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The Application and Scheduling Tool

Welcome to the NCQA online Application and Scheduling Tool for Accreditation, Certification and
Distinction programs. Organizations applying for the programs listed below can use the NCQA
Application and Scheduling Tool to apply for their survey.

Accreditation Programs
e Health Plan
¢ Health Equity
e Multicultural Health Care
e Managed Behavioral Healthcare Organization
o Case Management
o Case Management for Long-Term Services and Supports
e Population Health Program
o Utilization Management-Credentialing-Provider Network
¢ Wellness and Health Promotion
e Specialty Pharmacy Accreditation

Certification Programs
e Credentialing Verification Organization
¢ Health Information Products
e Physician and Hospital Quality
¢ Wellness and Health Promotion

Distinction Programs
¢ Health Plan Long-Term Services and Supports
e Managed Behavioral Health Organization Long-Term Services and Supports
e Case Management for Long-Term Services and Supports

What’s New

Health Equity Accreditation. This program adds new requirements to NCQA’'s Multicultural Health
Care standards, which focus on organizational diversity, equity, inclusion and reducing bias; collecting
gender identity and sexual orientation data; and reporting race/ethnicity stratified HEDIS measures.

The voluntary Health Equity Accreditation Plus option includes standards for assessing and
addressing social determinants of health.

Specialty Pharmacy Accreditation. This comprehensive, standards-based program evaluates a
specialty pharmacy’s ability to deliver patient-centered care. NCQA-Accredited pharmacies
demonstrate best practices for delivering the right medication to the right patient, at the right time—
with well-coordinated patient care and follow-up.

NCQA 2022 4
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Providing high-quality patient care is a top priority for specialty pharmacies. Specialty Pharmacy
Accreditation shifts the dynamic to a more collaborative experience that embraces innovation and
aligns stakeholders.

NCQA-Accredited Specialty Pharmacies demonstrate best practices for patient-centered care, making
them ideal partners in value-based payment arrangements that reward quality.

Specialty Pharmacy Accreditation evaluates these areas:
o Patient Programs.
¢ Organization, Administration and Compliance.
e Specialty Pharmacy Operations.
¢ Quality and Performance Improvement.

National Survey Application. For large organizations (with multiple sites) applying for a National
Survey, there is a new “Sites” tab. Organizations can add, update or remove affiliated accounts
associated with the survey, and are only required to purchase one IRT survey tool. Accreditation
statuses map to each site entity. Refer to National Survey.

Eligibility Tab. Contains general qualifying questions relating to the specific survey product of
Accreditation.

Survey Type. “Type” of survey has been added to the Home page of the application selection.

What You Need to Complete the Application

You need a computer with the following components:
e Google Chrome.
o Windows 32-bit operating system.
¢ Internet service.
¢ Active email account.

How to Access the Application
Step 1  Go to the My NCQA website.

Step 2  Your username is the professional email address you use to conduct business with NCQA on
behalf of your organization.

Enter your username in the Username field. Enter your password in the Password field.
Click Submit.

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

Step 3 When you have changed your password, click close this window to return to the Login
screen and log in.

Step 4 Click My Apps. Click Go to Site for NCQA Application Online. The Application home page
displays.

NCQA 2022 5
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How to Access Agreements

You can view and download the most current Agreement and Pricing Policy for the product you are
applying for under the Menu link on the main screen of the online application.

Step 1 Click Menu on the Navigation Bar at the top of any screen.
Step 2 Click Legal Documents.

Step 3  Click the down arrow in the menu to select Contracts or Pricing and access a list of
documents.

Step 4 Click Download next to the document you want and save it to your computer or network.

NCQA  Menu ~

Applications
Legal D
Legal Documents

Select the Legal Document Type to view:  Contract «

Show | 10 v | entries

Legal Documents

Select the Legal Document Type to J&v: Contract +

Show | 10 v entries Search
Agreement Title 1 Evergreen Products Download Agreement
BAAFINAL 7.21.2017 No 1. Health Plan Accreditation Download PDF

2. MBHO Survey

3 DM Accreditation

4. DM Certification

5 Case Management

6. CM-LTSS Accreditation, and Standards and Guidelines for
the Accreditation of Case Management LTSS

7. Physician and Hospital Quality

& Accreditation in UM and CR, and Cerification in UM and CR
9. Accreditation in UM, CR and PN

10. Population Health Program

11. Specialty Pharmacy

12. Health Equity Accreditation

CM 2020 AGREEMENT ESIG Yes Case Managemeant Download PDF

FINAL

CM ESIG FINAL 11.13.18 No Case Management Download PDF

CM LTSS 2020 AGREEMENT Yes CM-LTSS Accreditation, and Standards and Guidelines for the Download PDF

ESIG FINAL Accreditation of Case Management LTSS

CMLTSSESIGFINAL 111318 Mo CM-LTSS itation, and and Guidelines for the Download PDF
Accreditation of Case Management LTSS

