.

Only POCs who have indicated that they own, oversee, or manage a significant portion of their
organization and have the ability to answer questions about organization policies and operating
procedures can submit a new site application.

The NHSC Site Recertification follows the same process steps at the NHSC Site Application. Please refer
to “Applying for the NHSC” section detailed instructions.
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Part 7: Messages and Activities

Portal Messages

Portal messages are the primary means by which the BHW will communicate with Site Points of Contact.
Messages may be about changes to your site, upcoming important dates, task notifications or
application updates. Messages are delivered through the portal in the “My Messages” section. A
generic email notifying you of a new message is also sent to your work email address.

When a new message is received on the portal, you will be notified in two ways:

1. An exclamation symbol will appear next to the “My Messages” section (= ), and number of
unread messages will appear.

2. A notification box will appear on the top of the home page showing the subject of the most
recent message.

Figure 39: You Have a New Message

WOELIGE, Lart U U E)

fm’ SITE POINTS OF CONTACT My Messages 1 Account Settings Log Out

Employment Verification Initiated for[l gop o Moy >

View All Messages »

Viewing Your Messages

To view your Portal messages, select the “My Messages” link at the top of the Program Portal Landing
page. This will open the “My Messages” page which shows all your messages in a paginated list. The
newest messages are on the top of the list, and unread messages are marked with an exclamation point

symbol (). To read a message, select the name of the message to view the message.
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Figure 40: The "My Messages" Page

My Messages
| status __ Subject Dt |

Employment Verification Initiated for . ey 0A/1/2014
Site Application Approved for 0712372014

072014
Sita Application Approvad rerfll £ m _ D7/03I014
Site Application Approved for ___ L5k £, 07/03/2014
Site Visit Complatad - Sits Appravad for [l " OG/2E014
Site Visit Complated - Site Approved forlll SN NN DE/26/2014
Site Application Submitted for [l H EE j=—] (A ke )
Site Application Submitted for 08 14
Site Application Submittad for, 06/1372014
Welcoma to the BCRS Portall 0512014

Viewing and Completing Your Activities

As a POC, you will periodically be asked to perform certain tasks to help verify that your site and the
clinicians serving in BHW programs are in compliance. Activities that become available for completion
will appear in the “My Activities” section of the portal. This section is divided into two tables:

1. Portal Activities — This section displays tasks that are pending completion. Thislist is a
combination of all the tasks from all of your sites.

2. Recently Completed Portal Activities — This section displays tasks that were recently completed
by any of your sites. To view a complete list of tasks, select the “View all Activities” link below
the table.

Figure 41: Viewing Your Activities

My Activities

PORTAL ACTIVITIES

Activity Type Site Name Activity Description Status Due Date
Site Visits Pending Response Response for site visit on 2014-08-11 09:00:00.0 Issues |dentified  08/10/2014
In Service Verification Werification submitted by Subrmitted 08/31/2014
Employment Verification Employment ‘erification for Initiated

RECENTLY COMPLETED PORTAL ACTIVITIES

Activity Type Site Name Activity Description Status Date Last Completed By
Updated
Suspension Date Confirming suspension request dates Complete O&A11/2014 [ |
“Werification
Site Visits Pending ] Response for site visit on 2014-08-11 Issues DB/11/2014 [ |
Response 03:00:00.0. Identified
In Serice Werification “Werification of Zompleted by Completed 06AG2014
-—

In Serice Werification Werification of Completed 061672014

Completed by -
Employment . Employment Yerification for Complete 06A09/2014 .
Verification

View All Activities »
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The “My Activities” table contains the following information about your activities:

Portal Activities

e Activity Type — The type of activity that is pending completion.
e Site Name — The name of the site the activity is for.

e Activity Description — A short description about the activity to help differentiate activities of the

same type.
e Status— The status of the activity which varies by activity type.

4/12/2017

e Due Date — The date the activity needs to be completed by. Not all activities have due dates.

Recently Completed Portal Activities

e Activity Type — The type of activity that is pending completion.
e Site Name — The name of the site the activity is for.

e  Activity Description — A short description about the activity to help differentiate activities of the

same type.
e Status— The status of the activity which varies by activity type.
e Date Last Updated — The last date an action was taken on this activity.
e Completed by — The name of the individual who completed the activity.

The “My Sites” table on the top of the Program Portal homepage will also display the number of tasks

that are ready to be completed for each of your sites.

Figure 42: There are Some Tasks Ready for You

Site Name Address Active
Affiliation
| BN N = . NHSC
N "I NN B N H N NHSC
m E = MURSE Corps
mEE EEE = NHSC
MURSE Corps
- — —-— . PHSC

Selecting the name of the site to open the site page will allow you to view the activities available
specifically for that site.
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Figure 43: Portal Activities on the Site Page

PORTAL ACTIVITIES

Activity Type  Site

Mame

In Service
Verification mm

Employment
Verification

Site Visits
Pending
Hesponse

Activity Status Due Date

Description

“Yerification Submitted 085312014

submitted by

Emplayment Initiated

YYerification for

lssues 05102014

[dentified

Fesponse for site
vizit an
2014-03-11
09:00:00.0.

