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PART 1 | INTRODUCTION

WHAT IS A SITE POINT OF CONTACT

A site point of contact (POC) is a person who serves as the coordinator or focal point of information concerning the
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

WHAT IS 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

PROPERTY OF HRSA | BHW
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PART 2 | REGISTRATION AND LOG 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.

CREATING AN ACCOUNT

To create a program portal account, you must first receive an invitation to join a site’s network by an

administrative site POC. Once you have received and confirmed the invitation, navigate to the portal home page

and complete the required fields below.

Sign Up
Create your Partal Account

Firsc Name

Michas

Lastc Mame

Robinzon

Ernail

Already have a Customer Service Partal Account? @

Sign In

Sign Up
Please set your security guestion @
Security Quastion

What is your favorite pet's name? v

Sweurity ARSwer

Buddy

Password Requirements

& password must contain:
¢ Minimum of eight (8) characters
¢  MNumerical digits (0-9)
# Enzlish upper-case characters (A-2)
s English lower-case characters [az)

s  Special characters (e g, @,1,3,%)

A password may not contain:
s  Acharacterrepeated more than once
in succession
s First or last name

. Usernate

PROPERTY OF HRSA | BHW
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LOGGING IN

Once an account for the Program Portal has been created and activated, you can log into the portal from the Site
Points of Contact sign in page.

Enter the email address and password you used when creating your account. If you forget your password, you can
reset it by selecting the Forgot your password link.

Sign In

Email

mrobinson@mailinator.com

Password:

Sign In

Forgot your password?

Mot a registered user? Sign Up!

FAILED LOG IN ATTEMPTS

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

FORGOT YOUR PASSWORD

If you forget your account password or would like to reset it, select the Forgot your password link. You will be
required to enter your email address and an answer to your security question in the fields provided to reset your
password.

PROPERTY OF HRSA | BHW
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FIRST TIME LOG IN

If you are logging into the portal for the first time, you will be taken directly to the Account Profile page (See:
Updating Personal Information section) in order to verify that your account details are correct. After you have

verified the information found in your account, please select the Rules of Behavior checkbox, then select Save

Manage Sie POCs + EditPOC

Account Profile

Teesha Easley Details

Dashboard All fiedds are requimd urless rated a5 optianal,
Home Personal Information

Acthities First Name Last Name

Teesha Easley
Aenuests

pssages Job Category
Snarch for Candidates Job Category Specific Job Title

Admministrative Officer
Shes

My Shes Contact Information
Manage Site FOCS Email @& Primary Work Phone Extension (opticnal)

i ZBBEETAETDCOS7FES@EXAMPLE.com
Hew Site Application

Account Secondary Work Phone (optional) Extension (optional) Work Fax (optional)

W Account Profile A AICK (000) DO0-0000

Account Settings

Work Location

Company Name

Jesse Brown VA Medical Center

Address Line 1

125 Arywhere St

Address Line 2 (Optional)

Please read the Rules of Behavior

W | have rend and agraed te the terms and conditions cutlin
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PART 3 | HOME DASHBOARD

As a Site POC you are responsible for completing various NHSC and Nurse Corps program activities. Some of these
responsibilities include managing your sites operating procedures, validating employment status, confirming work
schedules, and also hiring/recruiting new employees.

The Program Portal home page is designed to help facilitate each of these Site POC responsibilities. The left-hand
menu can be used to navigate to the sub-pages of the POC Portal. The sections below will break down each of the
Program Portal pages in detail.

_‘I“'!"RSA Site Points of Contact Logout
Home
My Sites
jerrnd Welch The Site POC Portal allows you to complete important program activities. Select a site to view the Site Dashboard
- - & &
Da rd ~ SITE NAME ADDRESS = ACTIVE AFFLIATION = ALERTS =
Adams County Health Department NHSC, NURSE Corps
B Home
ADAMS COUNTY HEALTH DEPARTMENT 1415 Vermont Street
incy, |
Activities Quincy: L
ADAMS COUNTY HEALTH DEPARTMENT Blessing Hospital & 14th Street
Quiney, 1L
Rexcuests
View Al Sites
Messages
Search for Candidates
Opportunities ~ Activities
Create New Opportunity ACTIVITYTYPE % SITE NAME % ACTIVITY DESCRIPTION % STATUS % LAST UPDATED « DUE DATE #%
Manage Opportunities You do not currently Fave any open activities.
Sites ~
Wiew All Activities
My Sites
Manage Site POCs
New Site Application Req Lests
Account *~ REQUESTID % REQUESTTYPE % SITE NAME % STATUS % LAST UPDATED
Account Profile You do ne: currently Fave any open requests,
ACCOUNT SetTings
Wiew All Requests

PROPERTY OF HRSA | BHW
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MY SITES TABLE
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.

Featured at the top of the Site POC Program Portal landing page, the My Sites table displays a listing of all the sites
for which you are identified as a Site POC. Selecting View All Sites will open a larger view of the sites within your

network.
Home
My Sites
Susan Swanz The itz POC Portal allows you to complets impartant program activities. Select @ site to view the Site Dashboard.

Dashboard ~ SITENAME * ADDRESS % ACTIVE AFFLIATION # ALERTS|

Billings Area Indian Health Senvice Office Billings Area Office 2000 4th Avenue Morth o
B Home Billings, MT

Blackfeet Servce Linit  Blackfeet Camriunity Health Station 760 Mew Hospital Cirdle P00 Bo 760 MHSC, MURSE Carps o
Activities Browning, MT

Blackfeet Service Linit  Blackfeet Community Hospital 760 Mew Hospital Cirde PO Boxe 760 MHSC, NURSE Carps )
Requests Browning, MT

Blackfeet Service Unit Heart Butte Health Station 21 Disney Street P.0. Box &0 MH5C, MURSE Corps I}
Messages Heart Butte, MT

Crowe 3envice Unit Crow # Marthern Cheyenne Health Station {Dutpa 1010 Sauth 7620 East PO, Box & MHSC, MURSE Corps o
Search for Candidates Crow Agency, MT

Crow senvice Unit Crow / Marthern Cheyenne Hospital {CAH) 1010 South 7650 East PO, Box & MHSE, MURSE Corps o
Opportunities ~ Crow Agency. MT

Crow senvice Unit Lodge Grass Health Clinic 3461 Harding Avenue PO Box Ad MHSC )
Create New Cpportunity Lodge Grass, MT

Crow ervice Unit Pryor Health Station RO Bow & MHSC. MURSE Corps )
Manage Opportunities Pryor. MT

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

e Site Name: The name of the site recorded by the BHW
e Address: The physical address of the site recorded by the BHW
e Active Affiliation: Displays the BHW programs for which the respective site actively supports
e Alerts: Displays the urgent actions required of the site
0 Adding Points of Contact to the site profile
O Managing expiring job positions
0 Recertifying a site’s program affiliation

PROPERTY OF HRSA | BHW
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WHY DON’T | SEE MY SITES

The My Sites table 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 POC at the site. The POC can use their Program Portal account to add
you as a POC for the site. Reference the Managing Site Points of Contact - Adding a POC section of this
guide for more information.