CVO 2020 AGREEMENT ESIG s CVO Survey [—

FINAL 3.13.2020

CVOESIG FINAL 11.5.19 No CVO Survey Download PDF

DMAESIG FINAL 11.13.18 No DM Accreditation Download PDF

DMC ESIG FINAL 11.13.18 No DM Certification Download PDF

HE 2022 AGREEMENT Yes Health Equity Accreditation Download PDF

Showing 1 to 10 of 34 entries Previous - 2 3 4 Next

NCQA 2022 6



Measuring quality.
Improving health care

NCQA Online Application Users Guide

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

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

STEI‘I: Select an Organizafion

Please select the organization you wish to work on from the list below

Show | 10 «~ enfrigs Search: | simmons

NCQA Organization ID 1L Organization Name Applications Location

ACCRMOD - Agreements Signed
CVO - Submitted
HE - Mot Started
HP - In Progress

Simmons Health Inc. Washington, DC

! Showing 1 to 1 of 1 entries (filtered from 1,494 fotal entries) Previous n Mext

Step 2 The applications pertaining to your organization will display in the STEP 2: Review / Edit
Your Applications section of the screen.

$

Accreditation in UM, CR
and PN
2023

0
Status: Agreements Signed

Invoice Generated

Survey Start Date: 8/2/2023
Type: Fullfintreductory Option
Last Modified: 8/15/2022

Make Payments

Id: 6954030-23~DC-ACCRMOD-

STEP 2: Review / Edit Your Applications: Simmons Health Inc.

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

v

CVO Survey
2022

Id: 695403V-23~DC-CVO-01
Invoice Generated

Status: Submitted
Survey Start Date: 7/1/2023
Type: Fulliintroductory Option
Last Modified: 9/16/2022

Z

Health Equity
Accreditation
2023

Id: 695403U-23~DC-HE-01
Status: Not Started
Survey Start Date: 8/2/2023
Type: Fulllntreductory Cption
Last Modified: M/A

View Accreditation User's Guide
Updates and FAQs
View HOQ User's Guide

»

4

I

Health Plan Accreditation
2023

ld: 695403H-23~DC-HP-01
Sfatus: In Progress
Survey Start Date: 7/18/2023
Type: Renewal
Last Modified: 11/29/2022

NCQA 2022
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Step 3 Click Begin under the product for which you want to apply.

If you can’t complete the application in one session, you can save it and continue later. You will be

prompted to save your changes. Click Save and Continue.

UNSAVED CHANGES

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

Discard Changes and Continue

Step 4 When you are ready to continue, log on and click Continue.

STEP 2: Review / Edit Your Applications: Simmons Healih Inc.

Pick up where you left off by selecting an application you want te cenfinue

$

Accreditation in UM, CR
and PN
2023

Id: 6954030-23~DC-ACCRMOD-
0
Siatus: Agreements Signed

Invoice Generated

Survey Start Date: 8/8/2023
Type: Fullfintreductory Cption
Last Modified: 91572022

Make Paymenis

v

CVO Survey
2022

Id: 695403V-23~DC-CVO-01
Inveice Generated

Stafus: Submitted
Survey Start Date: 7/1/2023
Type: Full/Introductory Option
Last Modified: 9/16/2022

Z

Health Equity
Accreditation
2023

Id: 695403U-23~DC-HE-01
Status: Not Started
Survey Start Date: 8/8/2023
Type: Fulllintreductory Cption
Last Modified: NFA

View Accreditation User's Guide
Updates and FACSs
View HOQ User's Guide

"

4

'S

Health Plan Accreditation
2023

Id: 695403H-23~DC-HP-01
Status: In Progress
Survey Start Date: 7/18/2023
Type: Renewal
Last Modified: 11/29/2022

NCQA 2022
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If You Can’t Find Your Organization...

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

Step 1  If your organization has a current Accreditation/Certification, click | don’t see my Organization.
An NCQA account representative will contact you.

If your organization does not have a current Accreditation/Certification, click Start Application
pre-qualification process and indicate the product for which your organization wants to apply.
An NCQA account representative will contact you to determine your organization’s eligibility.

If you have a general question about the application and scheduling process, click | have
another question. An account representative will contact you.

Don't see what you need? [k

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

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

The Application Home Page
The Application home page lists all sections that must be completed. NCQA suggests you complete the
application in this order:
1. Organization.
2. Eligibility.
Contacts.
Products (not all NCQA product applications have a “Products” tab).
Survey.
Sites (not all NCQA product applications have a “Sites” tab).
Review.

© N o AW

Documents.
9. Finish.

Sections 1-5 These sections contain information NCQA has on file for your application. Fields
marked with an asterisk (x) are required; you must enter and save the information.

You cannot submit the application without completing the required fields.

Section 6 View and verify the changes you made in sections 1-4.
Section 7 Download and upload the documents pertaining to your application.
Section 8 E-sign the contract Agreement, generate a purchase order for the application fee and

submit the completed application to NCQA.

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

NCQA 2022 9
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How to Switch Between Applications

If you are completing more than one application at the same time, you can easily switch between them
without returning to the main application menu by following the steps below.

