
Changes to Individual Provider 
Application Process

Presenter
Presentation Notes
Script:
Welcome to the Changes to Individual Provider Application Process training. My name is _______________ and I will be your trainer for today’s session. 

Actions: Advance to the next slide.�
Supplemental Points: N/A 
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Objectives

At the end of this training, you will be able to identify how 
NCTracks will capture and store:
• Work history

– Including work history gaps

• Education history
• Current malpractice insurance information

In addition, NCTracks will:
• Request Individual providers submit ALL board certification data

Presenter
Presentation Notes
Script:
In today’s training we will discuss how the NCTracks system will capture and store work history, education history, malpractice insurance information, and board certification from Individual providers who complete an initial Enrollment, Re-enrollment, or Re-verification application. 

Actions: Advance to the next slide.�
Supplemental Points: For more details regarding the new information required for Individual providers enrolling in Medicaid and NC Health Choice, refer to the June 09, 2020 provider announcement titled New Information Required in Applications for Individual Providers Enrolling in Medicaid and NC Health Choice located on the NCTracks Provider public pages.
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Work History

Presenter
Presentation Notes
Script:
Let’s discuss the requirement to enter work history for an Individual provider who is completing an initial Enrollment, �Re-enrollment, or Re-verification application.
 
Actions: Advance to the next slide.�
Supplemental Points: N/A 
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What Is Required? 

• Work history as a health professional for past 5 years

• Documentation required for gaps of more than 6 months

Presenter
Presentation Notes
Script:
An Individual provider who is completing an initial Enrollment, Re-enrollment, or Re-verification application is required to submit work history as a health professional. 

When entering work history, if the enrolling provider is currently a resident or intern, he/she should enter the details of that residency or internship.

The Individual provider must enter work history as a health professional for the past 5 years. There is not a need to provide any work history prior to the 5-year timeframe. 

If there is a gap of 6 months or more between any jobs, the provider must write, sign, and date an explanation of the gap in work history and then upload the document to the Upload Documents page in the application. This only needs to be submitted once for an enrolling provider; it will not be required for Re-verification applications, unless there is a new gap of 6 months or more since a previous initial Enrollment or Re-enrollment application.

Actions: Advance to the next slide.�
Supplemental Points: The Credentialing staff will not be contacting previous or current employers to verify work history.
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Education History

Presenter
Presentation Notes
Script:
Let’s discuss the requirement to enter education history for an Individual provider who is completing an Enrollment, Re-enrollment, or Re-verification application.
 
Actions: Advance to the next slide.�
Supplemental Points: N/A
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What Is Required? 

• Submission of highest level of education

• Education information verified

• Submission of supporting documentation

Presenter
Presentation Notes
Script:
Individual providers who are completing an initial Enrollment, Re-enrollment, or Re-verification application are required to submit education history. When the education history information is submitted, it is verified by the CSRA Credentialing staff. 

The Individual provider will be required to enter his/her highest level of education data on the Enrollment, Re-enrollment, or Re-verification application. The Individual provider must enter the name of the school he/she attended, the degree obtained, the start date, and the graduation date. 

The CSRA Credentialing staff will compare the education data entered on the application to background information obtained from our vendor.

If there is a discrepancy, the application will be returned to the provider to have a sealed, certified transcript sent to CSRA by mail or an electronic copy sent directly from the school.

CSRA will only request verification if we are unable to source verify the information provided. 

Actions: Advance to the next slide.�
Supplemental Points: Later in the training, we will also discuss how providers are able to add additional board certifications during a Re-verification application the same way they would when completing initial Enrollment, Re-enrollment, and Manage Change Request (MCR) applications.
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Malpractice Insurance

Presenter
Presentation Notes
Script:
Let’s discuss the requirement to enter malpractice insurance information for an Individual provider who is completing an Enrollment, Re-enrollment, or Re-verification application.
 
Actions: Advance to the next slide.�
Supplemental Points: N/A 
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What Is Required?

• Submission of malpractice insurance information

Presenter
Presentation Notes
Script:
Malpractice insurance is defined as professional liability coverage carried by medical providers. 

When an Individual provider is completing an Enrollment, Re-enrollment, or Re-verification application, they must enter their current malpractice insurance coverage information if covered.