3.  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. (Note: This applies to NHSC sites only)

VIEWING YOUR SITES

To view additional information about a specific site or perform self-service activities, select the site’s name from
the My Sites table. You will be redirected to the respective site’s dashboard which displays a summary of
information pertaining to the site and provides access to various levels of self service functions such as:

e  Managing your Site Profile

e  Creating Job Opportunities

e  Viewing your Clinician Roster

e Managing Site Points of Contact

e Completing Activities, Requests, and Site Visits
e  Submitting Program Portal Inquiries

For more in depth information pertaining to the self-service actions above, please visit the Part 5 | Sites section.

Site Points of Contact Logout

My Sites > Site Dashboard

Site Dashboard

Susah Swanz

Billings Area Indian Health Service Office HPSAScores @
Dashhoard -~

¢ Billings Area Dffice 2300 4th Avenue Morth Billings , MT 59101 @ Prirmary Care
Horme

BHWID Site Type Site Status @ @ Dental

) 258656 MHSC: American Indian Health  WHSC Inactive {)
Aetivities B ManageSneProfile Facliity WURSE Corps Inactive f Mental Health
Requests Site Geography Site Classification NHSCExpiration Date
I Reapply I Frontier Fublic Fed Mat Available

Messages
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ACTIVITIES TABLE | VIEWING & COMPLETING

As a Site POC you will periodically be asked to perform tasks to help verify that your site and the clinicians serving in
BHW programs are within compliance of each program’s regulations. The activities that are listed within this table
include: Employment Verification Forms (EVFs), In Service Verifications (ISVs), Suspension & Site Status Change
requests, and Site Visits.

Activities that become available for completion will appear within the Activities table of the Site POC portal. This
section is divided into two tables:

1. Open Activities: This section displays tasks that are pending completion. This listis a combination of all
the tasks from all of your sites
2. Completed 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.
a. Note: After completing an activity, it may take up to 5 minutes for it to be reflected in the table

|Activities

Open Activities

ACTIVITY TYPE 3  SITENAME % ACTIVITY DESCRIPTION % STATUS $  LASTUPDATED » DUEDATE %
Site Visits. Unity Health Care- Minnesota Avenue Health Ce...  Response for site visit on 05/01/2018 Issues [den., D5/16/2018 DE/15/2078
In Service Verification Unity Health Care- Upper Cardozo Health Center verification submitted by Sara Elashaal Submitted 05/11/2018 05/04/2078
Suspension Reguest .. Unity Health Care- Patricia Hancly Flace Maternity, Paternity, or Adoption Leave Suspension Regu... In Progress. 05/11/2018 05/18/2018
Suspension Reguest .., Unity Health Care- Brentwood Square Health C... Maternity, Paternity, or Adoption Leave Suspension Regu..,  Initiated 05/04/2018 D5/18/2018
Suspension Reguest ... Unity Health Care- Federal City- CCNY-Homeles.. M aternity, Paternity, or Adoption Leave Suspension Regu..  Initiated 05/04/2018 05/18/2018
Suspension Reguest .. Unity Health Care- 801 East Homeless Center Maternity, Paternity, or Adoption Leave Suspension Regu... Initiated 05/04/2018 05/18/2018

Completed Activities

ACTIVITY TYPE 3  SITENAME % ACTIVITY DESCRIPTICN 3 STATUS 3  LAST UPDATED -+ COMPLETED BY 3
In Service Verification Unity Health Care- Brentwood Square Hea...  Verification of Sara Elashaal approved by Aysha Corb... Approved 03/15/2078 Aysha Corhett

In Service Verification Unity Health Care @ Anacostia Health Cen...  Verification of Sara Elashasl approved by Vernita Bric..  Approved 05/11/2018 Vernita Brickhouse

I Service Verification Unity Health Care- Minnesota Avenue Hea..,  Verification of Emily Ramshur completed by Vernita ... Completed 05/11/2018 Vernita Brickhouse
Employment Verifica... Unity Health Care- Parkside Health Center Employment Verification for Crysta Chatman Complete 051142018 Vernita Brickhouse
Employment Verifica... Unity Health Care @ Anacostia Health Cen...  Employment Verification for Amanda Johnson Complete 05/11/2018 Vernita Brickhouse

The Activities table contains the following information about your activities:

e Activity Type: The type of activity that is pending completion or already completed

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 Due Date: The date the activity needs to be completed by (Note: Not all activities have due dates)

PROPERTY OF HRSA | BHW
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REQUESTS TABLE | VIEWING & COMPLETING

Another primary function of the Program Portal for Site Points of Contact is that it allows you, as an identified POC,
to perform and monitor site specific requests. The types of requests that are listed within this table include portal
inquiries, site applications & recertifications for your site.

The 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: Site POC Roles and Responsibilities of this

guide. You can also access the Request options by selecting the site name in the My Sites list, and choosing from
the options located on the site dashboard screen.

Note: After submitting a new request, it may take up to 5 minutes for it to be reflected in the ‘Completed Request’
table.

Requests

Open Requests

REQUESTID $  REQUESTTYPE 3 SITE NAME 5 STATUS 3 LAST UPDATED ~

77489 Inguiny Unity Health Care @ Anacostia Health Center Qpen 03/11/2078

Completed Requests

REQUESTID 3  REQUESTTYPE 3 SITE NAME 5 STATUS 5 LAST UPDATED ~
74055 Inguing Unity Health Care- ©C General Closed 02/14/2018
72287 Inguiry Unity Health Care- C General Closed D2/06/2078
E0B71 Inguiny Unity Health Care- Southwest Health Center Closed 04/25/2017
53081 Inguiry Unity Health Care - So Others Might Eat (S.0.M.E.} Closed D2/13/2017

The Requests table contains the following information about your activities:

e Request ID: The ID tracking number of the request

e Request Type: The type of request that is pending completion or already completed
e Site Name: The name of the site the request is for

e  Status: The status of the request which varies by activity type

e Last Updated: The last time that the request was changed

PROPERTY OF HRSA | BHW
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PART 4 | 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 dates of importance, task notifications, or application updates.
Messages are delivered through the portal under the Messages tab. 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 by a red counter that will appear next to the
Messages tab in the left-navigation menu (Note: The message counter functionality will be made available in a
future release).