Step 1 Click APPS at the right side of any screen.

Step 2  Search for the application you want to move to. Click it to go directly to the application.

L 2:Contacts % 3 : Eligibility 4 : Products £ 5: Survey Q 6 : Review It 7 : Documents & 8: Finish

Step 1: Organization Identification Save Changes
Organization Name 2] Organization Id N
Seller's Healthcare Plan ACC-695402
Is the organization applying for survey the same legal entity named above or has the legal entity or name changed?* ®Same ONot the same H
Is the organization applying for survey currently in or since its last survey has it filed for bankruptcy or liquidation or been placed under supervision or E
receivership?* O Yes @ No L
P
ASAR Organization Type*
...... Frances Brown Health Plan ~
Parent Organization Family Name
Select a family name... ~ [
(o]
Phone* Fax Website™ P
Y
(202) 555-5555 cnn.com

SWITCH APPLICATIONS

Click an organization to switch to another application. Contact your ASAR if you do not see a requested application.

6 ~ | applications per page Search: | Sellers|
695402 Seller's Healthcare Plan $ Agreements Signed
Accreditation in UM, CR and PN 2023 (6954020-23~-DC-ACCRMOD-01) Survey Start Date: 8/1/2023

Last Modified Date: 8/9/2022

695402 Seller's Healthcare Plan & Not Started
CVO Survey 2022 (695402V-23~DC-CV(0-01) Survey Start Date: 8/21/2023
Last Modified Date: 11/30/2022

NCQA 2022 10
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How to Copy Information to Another Application

Step 1
Step 2

Step 3

Step 4

Click COPY at the right side of any screen.

Under each section, click to check the box next to each field you want to copy. Click to check

Select All to copy all fields listed under each section.

Search for the applications where you want to copy the selected fields. Click to check the box

next to each application to which you want to copy.

Click Copy.

COPY INFORMATION TO SIMILAR APPLICATIONS

Step 1: Select Organization Information to Copy
Select the information you would like to copy

Select All

QOrganization Type

Parent Crganization

Family Name

Phone

Fax

Website

Billing Address

Shipping Address

Health Plan

(202) 555-5699

UnitedForAllHealthcare.com

1100 13th St Nw
Washington, DC 20005-4051

Copy to These Applications
Select the applications to which you would like to copy this information

10 «~ applications per page Search: Charlie

577491 Charlie Brown & Associates Health Plan

u Health Plan Accreditation 2021 (577491H-21~DC-HP-04)

577491 Charlie Brown & Associates Health Plan
Health Plan Accreditation 2022 (577491H-22~DC-HP-05)

0O 577491 Charlie Brown & Associates Health Plan
Health Plan Accreditation 2022 (577491H-22~DC-HP-06)

Available Applications: 3 (filtered from 257 total) Previous - Next

< I < IR <. B <.

Select All

Accreditation Contact

CEO

Accounting Contact

Signatory

Step 2: Select Roles and Contacts to Copy
Select the roles and assigned contacts you would like to copy. If the

contact does not exist in a selected application, then it will be added. If
the contact does exist, then the contact's data will be updated.

Frances Brown

James Kelly

Frances Brown

Frances Brown

Step 3: Select Project Information To Copy
Select the information you would like to copy

Select All

s this a Virtual Survey No

Desired Survey Start Date 2022-11-15
Desired Survey Onsite Date 2023-02-02

1234 Blue Lane

Wl  Onsite Addres
B Onsite Address Blue City, MD 20745

NCQA 2022
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How to Enter or Update Organization Information

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

The Organization Name and ID are read-only and cannot be changed.
Answer both required questions at the top of the page.

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

L 2:cContacts % 3 : Eligibility 4 : Products = 5: Survey Q 6 : Review It 7:Documents | & 8: Finish
Step 1: Organization Identification
Organization Name (2] Organization Id >
Seller's Healthcare Plan ACC-695402
Is the organization applying for survey the same legal entity named above or has the legal entity or name changed?* OSame ®Not the same H
E
Note: If the currently accredited or certified organization has changed its name or has restructured its operations because of a merger, acquisition or L
consolidation since its last survey, please contact your assigned NCQA Applications and Scheduling Account Representative (ASAR) before completing the P
rest of this application.
A
p

Measuring quality.
Improving health care

Is the organization applying for survey currently in or since its last survey has it filed for bankruptcy or liquidation or been placed under supervision or
receivership?* ® Yes O No

This is a Reportable Event under the NCQA policies. If you have not reported this information to NCQA, please send this information to
NCQA-accreditation@NCQA. org.

If you answer “Yes” to the question above, this is a Reportable Event under NCQA policies.

Contact NCQA-accreditation@NCQA.org to report this information.

NCQA 2022 12
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Step 1 Complete the required fields for your organization.

Click the question mark icon for information about each section.

NCQA does not assign surveyors who work for competitors or organizations that have a contractual
relationship with your organization and are selected as conflicts, or who work for competitors or
organizations in the regions selected as conflicts.

Step 2 Click Save Changes. Click the next tab.