This section briefly covers the three most common activities seen on the Portal.

Employment Verifications

4/12/2017

When a clinician applies to become part of a BHW program, transfers to a new location or changes work

hours, an Employment Verification form is required. The BHW utilizes online forms only to verify

employment.

POCs who indicated that they manage and can confirm employment status, work schedules, and/or

absences of employees within their organization serve as the primary POCs for the completion of

employment verification forms. POCs who serve managers and/or site administrators serve as a backup

if needed.

To complete an employment verification form, select the activity from the activity list and complete the

following steps:

1. Review the instructions, site information and the participant information.

2. Answer the questions about the participant’s current (or future, pending) employment and

license to practice.
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a. You may indicate that the participant does not currently have a license to practice due
to the pending completion of a residency or other similar program. This is only available
if the participant’s discipline and specialty allow are eligible for a residency program.

b. If you indicate that the participant does not work at your site or does not have (or will
not have) a license to practice, the verification activity will be completed when you
attempt to continue.

Complete the employment information for the participant.
Complete any additional verification questions for the participant.
Provide any additional credentialing information for the participant.

o v kW

Indicate whether you performed a National Practitioner Databank search for this participant,
and if so, what the results were.

After providing all of the above information, select the “continue” button ( CONTINUE

the next page.

) to proceed to

Review all the verification information entered, confirm the verification request and sign the online form

SUBMIT
by entering you r password. Select the “submit” button ( ) to submit the form to the BHW.

CANCEL
Selecting the “cancel” button ( ) will cancel the request and no progress will be saved.

In-Service Verifications

For every six months of a clinician’s service, the BHW requires that the clinician report of the number of
days absent from the site to determine if the participant is in compliance. The BHW utilizes only online
forms to perform this verification.

Only POCs who indicated that they manage and can confirm employment status, work schedules and/or
absences of employees within their organization can complete employment verification forms.

The BHW relies on the site POCs to verify that the number of days absent reported by the participant is
accurate.

To complete an in-service verification, select the task from the list, and perform the following steps:

1. Review the participant information.
2. Review the number of days missed reported by the participant.
3. Indicate whether the number of days missed is accurate.
a. If the participant’s report is incorrect, please provide an explanation for the participant.
Sign the form by entering your password.

E

SUBMIT
5. Select the “submit” button ( ) to submit the form to the BHW.

If you indicate that the number of days missed is not correct, the participant will receive a task to
update their report.
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Site Visit Pending Reponses
When a site visit is performed and issues are identified for correction at the site, an activity is sent to the

site to collect information on the actions taken to correct the issues. To complete the site visit response

activity, select the activity from the list and perform the following steps:

1.

Review the site visit summary and the site visit issues.
Provide a detailed response on the actions taken to correct the issues identified.
Upload any supporting documents as required to verify the corrective actions taken.
a. Select the “browse” button and select the file from your computer.
b. Enter a document description.
c. Select the “upload” button.

SUBMIT RESPONSE
Select the “submit response” button ( ) to send your response back to the

BHW.
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Appendix A: Site POC Roles and Responsibilities

The BHW is interested in POCs who perform the following duties at their sites:

e Own, oversee, or manage a significant portion of their organization and have the ability to
answer questions about organization policies and operating procedures.

e Manage and can confirm employment status, work schedules and/or absences of employees
within their organization.

e Hire and/or recruit new employees for the organization.

When creating an account, you will self-select the duties you perform at your site from the options
above, and the duties that you indicate will determine the roles and permissions granted at your site. A
single POC can have multiple roles at a site and different roles at different sites. In addition to roles,
each POC will also be associated with one or more BHW programs. The roles are the same regardless of
program affiliation.

Administrator — If you indicate that you own, oversee or manage a significant portion of their
organization and have the ability to answer questions about organization policies and operating
procedures then you will be granted the administrator role. You will be responsible for ensuring your
site’s eligibility with NHSC programs, submitting applications and recertifications and answering any
questions about your site’s policies and procedures.

Personnel Verifier — If you indicate that you manage and can confirm employment status, work
schedules, and/or absences of employees within their organization you are granted the personnel
verifier role. You will be responsible for verifying participant’s employment status, work schedules and
days away from the site by completing employment and in-service verifications.

Recruiter — If you indicate that you hire and/or recruit new employees for the organization you will be
granted the recruiter role. You will be responsible for maintaining open positions and the site’s profile
for the Job Center.
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Appendix B: BHW Program Point of Contact Requirements
Each BHW program has its own requirements on the number and types of POCs that are needed to fully
support the participants at their sites. Currently the Program Portal for Site Points of Contact supports

the following programs:

e National Health Service Corps
e NURSE Corps

The following table shows the POC requirements for each program.

Program Minimum Number Administrator Personnel Verifier  Recruiter Role
of Physical POCs Role Required? Role Required? Required?

NHSC 2 YES YES YES

NURSE Corps 1 YES YES NO

Warning messages are shown on the program portal if your site does not meet the minimum POC

requirements for the BHW programes it is associated with.
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