_‘{“'“-'? - My Messages
it "'.'_"""\";\‘Ln Bvn v | il b =
';: WJ© [ B [ _—
.“‘-L-_\_.. e
Jane Smith oy il
D‘ﬂShbDﬂrd Ureesd  Service VYerfaaoon 1or Gare_ WICCi® NN Been camplebed [ 8] L8 )
Urewsdl  Barsics Warscasen far Micsis 0-6re o bess SUBmrRed for Ravies ATz
Ureesdl  Bersics vardcmon ter Surs, Woss o Dvsrdes [TRLE T
Urrnad  Aemindss: Raraice Yentcaces fer Gars, Riceis i Cus [ RE e ir ]
H Home Uresll  EmpiEmEn VENTICBEN 167 Jarry FRAnsr it camplas [TRET T
Ureasd  ERgHEyWam VeI Stan 180 Jairy FRdtel nesdd 18 b Dmpetad [[PREE.. 10 ]
A Urpsd  Bersics Vermason far (acd arer, Lindiay o aeen cemplaasd LT
Activities
Requests Uresadl  Bervics Vericasen for Wosis Bare hae besn Tubmimisd for Review sdapsil
Urenpl  Aemender Seraios Vermoanes 1er Tarsats, MEan v St sag A
Ureups  Bereics VermCm e 1er TAFESIS, MBASR I Crasrgce wagazand
Urenad  Fdrindes Bardiae Wereonee ier Taresin, disnen m Gus adERdare
Ureang  Empay e Yo N B Te Py 830 i DO addipaid
Search for Candidates Uremas  FERlayman VAU ETan 8¢ F1aITams TRt hen o (ampialn L
Ureast  ERplaymem VArmo BN 162 wiby S8 REaal 0 Be Sampinred g i

Viewing Your Portal Messages:

To view your Portal messages, select the Messages link located in the left-navigation menu. This will open the
Messages page which displays the entire history of your messages in a paginated list. The newest messages are on
the top of the list, and unread messages are marked with a symbol. To read a message, select the name of the
message to view it.
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PART 5 | SEARCH FOR CANDIDATES

One of the primary recruitment tools available to Site POCs is the Candidate Search functionality. This allows

verified Site POCs to search a database of potential candidates to fill job vacancies at their site. A few of the key

features are highlighted below:

1. Basic & Advanced Search Tool: Site POCs have the ability to fully customize their search criteria in order

to locate specific clinicians that are capable of filling job vacancies at their site.

2. Program Participant User Profiles: The Health Workforce Connector allows users to create personalized

profiles that are publically searchable by Site POCs. These profiles contain information on a health

clinician’s experience, education, and other relevant information that highlights their competencies.

3. Site Recruitment Tool: Site POCs at medical facilities have the ability to search for users across the

database of user profiles in order to fill their open needs at their respective site.
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PART 6 | OPPORTUNITIES

One of the primary benefits of the Site POC Portal is that it allows identified POCs to create and manage job
opportunities for your site.

The ability to create and manage job opportunities depends on the roles and responsibilities identified as part of
your Program Portal Profile. For more information on POC roles and responsibilities, reference Appendix A: Site
POC Roles and Responsibilities of this user guide.

CREATING JOB AND TRAINING OPPORTUNITIES

To open a new job or training position, select the Create New Opportunity tab on the left-hand menu. When
editing or creating a job or training position, you will be required to provide supporting information about the
opportunity such as the position description, location, work schedule, qualifications, salary, benefits, and relevant
dates.

b P O e i e

s  Opportunity Type*

o wark Schedule® (e .z, Full-Time ar
Part=-Time]

« Discipline®

®  Zpecialty

s Site Location®

* lob Description®

#  Posting $tart Date®

#  Posting Expiration Date® [Expires e - R
120 days after the start date) _1 —— =

®  Projected Hire Date I

o  Cualifications

*  Annual Salary Range

&  Benefits —

* o requiredfields denote d with an

aste risk

The posting start and expiration dates will determine the timeframe when the position will be visible on the Health
Workforce Connector.

Note: After creating a new job opportunity, it may take up to 24 hours for it to be reflected on the Health
Workforce Connector.
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MANAGING JOB AND TRAINING OPORTUNITIES
Select the Manage Opportunities tab to view, edit, close, or repost job openings for the site. Job openings for a

site will be posted publically on the Health Workforce Connector. Only POCs who indicate that they hire and/or
recruit new employees for the organization can manage current job opportunities at their site.

The Manage Opportunities table displays a history of all positions posted for the site. This includes the entire list
of open positions that are currently being advertised by the site. Additionally, the table also shows a list of all
expiring, expired, and closed job opportunities at your site.

Site POCs are also able to view a comprehensive list of job seekers or students who have expressed interest in an
advertised position on the Health Workforce Connector. Selecting the link under the Candidates column and then
an applicant’s name within the pop-up will redirect the user to the respective user profile containing their personal
information and qualifications.

To sort the job opportunities by status or location, simply use the filter tool located at the top of the page.

Site Points of Contact Portals v Logout
Manage Opportunities @l Craate New Opportunity
Christina Turnage .
¥ Filter
~
Dashboard Results per page Status Opportunity Type Location
Home 25 A 3 Selected - 3 Selected - 100 Selected -
Artivities
Requests iz Status &  Discipline Specialty & Work Schedule & Type ¢  Location ¢  Expiration ¢  Updated +~  Candidates &
WMessages
s @ RG Wurse Practitioner Faraily Practice Full Time. Clinical D Location 0E/TS218 0501218 o

00000173 Rotatian
Search for Candidates

CRG MNurse Practitioner Family Fractice Full Time: Clinical SELocations 120172019 05/01/2018 7
Opportunities ~ 00000014 Rotation

JBG D:-en Wurse Practitioner Family Practice, Psychiatry  Full Time: lob 1 Location 0872852018 05/0 72018 5
Create New Opgortunity 00091120 Physician Assistant Farnily Practice, Psychiatry
W Manage Dpportunities CRG MNurse Practitioner Family Fractice Full Time: Clinical S6Locations  D28/2019 04/30/2018 2

00000036 Rotation
Sites v

CRG MNurse Practitioner Faraily Practice Full Time. Clinical 1 Location 120012018 Das30r2m 8 o
Account ~ 00000152 Rotation
Account Profile CRG Clinical Nurse Specialist Full Time Or Part Clinical 5 Locations /0172018 04/30/2018 [

00000185 Time Rotation

Candidatas

H Physbcian Aasislact
Jarre Sty Pegintre: Denat

Crrie Davig

Edgur Ferrandez

Tustava Heerandes Leensed Professionsl Courasior
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EDIT AN OPPORTUNITY

To edit a job opportunity, select the ID of the position and then click Edit button. You will be redirected to the Edit
Opportunity screen where you can modify the job opportunity details such as the: opportunity type, work
schedule, discipline, specialty, work location, job description, posting start date, expiration date, hire date,
qualifications, salary range, and any additional benefits. Select save to confirm your changes.

REPOST AN OPPORTUNITY

To repost a job opportunity, select the ID of the position and then select the Repost button. You will be redirected
to the Create New Opportunity page with the fields prepopulated with the job details you wish to repost. Feel free
to make any additional modifications before selecting save.

CLOSE AN OPPORTUNITY

To close an open opportunity, select the ID of the position, and then select the Close button. Please provide a
reason for closing the position when prompted, and select the save button to successfully close the position. The
position will be closed immediately and will no longer appear on the Health Workforce Connector.