L2 Conloets | A 3:Digibiiyy | B 4:Produds | M 5: Surey Qe Review | M 7:Docments| @ 8: Fnish

Step 1: Organization Identification
Crganization Numﬁ Crganization Id
*
Sullors Hualthoara Plan ACC-BOGA0Z
It $he organization apolying for curvey the cams (sgal andity named abowe or hae $he Iegal sntity or nams changed™ Boame UNol e sama H
ke he croanization apnlying for survey currsndly In or clnoe e |sct curvey hac Hfied for banknuptoy or liquidstion or baan plscad undar cuparvickon of E
raoatvarcmin?® = vos ® o L
3
aBAR Onganization Type*
Frarcos Broam Select a type. LY ;
Organization Typs It requinsd F
B
Farant Organizetion Family Nama
c
Sen mily rama. b o
P
Phomss Fax Wabcdee ¥
Fhona |5 requirsd Wabsids |5 rsquirsd

Billing P«ddr\es | {Ackrin Sk euthcatin Shipping Address@) s s e

Eirpads ireet

Ellling &treet lc raquired

Clty* Cly

Ellling GiEy Is requirsd

Etnta= il Etubs Zlp
| Soioct & stane g | | | St & stk g
Ellling &tate Iz reguirsd Ellling Zip |c raguirad

Additional Information

Bplecied ananlxnﬂnnoonﬂlutc'n:: Belboied Ruulmmnﬂlur-::

NCQA 2022 13
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How to Edit or Update a Contact

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

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

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

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

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

Step 2 Click Save and Close.

Identification
|
Prefiz” Firs Marne® Midele Imitial Last Nams"
cpdert
Firs: Rame is required
e Credentials |3 max)
|
Title i3 Pequired
| Email’
| Emall 15 required
| Address use Jan atior ng Adoress Fhone & Fax
| swrear ‘vark Phone” Extension
Wark Phone ks required
| fweet 1 s requined
| oy Mabils Phans
City s requined
State” Zip® Fax
| Sedect 3 siate
| Sate s reguired Zip s required
|
| Saue and Ciose Cancel and Cigs

NCQA 2022 14
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How to Add a New Contact

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

Step 1 Click New Contact. Enter the contact information.

Step 2 Click Save and Close.

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

How to Assign a Role

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

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

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

Roles in bold and marked with an asterisk (+) are required.

Step 3 To deselect a person from a role, click Choose from the drop-down list. Click Save Changes.

Step 2: Roles and Contacts

Roles @

Accreditation Contact* Choose... b

A contact must be assigned to this role

CEQ* Choose... v

A contact must be assigned to this role

Accounting Contact Choose... hd

Accreditation Contact - CM Choose hd

Accreditation Corporate Contact Choose hd

Secondary Accreditation Contact Choose... hd

Signatory Choose... h

How to Inactivate a Contact

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

Step 1  Click the arrow next to the contact name to open the drop-down menu. Click Inactivate.

Step 2 Click Yes in the pop-up window to move the contact to Inactive Contacts.

F|-

Jim Barnes m 5
Halez sezignea: 0

Edit g

Inactive Contacts b

———— AL

NCQA 2022 15
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How to Reactivate a Contact

Step 1

From the Inactive Contacts list, click Activate next to the contact you want to reactivate.

Click Yes at the message prompt.

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

contact.

Eligibility

The NCQA Accreditation or Certification application has an “Eligibility” tab. Answer each required

question “Yes” or “No” as it relates to the survey product.

You must select the checkbox to acknowledge product eligibility.

If “No” is selected for one or more questions, the ASAR will email you to discuss eligibility requirements.

% | Crganizati & 2 - Contacts 4 Products | = 5: Survey f : Sites Q 7:Review | T 8:Document

Step 3: Eligibility

2

1

Question

Will your organizaticn releaze to NCOA all information required for NCQA Accredifation?

Wil your organizatien abide by the terms of the MCQA application, the Agreement for Health Plan Accreditation Survey agreement
(the HPA “Agreement”) and all other applicable NCQA policies, procedures, rules, regulations, and official documents?

Has your organization reviewed the current Standards and Guidelines for Health Plan Accreditation and confirmed readiness for
survey by desired survey siart date (able fo demonsirate compliance against survey requirements)?

Will your organizatien’s HPA programs being brought forward for Inifial Survey have been operafional for at least 6 meonths before
the survey tool is submitted fo NCQA?

Does your crganization comply with applicable federal, state, and local laws and regulations, including requirements for licensure?

Does your crganization cperate under an insurance license (e.g., HMO, POS, PPO, EPO)7?

Iz your organization the legal entity that issues a confract for insurance for a defined population or that confracts with an employer fo
provide managed care services for a self-insured population?

Dioes your organization provide services through am organized delivery system that includes ambulatory and inpafient health care
sites?

Dioes your organization provide a defined, comprehensive health care benefits package?

Droes your organization perform functions required by the Standards and Guidelines for Health Plan Accreditation, either directly or
through a service agreement?

Does your crganization have a process for moniforing, evaluafing, and improving the quality and safety of care provided o ifs
members?

Acknowledgment of Eligibility* _

By selecting, [ checkbox, you are confirming that Seller's Healthcare Plan has read and acknowledged all of the above eligibility criteria. If you have selected “Mo”
to one or more of the questions, your Applications & Scheduling Representative (ASAR) Frances Browm will be nofified fo discuss eligibility requiremenis.

NCQA 2022

Save Changes

Your Answer

O Yes O No

O Yes

O Yes

O Yes

0 Wes

O Yes

0 Yes

O Yes

O Yes

0 Wes

O Yes

-

-

-

-

-

-

-

-

-

-

No

) No

No

No
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Products

The Product section applies only to the Health Plan Accreditation, MBHO Accreditation and UM-CR-PN
Accreditation applications.

The Inception Date is the initial date when the organization offered services to members or clients
under the product.

Health Plan Accreditation

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

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

How to View/Edit Product Information
Step 1  Click Edit to update existing information.

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

| 1 Organization L 2 Contacts B 3 Products = 4 Survey Q 5 Review 11 8 Documents & 7 Finish

Step 3: Products Save Changes.
Current Product Lines and Products
<
Product Line Product Total d E Di Actions
Commercial HMO 15425 15425 No m
Marketplace HMO 15425 15425 No ' Edit '
Medicare HMO 80993 80993 No

NCQA 2022 17
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How to Add a New Product

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

You cannot add a product/product line that already exists in the system.
e — |

ADD PRODUCT

Product Line* Product*

Selecl... v Selecl.. -
Model Type Profit Status

Select... - Select... -

Date Of Inception® @

COVERAGE AREA(S)* @

Mo Coverage Areas enfered

Enrollment Select... Vm

MARKET NAME(S)

Mo marketnames entered

New Market Name m
Cancel and Close

How to Discontinue a Product
Step 1 Click Edit next to the product item. Click to check Discontinued. Click Save and Close.

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

Step 2  Enter the discontinue date.

EDIT PRODUCT: COMMERCIAL - HMO

Discontinued Product @ Discontinue Date™ @

Discontinued

Discontinue Date is required

Note: Only discontinue this product if your organization is no longer offering this product at the time of application to potential
members. Discontinuing a product will result in NCQA removing the Accreditation status for this product.

If your organization still offers this product, even if it is not being included in the NCQA survey or your organization anticipates
eliminating this product at some future date de not discontinue it at this time.
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How to Reactivate a Discontinued Product

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

How to Add Coverage Areas
At least one state must be selected under Coverage Area for each product.
Step 1 Inthe COVERAGE AREA(S)* section, click the drop-down list. Click to select a state.

Step 2 Click the Enrollment box and enter the number of members in the state.

If the product line is Marketplace/Exchange, enter the HioS ID assigned by CMS to the Marketplace/
Exchange product.

Step 3  After you enter all required criteria, press the Return key and click Add. Membership in all
states will be included in Accreditation. If a state’s membership should not be included, click
to uncheck the box under Included in Accreditation.

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

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

COVERAGE AREA(S)* @ Eiabams
Alaska
American Samoa
Total Enroliment is 5000 in 1 state(s) Enrollment Arizona ]
Arkansas
California
Colorado
Mote: If you have not selected the Include in Accreditation checkbox you are sf Connecticut it be
included in the Accreditation. Membership in all states will be included in accre Delaware of be

District Of Columbia
Federated States of Micronesia
Florida

included, uncheck the box under Include in Accreditation.

Georgia
Include in Accreditation Enrollment Stal Guam n
Hawaii
O 5000 District OF daho be
Ilingig
Indiana
lowa o
Include in Accreditation Enroliment State Action

5000 District Of Columbia Remove
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How to Remove a State From the Coverage Area List

Step 1  Click Edit next to the product. Click Remove next to the state you want to delete from the

product.

COVERAGE AREA(S)* @

Total Enrcliment is 2000 in 1 state(s) Enroliment Included in Accreditation is 2000 in 1 state(s)

s

Mote: If you have not selected the Include in Accreditation checkbox you are stating that this state’s membership will not be
included in the Accreditafion. Membership in all states will be included in accreditation. If a state's membership should net be
included, uncheck the box under Include in Accreditation.

Include in Accreditation Enroliment Hios State Action

2000 15252 Colorado

How to Update Enroliment Numbers
Step 1  On the Edit Product page, click the Enrollment text box to edit the number.

How to Add a Product Market Name

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

If the product is marketed locally under more than one name (for example, if benefit packages are
customized for large employer groups), list all names. If you will publicly report HEDIS data in Quality

Compass, list both the legal name of your organization and the product’s market name.

Step 1  Click Edit next to the product.

Step 2 In the New Market Name text box, type the name (no more than 100 characters). Click Add.

The name will be displayed on the list. Click Save and Close.

Step 3 To remove names, click Remove under Action. Click Save and Close.