View Opportunity

1D |B-00083554

Scatus
Opportunity Type Job
Work Schedule Full-tirme

Discipline Dentist
Specialty General Practice, Geriatrics, Pediatrics
Discipline 2 Murse Practitioner
Specialcy 2 Adult, Family Practice, Geriatrics, Pediatrics, Psychiatry, Women's Health
Location Fort Belknap Service Unit - Fort Belknap Hospital {CAH)
o Shitaw [ore
Posting Start Date 0541542018
Posting Expiration Date 09/12/2015

Description
fdsaftsa
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PART 7 | 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.

MY SITES TABLE

Featured at the top of the Site POC Program Portal landing page, the My Sites table displays a listing of all the sites
for which you are identified as a Site POC. Selecting View All Sites will open a larger view of the sites within your

network.
Home
My Sites
Susan Swanz The itz POC Portal allows you to complets impartant program activities. Select @ site to view the Site Dashboard.

SITE NAME * ADDRESS % ACTIVE AFFLIATICN % ALERTS|
Dashboard ~

Billings Area Indian Health Senvice Office Billings Area Office 2000 4th Avenue Morth o
B Home Billings, MT

Blackrfeet 3ervice Unit Blackfeet Comraunity Health station 760 Mew Hospital Circle P.O. Box 760 MHSE, MURSE Corps o
Activities XTSI, (T

Blackfeet Servce Linit Blackfeet Cammunity Hospital 760 Mew Hospital Cirdle PO Bo 760 MHSC, MURSE Carps )
Requests Browning, MT

Blackfeet Service Linit Heart Butte Health Station 21 Disney Street P.O. Box &0 MHSC, NURSE Carps )
Messages Heart Butte, MT

Crowe 3ervice Unit Crow # Marthern Cheyenne Health Station {Dutpa 1010 South 7650 East PO, Box & MHSC. MURSE Corps o
Search for Candidates Crow Agency. MT

Crowe 3enice Unit Crow # Marthern Cheyenne Hospital (CAH) 1010 South 7620 East PO, Box & MHSC, MURSE Corps )
Opportunities ~ Crow Agency, MT

Crow senvice Unit Lodge Grass Health Clinic 3461 Harding Avenue PO Box Ad MHSC )
Create New Opportunity Lodge Grass. MT

Crow Service Unit Pryor Health Station PO Box & MHSC, NURSE Carps )
Manage Opportunities e L

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

e Site Name: The name of the site recorded by the BHW

e Address: The physical address of the site recorded by the BHW

o Active Affiliation: Displays the BHW programs for which the respective site actively supports

e Alerts: Displays the urgent actions required of the site
0 Adding Points of Contact to the site profile
0 Managing expiring job positions

O Recertifying a site’s program affiliation
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VIEWING THE SITE DASHBOARD

To view additional information about a specific site or perform self-service activities, select the site’s name from
the My Sites table. You will be redirected to the respective site’s dashboard which displays a summary of
information pertaining to the site and also provides access to various levels of self service functions such as:

e Managing your Site Profile

e Creating Job Opportunities

e Viewing your Clinician Roster

e Managing Site Points of Contact

e Completing Activities, Requests, and Site Visits
e  Submitting Program Portal Inquiries

[rap=m—

Site Dashboard

Susan swanz

Billings Area Indian Health Service Office HPSA Scores. @
Cashboard ~
# Dulings Arwa OfFicn 3 rem North Bdkngs , MT §3101 ° Primary Care
Heme: BHW 1D ° Dental
Blosss e ° Wental Health
Slhte G iy MHSC Expiration Date
Reapply Frontier Publc-Fed Nt furailalsle
wges
Opportunitles ~ s iei
Activities Opportunities
ACTIVITY TYPE 3 SITE NAME 3 ACTIVITY DESCRIFTION § STATUS § LAST UPDATED « o
Mara
You Bt cumenty have any apen agites
Hess - W Creste New

Manage Opportunities

Requests

= REQUESTID # REQUESTTYPE ¢  SITENAME & STATUS & LAST UPDATED Clinician Roster

Yo da not currently have any apen requias.

o b
View Clinisinn Roster
Site Visits
Pending Vists Site POCs
TYPE & SCHEDULED DATE ~ STATUS £ b s J
Vi da ok cutrantly i iy pending Ve Wity scheduled
oy
PastVivite Ehelly Vacdenald
e
TYPE & DATE « STATUS & - P
Susan Swenz
You 50 Ot have any past sy
AMPLE o
Manage Site POCs

Ask a Question

Adimin Site

The cument site you are viewing |s the
admin site
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CREATE SITE PROFILE WIZARD

If you have not already created a site profile for your site, there will be a Create Site Profile button located at the
top of the site dashboard. Select this button to begin the creation process, and follow the step-by-step creation
wizard to complete the process. After you have created your site profile, your site will be searchable within the
Health Workforce Connector.

B Create Site Profile

Create Site Profile ®

Toep I

Site Details

Al Fakdn e mquired unlees: sobed an options

Heurs of Operstion Fadliity 5ize @ Humber of Patients Served Annually @
Lanmguage Spoken by Patients Services Provided

fdd Custom Language HAdd Custom Services Provided

(Cpticmal) (Dptismal]

Create Site Profile *

Site Contact Information

Aty o Majiad onless Soned B% optonal

Phane Number Ernail Address Website (Cptional)
2] 456-Ta%D BrsaQema hnatlor com wharew Fifka g
Fane Mumber (Datisnal] DUMS # [Optisnal)
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MANAGING YOUR SITE PROFILE
Your site profile displays comprehensive information pertaining to your site such as specific site details, headlines

& descriptions, contact information, social media links, site images and more. Your site profile information is also
publically available to users who search for jobs and sites on the Health Workforce Connector. In order to update

your site’s profile information, select the Manage Site Profile button located at the top of the site dashboard.

E Manage Site Profile

Manage Site Profile m

i i ine s ume et 0

S G moty Ara (und i adaeis]  mziryrion (e

# il to Head|ing and Descriptior # nilit

iy o (o iinsfina
Tachiey iow Dmaription:
e o Fmisran e o Arvmasty wo g

|, L) ey e

N ol P ol bocks arc Bebevart Links # i

yot Indormiation # il

The various components of your site profile are outlined below:

e Site Headline and Description: Brief headline, description, and key highlights in relation to your site

e Site Details: Hours of Operation, Facility Size, Number of Patients Served, Languages Spoken, Services Provided

e Site Contact Information: Site Phone Number, Email Address, Website, Fax Number, DUNS Number

e Training Opportunities: Specify the types of training opportunities offered at the site. This content acts as a
permanent placeholder for sites to advertise their training offerings, and will benefit both students & Grantee
POCs alike.

e Additional Benefits and Services: Specify the additional benefits and/or services that your site provides

e Site Brochure: Attach a personalized marketing brochure to promote additional site information

e Social Media and Relevant Links: Include links to LinkedIn, Facebook, Twitter, YouTube or other webpages

e Site Images: Include multiple site images to display alongside your site’s profile on the HWC

Note: After creating or updating a section of the site profile, it may take up to 24 hours to reflect your changes.
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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.