MARKET NAME(S)

Name Action

UnitedForAll Choices

UnitedForAll Options Remaove

Discard Changes and Close

NCQA 2022
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MBHO Accreditation

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

To edit the product information for an MBHO, follow the steps in How fo View/Edit Product Information.

UM-CR-PN Accreditation

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

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

Step 2  If your organization is applying for UM Accreditation, enter the total number of members in
your organization and your organization’s clients.
Calculate and enter the percentage of members for whom your organization and your
organization’s clients conduct UM functions directly.
If your organization is applying for CR Accreditation, enter the total number of practitioners in
your clients’ practitioner networks and in your organization’s practitioner networks.

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

If your organization is applying for PN Accreditation, enter the total number of providers,
including the total in your clients’ provider network and in your organization’s direct provider
network.

Calculate and enter the percentage of the number of providers for whom the organization
performs PN functions directly.

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

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

Step 3 When you have entered all the information, click Save and Close.
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National Survey

A “Sites” tab is available for large organizations with multiple sites that are applying for a National
Survey. You can add, update or remove affiliated accounts.

Organizations have one application, one survey project and one IRT license to complete the survey and
generate an Accreditation status. The Accreditation status will map to each separate site.

Seller's Healthcare Plan (ACC-695402) ]

NCQA LEY = Health Plan Accreditation 2022 Logout

% 1:Organizati & 2: Contacts | % 3 : Eligibility 4:Products | = 5: Survey E 6 : sites Q 7:Review | It 8:Document: & 9 : Finish

Step 6: Sites
‘ 4= Add a site '
< >
Search-.

Org name Street 1 City State Zip H
Epcot 1100 13th Street NW Washington DC DC 20005 E
< P

Magic Kingdom 1100 13th Street NW Washington DC DC 20005 mﬂ
A
Morth Pole 1100 13th Strest NW \Washington DC DC 20005 ﬂﬂ E
S
C
o]
P
Y

Step 1  Under Step 5: Sites, click Add a site.

Step 2  Enter the site details in the text boxes. Click Save and Close.

Enter new site details

Org Name™ Type of Location
National Plan
Street* City*
State* zZip*
Select a state... v

Save and Close Cancel and Close
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How to Add a Specialty Pharmacy Site
Step 1  Under Step 5: Sites, click Add a site.

Step 5: Sites

=+ Add a site

Step 2 Add a site by Look Up NPI
¢ Insert the Site NPl Number in the text box. Click Lookup NPI.

o After the NPl number is generated, the rest of the information will automatically
populate.

e Complete the remaining fields and click Save and Close.

Manually Enter Information (for sites without an NPI)
e Enter text in all required (+) fields and click Save and Close.

Repeat these steps to add more than one site.

Enter new site details
NP1 ©
Lookup NPI Manually Enter Information
Site Name* Type of Location®
Select a type of location__. b
Street* City*
State* Zip*
Select a state... ~
Contact's first name Contact's last name
Contact's Title Contact's email
Save and Close Cancel and Close
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The Survey Section

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

This section also allows you to enter the date when your organization would like to start the survey
(Desired Survey Start Date), the date to start the onsite review (Desired Survey Onsite Date) and
the License Number.

If a product is not listed in the Product section, you cannot include it under the Survey section. If the Survey
Category should be different from the one displayed, contact your ASAR.

How to Add/Edit Evaluation Products

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

Step 1  Evaluation Option: Health Plan Accreditation. From the Health Plan Accreditation Details
section, click Edit next to the selected Evaluation Products.

Step 2 Review and select the appropriate Evaluation Option:

¢ Interim. For organizations new to NCQA Accreditation or whose NCQA Accreditation
status has been expired for more than 2 years. The survey is limited to a subset of
standards focused on policies and procedures. Interim status is effective for 18 months.

¢ First. For organizations new to NCQA Accreditation or whose NCQA Accreditation
status has been expired for more than 2 years. The survey covers most standards, and
organizations can achieve Full Accreditation status, which is effective for 36 months.

e Renewal. For organizations that currently hold an NCQA Health Plan Accreditation
status. Organizations can achieve Full Accreditation status, which is effective for 36
months.

e LTSS Distinction. Supplemental to NCQA Health Plan Accreditation; based on review
of an organization’s LTSS program against the LTSS Distinction standards.

— The organization has a current NCQA Accreditation status for the specific product
and product line under the First or Renewal Evaluation Option, or

— The organization is including the specific product and product line in the survey for
which it is applying under the First or Renewal Evaluation Option.

e Medicaid.

— The organization has a current NCQA Accreditation status for its Medicaid product
line under the First or Renewal Evaluation Option, or

— The organization is seeking Accreditation for its Medicaid product line under an
Interim, First or Renewal Evaluation Option.

e Medicare. Any Medicare Advantage organization is eligible for an NCQA MA Deeming
Survey if it has a SNP product.

— Enter the CMS contract number (which begins with the letter “H” or the “R”) you want
to include in the survey in the text box to the right of Medicare Advantage on the list.
To include more than one contract number, separate them with a semicolon.

Step 3 From the drop-down menu, click to select First, Interim, Renewal or LTSS. Click Add EP.
Click Save and Close.
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How to Remove an Evaluation Product
Step 1  Click Edit. Next to the Evaluation Product you want to delete, click remove under Action.
Evaluation Products [EPS)

Long Term Services and Supports hd Add EP

EF Name CMS35 Contract Action
Renewal Survey remove

Long Term Services and Supporis

Save and Close Discard Changes and Close

How to Add/Edit Selected Products for Each Evaluation Product
This does not apply to CVO, UM-CR-PN or WHP.

For Health Plan Accreditation, the Unit of Assessment indicates the product/product line combinations
to be included in the survey for each Evaluation Product. Users select the product line/reporting
product(s) they want to bring through survey for each Evaluation Product separately.

For other programs, the Unit of Assessment indicates the products or programs to be included in the
survey. Refer to How to Add User Defined Programs for Case Management and Population Health

Program.

Step 1  For Health Plan Accreditation: Go to Health Plan Accreditation Details under Step 4:
Survey Information. Click Edit next to Selected Evaluation Products (EPs) at the left side
of the screen, and select and save the Evaluation Products you want to include in the survey.

Step 2 At the right side of the screen, click Edit next to Selected Evaluation Product-Product
Line/Reporting Product.

Step 3 At the top of the Edit screen, select an Evaluation Product and a corresponding product line/
reporting product to survey. Click Add UA.

To select more than one product line/reporting product for the same Evaluation Product, repeat step 3
and click Add UA. Each selection will appear in the list below the selection boxes.

To select product lines/reporting products to survey under other Evaluation Products, repeat steps 2—3.

Step 5 For products coming through the First or Renewal Evaluation Option: Click to choose the
appropriate scoring option from the drop-down list and enter the HEDIS Sub IDs (if available).

The scoring option for the Interim, LTSS, Medicaid and Medicare Evaluation Options should be Not
Applicable.

Step 6 Click Save and Close.

NCQA 2022 25



NCQA

mieasuring qua
mproving health care

NCQA Online Application Users Guide

Selected Evaluation Product Line/Reporting Product

Renewal Survey W Exchange PPO W m

EP Name UA Name HEDIS Sub IDs Action

Renewal Survey Commercial HMO I:l remove
Renewal Survey Exchange PFO I:I remove

Save and Close Discard Changes and Close

How to Add User-Defined Programs for Case Management and
Population Health Program

Users can identify the names of programs being brought forward for Case Management and Population
Health Program under the Selected Program area of the Survey section. You can review, verify, edit
and save information in this section.

Step 1  Click Edit next to Selected Program. Enter the program name in the text box next to Add
User UA and click Add User UA.

Step 2  Enter the information for Date in Operation and Number of Patients. Click Save and
Close.

How to Remove a Product Line
Step 1 Click Edit. Click remove under Action. Click Save and Close.

How to Set, View and Edit Desired Survey Dates

Requested survey dates are assigned on a first-come, first-served basis and must be approved by
NCQA.

The Desired Survey Start Date is the date when the organization wants to start the survey (the date
when it will be ready to submit the completed survey tool). This date should be at least 6 months after
the application is submitted. Surveys always start on a Tuesday, so the start date should be on the
Tuesday of the week of the survey.

The Desired Survey Onsite Date is the first day of the onsite portion of the survey. This date is 7
weeks after the survey start date. Onsite surveys normally start on a Monday, so the onsite date should
be the Monday of the 7th week after the survey start date.

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

¢ No surveys start during the week of Thanksgiving or the week after Thanksgiving.
¢ No surveys start during the last 2 weeks of December.

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

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

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

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

Survey Tool License

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

The survey tool should correlate to the standards year for which you will be surveyed. For example, if
you plan to undergo a survey submission in the 2022 standards year (July 1, 2022—June 30, 2023),
purchase a 2022 license.

For Health Plan Accreditation products, purchase separate licenses for each Evaluation Option if your
organization is applying to bring different products/product lines through different Evaluation Options.

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

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

Step 1 You must purchase a license for each Accreditation Survey cycle. Go to
https://store.ncga.org/index.php/accreditation.html.

If you have purchased a license, enter the license number (5 digits) for the appropriate
product and standards year. Click Save.

Contact your ASAR if you have questions about how many survey tools to order.
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How to Review Your Application

Step 1  Click the Review tab.
Current Information indicates the information prior to your session.
Application Information displays the current value for each field in your application.
Rows highlighted in green indicate changes found.

Step 2 Review all changes. Click Edit to make changes.

Click Show only the fields that changed to see all changes at once.

28 1 - Organization L 2 Contacts 3 Products = 4 Survey Q 5 Review It 5 Documents & 7 Finish

Step 5: Review Application

PDF Version Y Show only the fields that changed

How to Use the Documents Section
Step 1  Click the “Documents” tab.

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

Only pdf, doc, docx, xIs, xslx or txt files can be uploaded.

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

Unless you are applying for one of the survey types above, you do not need to attach any documents
in this section.