Clinician Roster

SITE INFORMATION
Basic Site Information

BHW ID Jalaal el

Site Name
Billings Area Indian Health Serice Ofice

Address

Billings Area Office
2900 d4th Avenue Morth
Billings, kT 59101

Highest HPSA S§c¢ores

NHSC
Highest Dental HPSA Score PAA
Highest Mental Health HPSA Score PAA

NURSE Corps

Highest HPSA Score PAA

ROSTER

The clinician roster lists all NHSC and MURSE Corps clinicians who are currently fulfilling their service obligation at your site. Clinicians which are not part
of the WHEC or MURSE Corps will not be shown here

This site has no clinicians in serice.

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

e Name

e Discipline

e  Specialty

e Program

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.

Note: If your site does not currently have any clinicians in service, a message display stating that the site has no
clinicians in service

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
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MANAGING SITE POINTS OF CONTACT

Select the Manage Site POCs tab to edit, add, or remove points of contact from your site. Selecting the tab will

take you to a page that displays a holistic table of all the points of contact associated with your site’s network, as

well as, their active roles, site affiliation, program affiliation, contact information, and portal account status.

Manage Site POCs

NAME = ROLES % SITE AFFILIATION %  PROGRAM AFFILIATION EMAIL & STATUS & LAST LOGIN
Susan Swanz {Me) Administrat.. 15 Sites NHSC, NURSE Corps 57576 7F2EB65T02 5D @EXAMPLE. tom Active 05M5/2018
Andrew Delgado Administrat.. 4 Sites NH5C 70401 6E1 BBOE 142E@EXAMPLE com 01/26/2018
Crystal Colliflower Administrat . 18 Sites MHSC, NURSE Corps 232367 DEOSCO7EE450@EXAMPLE com Active 1242802017
Darren Crowe Administrat . 4 Sites MHSC, NURSE Corps EC3434EBDERBAAL 2D @EXAMPLE eom 0442342018
Edson Jeffersor Persornal V.. 4 Sites MHSC F2ECOCALDADT FTEBCO@EXAMPLE. tom 04 8/2018
Gragory Srrith Retruiter 3 Sites NHSC FC21FBICOCD3C2E6CC@EXAMPLE. tom NAA
Jaequelyn ames Administrat . 3 Sites NHSC, NURSE Corps B71 DE2FBAFBDZA2300@EXAMPLE com Active 04/24/2018
Jorlyrirt Dawis Administrat . 1 Sites NHSC, NURSE Corps D297BEYOBFSESENC2B@EXAMPLE tom 04/24/2018
logeph Dunn Persornel .. 4 Sies NHSC, NURSE Corps ACT2ADB425BOBAT C31 @EXAMPLE com Active 044 6/2018
Julie Bermer Administrat. . 2 Sites NHSC, NURSE Corps 9BH7ABSOFEBAFREAT D@EXAMPLE com Inactive 01/07/2013

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

e Name of the Site POC

More information on POC roles and responsibilities can be found in Appendix A: Site POC Roles

and Responsibilities. These roles refer to the types of POCs the BHW is interested in at each site

Active — An active POC has created, activated and logged into their account within the last 12

months

Inactive — An inactive POC has created an account, but has not activated it or logged in

Idle — An idle POC has created and activated an account, but has not logged in 12 or more

months

e Roles
(0]
e Site Affiliation
e Program Affiliation
e Email Address
e Account Status
o
o
o
(0]

No Account — A POC with “No Account” has never created a Program Portal account

e Last Login Date
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EDITING A POC | ACCOUNT INFORMATION

Select the POC’s name from the site POC list to edit their account profile information. Modify any of the
information displayed on the page and select the ‘Save’ button to successfully 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
loginto the portal.

EDITING A POC | ROLES & RESPONSIBILITIES

To change the associated roles and responsibilities that are affiliated with a POC listed in the Manage Site POCs
table, simply select the link in the roles column located next to the POC you wish to modify. Selecting the link will
open a ‘Roles’ pop-up window that allows you to multi-select various roles to tie to your point of contact. More
information on POC roles and responsibilities can be found in Appendix A: Site POC Roles and Responsibilities.

EDITING A POC | PROGRAM AFFILIATION

To change the program affiliation(s) that are tied to a respective POC listed in the Manage Site POCs table, simply
select the link in the program affiliation column located next to the POC you wish to modify. Selecting the link will
open a ‘Program Affiliation’ pop-up window that allows you to multi-select from the available programs (e.g.,
NHSC, NURSE Corps) that you can tie to a POCs portal account.

Account Profile

Dotalls Roles »

Bansnal Inlermatien Please scbect all roles which this user has scoess to
..... [ P
v Administrator

368 Category v Parsonne Ve fier

b Cgery peolu |k Tein

v Rocruiter

N - it e —
- ; . Save Cane

Pt ary Mirrh PR Fermrsape i pco Werk fun

it

Program Affiliation b

Pleasa salact all programa for which this user i affilisted
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ADDING A POC

There are 2 methods available to adding a POC to your site’s network. The first method is to add the POC through the
Site POC database if he/she already has an existing portal account. If the POC does not have a portal account, the
other method is to invite him/her to register for an account and join the portal. Each method is outlined below:

EADDING A POC FROM THE DATABASE

The first method is adding a POC from the database if he/she is already in the system (i.e., they have an existing
program portal account). To search for and add a POC from the database, please follow the steps provided:

1. Select the Search Database button located at the bottom of the Manage Site POCs table
2. Provide information in at least one of the following fields:
a. POC First Name
b. POC Last Name
c. POC Primary Email
3. Ifyou find the POC you are searching for, simply select the Assign POC link
4. Complete the informational fields and Save your changes
5. The new POC will now be listed in the Manage Site POCs table

INVITING A NEW POC TO JOIN THE PROGRAM PORTAL

The final method of adding a POC is to manually invite the new POC to join your site’s network. To initiate the
invitation process, please follow the steps provided:

e Select the Add New POC button located at the bottom of the Manage Site POCs table
e Complete the POCs information in the field provided in the Add New POC pop-up window
O First & Last Name
0 Email Address
0 Site Affiliation(s)
O Program Affiliation(s)
O Role(s)
e Select Send Invite
e An email invitation will be sent to the invitee, and he/she will have 7 days to join the portal before the
invitation expires. Once he/she has received the invitation and completed the registration process, the new
POC will be listed in the Manage Site POCs table
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REMOVING A POC

To remove a POC from a site’s network, you will first need to remove all of the sites that he/she is directly affiliated
with. To do this, simply select the link under the site affiliation column with respect to the POC that you wish to
remove. Selecting the link will prompt a ‘Site Affiliation’ pop-up which displays a full list of site(s) that the POC is
directly associated with. To completely remove the POC from the site, please follow the steps provided:

Manually delete each of the sites listed on the right-hand column

Once you have removed each of the sites listed, select Save

You will be prompted with by a pop-up window, select Remove POC

Now you have officially remove the POC completely from the site, and he/she will no longer reappear on
the Manage Site POCs table.

P wnN R

Site Affiliation
Pleass st all aites for which thas wser i affdiabed
Search Locacion:

Select All Selected 3of 18

Billings Area |hs - Flathead Tribal Health (Contract Health Services) Crowd Service Unit-Crow/!’ X
B iorihem cheyenne
H | {Cah
¥ PO Box 820 HPSA Soaies el

@D Dante

n Mants! Hanlth

Crowy Sarvics Unic - Lodgn o]
H Grass Health Clinic

Billings Arsa |hs - Rocky Boy Tribal Health (Contractsd Servioes) Crows Service Unit-Pryer -

Health Seaticn
@ Box 66d HPEA Scares

h Boox El der, MT & Fronany Cace

Remove POC x

Areyou sure you would like to rernove all site affilistions for this
uger? The uger will no longer be digplayad on your Manage Site
FOCs dashboard, and will be unable to scoess site-spacific
functionality. Howewer, you can add the user back at any time by
sonducting & search through the Search Database page

===
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PART 8 | SITE APPLICATION

If you do not see your site listed in the My Sites table, 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.

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 table and select the reapply button on the
site dashboard. The Reapply link will appear when all the conditions stated below are met.

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)
o 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
O Approved
O Pending site visit
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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.

Start NHSC Site Application

* required fteld

INSTRUCTIONS

Wwelcome 1o the MHSC Online Application. Befare you begin, carefully review the NHSC website, the NHSC Site Reference Guide T | and the NHSC Site
Agreement (located in the appendix of the NHSC Reference uide) to ensure your site meets all eligibility and program requirements. Sites must meet all
requirements listed in the NHSC Site Agreement at time of application, If you have questions about the general application process or program reguirements,
contact your State Primary Care Office. For technical issues in completing the application contact the NHSC Call Center at 1-800-221-8393 or Contact
Us

If you are applying on hehalf of multiple clinical site locations, please complete the main/administrative site application first. Each site location must submit a
separate application and meet the same eliginility criteria in order to be approved by the NHSC. In order for NHSC obligated clinicians to receive servce
credit for time spent at any clinical service site Iocation, 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

OMB Pubklic Burden Statement

An agency may not conduct or sponsor, and a person is not required to respond to, a collection of information unless it displays a current OMB control
number. The current OME control number for information collected through this application process is 0915-0127 and the expiration date is 02/29/2020
Public reporting burden for this collection is estimated to average 0 hour(s) per response, including the time for reviewing instructions, searching existing
tata sources, gathering and maintaining the data needed, and completing and reviewing the collection of information. Send comments regarding this burden
estimate or any other aspect of this collection of infarmation, including suggestions for reducing this burden, to HRSA Reparts Clearance Ofice, 5600
Fishers Lane, Room 10C-03, Rockville, Maryland.

Type of Site * @ Select v

CONTINUE

OMB Mo, 0915-01 27 Expiration Date: 02/20/2020

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.
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NHSC SITE ELIGIBILITY QUESTIONS

As an official representative of the applying site, please answer each of the following questions. For more 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 requirements as
listed in the MHSC Site Agreement included at the end of the Reference Guide?

© Yes 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? @

© Yes O No
Is your site a Primary Care QOutpatient Facility, as defined below, or a ChS-certified Critical Access Hospital? L]
© Yes O No

Does your site utilize a gualified di gy fee and has it been in place for at least 12 months? @

 Yes " MNo

Does your site deny serices to an individual based on inability to pay or enrollment in Medicare, Medicaid or your state's Children's Health Insurance
Frogram (CHIF?

© Yes 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 (NFDE)?

 Yes Mo

Does your site prorminently display a staterment in comrmon areas (and on site's Web site if applicable) that explicitly states that 1) no ane will be denied
access to serices due to inability to pay and 2) there is a discounted/sliding fee schedule available? Examples of acceptable sign and website language
are Jocated in the Downloadable Resowrces section of the NHST website under "Site Palicy Poster".

 Yes © No

CONTINUVE

Once you have provided an answer to each of the NHSC Site Eligibility Questions, select the “continue” button.
The “continue” button will not be activated 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 your site ineligibility for the NHSC, and you will
not be able to continue with the application.

Eligibility Information

Based on responses to the above questions, this site is not eligible for participation in the Mational Health Serice Corps (WHSC). For maore information on
MHSC site eligibility and program reguirernents, please review our website and the MHSC Site Reference Guide TE . If you have additional questions,
please contact your State Primary Care Office or the MHSC Call Center at 1-800-221-9353 or GetHelpi@hrsa.gov.

BACK TO 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.
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STEP 2 | PROVIDING GENERAL INFORMATION

Provide the general information for the site by providing the following information in the form fields provided.
(Note: All fields marked with an asterisk (*) are required)

e Site Name* (Please use the full, legal name of the site)
e Also Known as/Doing Business as Alias
e CCN (CMS Certification Number)
0 Note: Only required for Rural Health Clinics (RHC)
e  AddressLine 1*
e Address Line 2
e  (City*
e  State/Province/Region*
e  Zip/Postal Code*
e County* (The dropdown is filtered by state selection)
e Site Phone Number*
e  Site Fax Number
e Site E-Mail Address*
e Site Web Address
e Site Classification*
e  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

General Information
requied field

PRACTICE SITE NAME AND LOCATION (Where fhe NH3C clinicizn will serve thair abligaion

Mailing Address

SAVE FOR LATER CONTINUE
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When you have completed filling out the General Information for you site, select the “continue” button to proceed
to the next part of the application. At any time during the application, you may select the “save for later” button
to save all the information entered and return to the Program Portal.

ESITE 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

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:

Name Email

Jane Doe jdoe.samplepoci@@example.com

John Srrith jsmith.samplepocid@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 (DROJ state lead T4 .

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

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 ().
The system will display the match screen and cancel the application as if an exact match was determined. If your
site is not listed, select the “my site is not listed” button to continue with the application.
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STEP 3 | VERIFYING SITE LOCATION

On this page, please verify the location of your site, then select Continue.

General Site POC

Site Location

Information Location Information

NHSC HPSA Supporting
Information Scores Documents

g HO-'r‘ow
Ln
Spring Hollow Ln

Google
@

Spring Hollow Ln Spring Hollow Ln

Wap data 92018 Geogle 2ma— Terms of Use [P <a|:b|:»rtama;:narn:trlg;I

Standardized Address
Latitude/Longitude

Is this information correct? = 0

498 Spring Hollow Ln, Media, Pennaylvania, 19063

39.92452652842077 -75.37726918971084

®ves O No
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STEP 4 | 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
C: BHW Program Point of Contact Requirements of this guide.

General Site POC NHSC HPSA Supporting Agreement
Information Location Information Information Scores Documents

Points of Contact (POC) Information

W encourage each service site to provide a minimum of two points of contact (with the exception of solo private practices). At least one of these contacts
must serve as a "Recruitment Contact." If approved as a site, the "Recruitment Contact” will be listed on the Health Werkforce Connector.

Flease note: You may only edit information for a site point of contact after they have confirmed their association with your site.