Do not include legal documents here; those can be added in the Finalization step.

Step 6: Upload and Download Documents ‘

DOCUMENTS

>
Download files for this application, or upload attachments. Please do not include any legal documents here - they can be added in the next step.
H
Pricing Policy E
The Pricing Exhibit in NCQA Agreements is now a separate Pricing Policy. View and download the NCQA Evergreen Agreement and Pricing Policy directly L
from the Main Menu. NCQA will post an updated Pricing Policy at least annually in the application, in accordance with the Agreement and NCQA Policies P
and Procedures. A
The Agreement and Pricing Policy is available under the Menu link. Select Legal Documents. In the Select the Legal Document Type to View: select p
Pricing. Locate the Product that you are applying for and select "Download PDF" to review the Pricing and Cancellation Policy. p
5
C
Downloads Uploads 0
p
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How to Finalize Your Application

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

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

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

<

Finalize The Application

Congratulations! Your application appears to be complete and valid.

Once the application is finalized, it is no longer pessible to make any further changes

w o TP o rmI

Click Here to Finalize the Application

[z}

Step 2  After you click Finalize, the Agreements tab displays. Click the Agreement Document.

If you are an authorized signer, click to E-sign.

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

AGREEMENTS

™=  Please Sign the BAA FINAL 7.21.2017

™=  Please Sign the HPA 2020 AGREEMENT ESIG FINAL 8.9.2019

1 anfficaeney af which is hemhy acknawdedand the marties aee o fallaws: |

| am authorized to sign this BAA FINAL 7.21.20

If you are not authorized to sign this BAA FINAL 7.21.2017 then please select a signatory [Choose... | and then click on the | Zsendemsil to
send an email

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

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

Step 1

Step 2

Step 3

Step 4

Click to select a signatory from the Choose... drop-down list. Click send email.

= I TR T TR OV T T T TITETTITTET =TT TEC eI I =
silfirarney af whach s hereh v acknowledeed the naries aemee o ol lows:

| am authorized to sign this BAA FINAL 7.21.2017 [

If you are not authorized to sign this BAA FINAL 7.21.2017 then please select a signatory and then click on the & send email | to
send an email

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

filling the details below (click here) \

First Name Last Name

Title Email

click on the | & send email | to send an email

~

When you receive an email with a link to the application tool, follow the steps below.

Click the link in the email. Log in or create a new account, if necessary.

The signatory must be registered on My NCQA using the same email address in the application and must log in
using the same email address in the application, or they will not be able to sign the Agreements.

The Pending Agreements section will display and list all Agreements for which you are assigned as
signatory. Click View Agreements or click the drop-down arrow to open and view the application.

Pending Agreements

United For ALL Healthcare, Inc.
(ACC-577595)

CVO Survey 2021

Id: 577595V-22~DC-CVO-01
Survey Start Date: 3/8/2022
Last Modified: 3/1/2022

Click the Agreement and click to check | am authorized to sign checkbox.

Click to e-sign the Agreement. The Accreditation/Certification contact will receive an email
that the Agreement has been signed.

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

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

If the contact to whom you would like to send an email does net exist in the dropdown above. then you can send an email to a new contact by filling the details

below (click here)

Step 2  Fill out the contact information and click send email. The signatory should follow steps 2—4
above.

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

First Name Last Name
Title Email

click on the ™isend email | to send an email

How to Complete Payment and Submit

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

Step 6: Finalize, Sign Legal Agreements, and Make Payments

H

< L
PAYMENT P

A

# Item Amount Order Number Status E

1 Health Equity Accreditation 2022 Application Fee §6,000.00 Awaiting Invoice 5

C

Total® $6,000.00 Awaiting Invoice 0

P

Y

Create an Invoice

e
e

TR Click here fo generate an inveice for this application

" If applicable, taxes will be applied fo the invoice and final paymeant
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Click Create Invoice to generate an application fee. The invoice will also be emailed to the
main point of contact (Accreditation/Certification contact).

If the application fee is “$0,” no fee is due and the application will submit automatically when
you click Create Invoice.

If you are paying by credit card, click Pay Application Fee and follow the instructions.

If you are paying by check, click the Order Number to generate a purchase order for the
application fee. Download and forward the invoice and check information form to your
Accounting area to fulfill the payment and send the check to NCQA. Include the invoice
number when submitting the check payment.

When NCQA receives and records your payment, your application will automatically be submitted.
Your organization’s point of contact will receive a confirmation email that the application was submitted
successfully.

How to Access the Application and Agreements After Submission

Step 1
Step 2
Step 3

Go to the submitted application on the main Application screen and click Downloads.
Click Download PDF to view and download a copy of the application.

Click Agreements/Payments to view and download copies of the Agreements and
Application Fee Order.

v

Health Equity
Accreditation
2022

Id: 577595U-22~0DC-HE-01
Status: Submitted
Survey Start Date: 3/%/2022
Last Modified: 8/20/2021

Download PDF
Agreements | Payments

Download uploaded files
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