Site Peints of Contact

Name Address Phone Email Status Roles
Tisha Dennis 123 Amywhere St (0003 000-0000 FPortal Email: Artive MHSC Personnel
Arvytown, LA 710582 DEBEI36A086706901 B@EXAMPLE com werifier
Work Email: NHEC

DEGE336A086706901 5@ EXAMPLE com o
Administrator

MURSE Corps
Administrator

MURSE Corps
Personnel
werifier

Add Another Site POC

SAVE FOR LATER CONTINUE

COMB Mo. 091 5-0127 Expiration Date: 02/20/2020

To add additional POCs select the “Add Additional Site POC” button and complete the steps as presented. For
more information about managing POCs at your site, reference the Managing Site Points of Contact section of this
guide.
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STEP 5 | 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 — Please select all of the primary care services your site provides. You

must indicate that your site provides at least one service to continue and submit your application.

2. Nominal Fee — Please provide the nominal fee charged per your site’s discounted/sliding fee schedule.

For more information on discounted/sliding fee schedules, please see the reference material here.

3. Medicare Acceptance — Please indicate if your site accepts Medicare. If your site accepts Medicare, please

provide your Medicare number in the space provided. If your site does not accept Medicare, please
indicate 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.
8. Telehealth Questions — Please specify whether your site provides telehealth services at your site

After you have provided all the NHSC information required, select the “continue” button to proceed

nortage Araz (#ESA)
Primary Medical Care Primary Benavieral Health Care Primary Dental Care
el Dy

PedlamE DamEy

Telshealth Questions
DaES ¥t 33 U D WRRaai far 2 provsan af Select
. iy zare nzuging irecicel dental, ¢

SAVE FOR LATER | CONTINUE
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STEP 6 | 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 to add the HPSA suggestion.

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

HPSA Score Suggestion

SUGGEST A HPSA

You may suggest Health Professional Shortage Area (HPSA) 1Ds which are applicable to Sample Site and based on verified information found in the HPSA
Find tool. The HFSA score must correspond to 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 HPSA IDs
o 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 ID, contact your State Primary Care Office.

Enter the HFSAID Add

Mote: The NHSC system updates HPSA scores annually on January 1=¢ If this field does not recognize a designated HPSA from the HPSA Find database,
please continue with the appiicafion. The application will be held and processed after 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
Mo 18 Frimary Care Designated Delete
. . . No 9 Dental Designated Delete
Mo 19 Mental Health Designated Delete

SAVE FOR LATER CONTINUE
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STEP 7 | UPLOADING DOCUMENTATION

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.

To upload a document to your NHSC Site Application:

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

types.

2. Select the “browse” button and select a file from your computer. The file name will appear in the field to

the left of the browse button.
3. Select the “upload document” button to upload the document to the application.

— UPLOAD DOCUMENTS

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

Select document type(s):

[ Folicies om Non-Discriminstion®

O Discounted/Sliding Fee Schedule™

O Patient Application for the Discounted/Sliding Fee Schedule*
O Discounted/Sliding Fes Scheduls Policies™

O Fhotograph of Posted Signage®

[ Proof of Access to Ancillary, Inpatient, or Specialty Care”

O MHSC Site Data Tables®

[ other Documentation Reqguested by NHSC or State Primary Care Office

Comment

NHEC IS requesting 3l document typas to ensure your site records remain cumsnt.

Browse... Upload Document

UPLOADED DOCUMENTS

File Name Document Types Comments

Discounted/Sliding Fee Schedule Policies

SAVE FOR LATER

heate: Fiease submit 3 documents sted to Tacliate an eMoent review of your applcation. Althaugh you might have submitied some or all of these documents 10 e NASC with a previous application, the

Sample Document.docx Discounted/Sliding Fee Scheduls Delete

CONTINUE

After all of the required documents have been uploaded to the application, select the “continue” button to

proceed.
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STEP 8 | 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.

General Site POC NHSC HPSA Supporting Agreement
Information Location Information Information Scores Documents

Agreement For All Participating NHSC Sites

* requiived fleid

NHSC SITE AGREEMENT

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

This Agreement certifies that the site named on this application mests all NHSC requirements as outlined kelow, and |, Tisha Dennis am authorized to
provide such certification for the above named site

1.5 located in and treats patients 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 Praogram (CHIPY, or {iil) based upon the
individual's race, color, sex, national origin, disability, religion, age, or sexual orientation. fMay or may not be applicabie o indian Health
Senvice Facifies, Tribally-Operated 638 Health Programs, and Urban indian Health Programs (TUs)]

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 nof be applicable to [TUs, free elinics, or prisons.)

b. Uses a disceunted/sliding fee schedule {0 ensure that no one who is unahle to pay will be denied access [0 services. This
system must provide a full discount to individuals and families with annual incomes at or below 100% of the Federal Poverty

Al el e eninal fnme mnes e slhmema sl Tharafarn Hueem wits nsnnee betuonmn 000 el AO00 AF bee Eadasal Dasaso

| certify that Test Site 1 currently meets all reguirements listed in the NHSC Site Agreement above and will continue to meet these requirements in order
to maintain status as an NH5C-approved service site. | also verify that all the information given in this NHSC Site Application is accurate and complete to the
hest of my knowledge and belief. | understand that it may be investigated and certify that the information given in this request is accurate and complete to the
hest of my knowledge and belief. | understand that it may be investigated and that any false statement herein may he punished as a felony under U.S, Coce,
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 representative of Test Site 1

PLEASE ENTER YOUR LOG-IN PASSWORD TO CONFIRM YOUR AGREEMENT:
Slgh with your password *

SUBMIT

To
complete the application, sign the application by entering your password in the space provided and select the
“submit” button.
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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.

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 9 | ACCOUNT MANAGEMENT

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 PERSONAL INFORMATION

Your Program Portal account profile contains your contact information and your job responsibilities. Once you
have created and activated your account, you can update your account profile at any time. It is 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.

To access and update your Account Profile information, select the Account Profile link on the left-hand navigation
menu.

The following information can be updated and edited as part of your Account Profile: Job Category, Specific Job
Title, Primary Work Phone Number, Secondary Phone Number, Work Fax Number, Company Name, Work Address

Account Profile
Deatails
B S e prrben] e pee s opptienal
Personal Information
Firss Name Last Narme
Susan Swanz
Job Category
Job Category Specific job Trile
Haalth Profesont Ractuitar
Contact Information
Email @ Primary Werk Phone Extension (opticnall
5757367F2ZEREITC2IDDEXAMPLE com
Secondary Work Phone (optional Extansion [optional] Wark Fax (optional]
Work Location
Company Name
Ingian Faslth Serace
Address Uine 1
123 Amypadiars St
Address Line 2 [Optional]
ity State L
AT - Il
Plrease read the B es of Behano
W 1 have read and agresd wo the e
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UPDATING ACCOUNT SETTINGS

Updating your account settings allows you to edit your email address, password and security question. To access
your account settings, select the Account Settings tab on the left-hand navigation menu.

CHANGE EMAIL ADDRESS

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

1.

On the account settings page, under the Change Email Address section enter and confirm your new email
address and enter your current password

Select the Change Email Address button to confirm your changes

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

CHANGE PASSWORD

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

1.

On the account settings page, under the Change Password section enter and confirm your new password;
and enter your current password

Select the Change Password button to confirm your changes

The new password can now be used to access your account

CHANGE SECURITY QUESTION

To change the security question and answer used to unlock or reset your account, complete the following steps:

1.

On the account settings page, under the Change Security Question section — select a new security
guestion and answer then enter your current password

Select the Change Security Question button to confirm your changes

The new security information will now be used to unlock or reset your account
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LOG OUT

If you wish to end your session and log out of your Site POC Program Portal account, simply select the Log Out
button located under the top-right corner dropdown menu.

RSA Site Points of Contact

Logout

Please excuse the inconvenience, but the site will be down for scheduled maintenance from 10:00 PM EDT on Friday, March 23, 2018 to 11:00 AM EDT on = %
Saturday, March 24, 2018,

Home
Jerrod Welch
~ .
Dashkoard My Sites
The Site POC Portal allows you to complete important program activities. Select @ site to view the Site Dashboard.
B Home
SITENAME * ADDRESS % ACTIVE AFFLIATION 3 ALERTS %
Aetivities Adams County Health Department 330Vermont HHSC, NURSE Corps 1
Quingg IL
Requests ADAMS COUNTY HEALTH DEPARTMENT 1415 Nermont Street 1
Quincy IL
Messages ADAMS COUNTY HEALTH DEPARTIMENT Blessing Hospital @ 14th Straet 1
Quingg IL
Search for Candidates isw Al Sitas
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PART 10 | APPENDIX

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
guestions 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.

The duties that you perform at your site will determine the roles and permissions granted for you on the portal. 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. For
more information regarding role based access in the portal, please refer to the role and responsibilities matrix on
the next page.

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. The specific roles and responsibilities can be found below:

e  Registration / Login / Forgot Password

e View Home Page

e View Activities Page

e View Requests Page

o View My Messages Page

e Search for Candidates

e  Opportunities | Create New Opportunity

e  QOpportunities | Manage Opportunities

e Sites | My Sites

e Sites | Manage Site POCs

e Sites | New Site Application

e Account | Account Profile

e Account | Account Settings — Change Email

e Account | Account Settings — Change Password

e  Account | Account Settings — Change Security Question
e My Sites | Site Dashboard

e My Sites | Site Dashboard | Create New Opportunity
e My Sites | Site Dashboard | Manage Opportunities
e My Sites | Site Dashboard | Create Site Profile

e My Sites | Site Dashboard | Manage Site Profile

e My Sites | Site Dashboard | Site Recertification

e My Sites | Site Dashboard | View Clinician Roster
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e Manage Site POCs | Update Roles (self)

e Manage Site POCs | Update Site Affiliations (self)

e Manage Site POCs | Update Program Affiliations (self)

e Manage Site POCs | Update Roles (others)

e Manage Site POCs | Update Site Affiliations (others)

e Manage Site POCs | Update Program Affiliations (others)

e  Manage Site POCs | Edit POC (others)

e Manage Site POCs | Add New POC via Email Invitation

e Manage Site POCs | Search Database for Portal Users

e Manage Site POCs | Assign Existing Portal User as a Site POC

e Manage Site POCs | Resend Invite

e Manage Site POCs | Delete Invite

e View Site Visits Details (Site Dashboard)

e View Requests Details (Home Page, Requests Page, Site Dashboard)
e View Activities Details (Home Page Activities Page, Site Dashboard)
e Complete Activity | Employment Verification (EV)

e Complete Activity | In Service Verification (ISV)

e Complete Activity | Suspension Employment Review

e Complete Activity | Suspensions Confirmation

e Complete Activity | Site Status Change Request — Confirmation Reviews (SSCR)

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. . The specific roles and responsibilities can be found below:

e  Registration / Login / Forgot Password

e  Registration / Login / Forgot Password

e View Home Page

e View Activities Page

e View Requests Page

e View My Messages Page

e Search for Candidates

e Sites | My Sites

e Sites | Manage Site POCs

e Sites | New Site Application

e Account | Account Profile

e Account | Account Settings — Change Email

e Account | Account Settings — Change Password

e Account | Account Settings — Change Security Question
e My Sites | Site Dashboard

e My Sites | Site Dashboard | View Clinician Roster

e Manage Site POCs | Update Roles (self)

e Manage Site POCs | Update Site Affiliations (self)

e Manage Site POCs | Update Program Affiliations (self)
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e Manage Site POCs | Add New POC via Email Invitation

e Manage Site POCs | Search Database for Portal Users

e Manage Site POCs | Assign Existing Portal User as a Site POC

e Manage Site POCs | Resend Invite

e Manage Site POCs | Delete Invite

e View Site Visits Details (Site Dashboard)

e View Requests Details (Home Page, Requests Page, Site Dashboard)
e View Activities Details (Home Page Activities Page, Site Dashboard)
e Complete Activity | Employment Verification (EV)

e Complete Activity | In Service Verification (ISV)

e Complete Activity | Suspension Employment Review

e Complete Activity | Suspensions Confirmation

e Complete Activity | Site Status Change Request — Confirmation Reviews (SSCR)

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 Health
Workforce Connector. . The specific roles and responsibilities can be found below:

e  Registration / Login / Forgot Password

e  Registration / Login / Forgot Password

e View Home Page

e View Activities Page

e View Requests Page

e View My Messages Page

e Search for Candidates

e Opportunities | Create New Opportunity

e  Opportunities | Manage Opportunities

e Sites | My Sites

e Sites | Manage Site POCs

e Sites | New Site Application

e Account | Account Profile

e Account | Account Settings — Change Email

e Account | Account Settings — Change Password

e Account | Account Settings — Change Security Question
e My Sites | Site Dashboard

e My Sites | Site Dashboard | Create New Opportunity
e My Sites | Site Dashboard | Manage Opportunities

e My Sites | Site Dashboard | Create Site Profile

e My Sites | Site Dashboard | Manage Site Profile

e My Sites | Site Dashboard | View Clinician Roster

e Manage Site POCs | Update Roles (self)

e Manage Site POCs | Update Site Affiliations (self)

e Manage Site POCs | Update Program Affiliations (self)
e Manage Site POCs | Add New POC via Email Invitation
e Manage Site POCs | Search Database for Portal Users
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e Manage Site POCs | Assign Existing Portal User as a Site POC
e Manage Site POCs | Resend Invite
e Manage Site POCs | Delete Invite

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

APPENDIX C: ACTIVITY TYPES

EMPLOYMENT VERIFICATION FORMS (EVF)

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.
Answer the questions about the participant’s current (or future, pending) employment and license to
practice
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 AW

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 () to proceed to the next page.
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Review all the verification information entered, confirm the verification request and sign the online form by
entering you r password. Select the “submit” button to submit the form to the BHW.

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

IN SERVICE VERIFICATIONS (ISV)

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:

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

SITE VISIT PENDING RESPONSES

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.
2. Provide a detailed response on the actions taken to correct the issues identified.
3. 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.

4. Select the “submit response” button to send your response back to the BHW.
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