Actions: Advance to the next slide.�
Supplemental Points: N/A
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Let’s See It

Presenter
Presentation Notes
Script:
At this time, we will travel out to the NCTracks Provider Portal to navigate through an Individual provider enrollment application to review changes that have been made to the Enrollment, Re-enrollment, and Re-verification applications.

Actions: Advance to the next slide.�
Supplemental Points: We will demonstrate the enhancements in an Individual provider initial Enrollment application; however, Individual providers are also presented with these enhancements when completing a Re-enrollment or Re-verification application. 

https://tng.nctracks.com/content/public
https://tng.nctracks.com/content/public
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Public Providers Page

1

2

Presenter
Presentation Notes
Script:
The user will select the Providers tab and then select the blue lock in the NCTracks Secure Portal image in order to navigate to the login page.

Actions: Advance to the next slide.

Supplemental Points: Enrollment, Re-enrollment, or Re-verification applications can be completed by an Enrollment Specialist (ES) and submitted to the Office Administrator (OA) for review and submission to NCTracks. Refer to the Enrollment Specialist User Role Job Aid located in SkillPort for information on how to assign the Enrollment Specialist user role, complete an application as the ES, upload various supporting documents to applications, and navigate through an abbreviated MCR. 
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NCTracks Login Page

Presenter
Presentation Notes
Script:
The user will enter their user ID (NCID) and password and select Log In to navigate to the Provider Portal home page.

Actions: Advance to the next slide.

Supplemental Points: Passwords are case-sensitive. After three unsuccessful attempts, the user will be locked out; however, NCTracks will provide a contact number that the user can call for access assistance. Multi-Factor Authentication (MFA) is required. After the user enters the user ID and password, the second level authentication will be sent to the user’s preferred method (Phone or Mobile App). For more information on the MFA registration process, please refer to the Provider Multi-Factor Authentication Registration Process Job Aid located in SkillPort.
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Provider Portal Home Page

Presenter
Presentation Notes
Script:
The user will select the Status and Management button to navigate to the Status and Management page.

Actions: Advance to the next slide.

Supplemental Points: N/A
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Status and Management Page

Presenter
Presentation Notes
Script:
The user can begin an Enrollment application by selecting the Online Application option on the Enrollment tab or by selecting the “Online Application” hyperlink in the Quick Links section on the left side of the Status and Management page.

For more information on the provider Enrollment, Re-enrollment, or Re-verification processes, please refer to the Provider Web Portal Applications Participant User Guide located in SkillPort.

Actions: Advance to the next slide.

Supplemental Points: At this point, we will navigate to the point of the provider application that identifies what has changed in this process.
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Accreditation Page

Presenter
Presentation Notes
Script:
Keep in mind that during the application the user will navigate through other pages specific to the application type that is being completed. 

On the Accreditation page, the Individual provider is required to enter any required certifications. In addition to certifications required for a taxonomy code, Individual providers are requested to add all board certifications, including DEA (Drug Enforcement Agency) information. 
Note: Providers are able to add additional board certifications during a Re-verification application the same way they would when completing initial Enrollment, Re-enrollment, and MCR applications.

The user is able to add Certification information by selecting the State, Certification #, Effective Date, and Expiration Date.
Note: If the Certification does not have an expiration date, leave this field blank. 

The user must select the Add button in the Certifications section if any selections were made; this will add the information to the provider record. 

CSRA will source verify using LexisNexis; however, if CSRA is unable to source verify the information provided, the application will be returned to the provider to upload certification documentation.

Actions: Advance to the next slide.

Supplemental Points: N/A
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Provider Supplemental Information Page

Presenter
Presentation Notes
Script:
The Provider Supplemental Information page allows the provider to enter their work history, education history, and current malpractice insurance coverage information. 

In the Work History section, the user is able to enter the Company Name, Job Title, Start Date, and End Date. Once the information is entered, the user must select the Add button to add the information to the Work History section.��When entering work history, if the enrolling provider is currently a resident or intern, he/she should enter the details of that residency/internship such as:
Job Title: Resident
Company Name: Healthcare Facility XYZ
Start Date: Date residency/internship began
End Date: 12/31/9999 if still a resident/intern

The Individual provider must enter work history as a health professional for the past 5 years. There is not a need to provide any work history prior to the 5-year timeframe. 

If there is a gap in the Individual provider’s work history of 6 months or more, the provider is required to upload written documentation explaining any gaps that occurred in the past 5 years.

The Education section allows the user to enter their highest level of education by providing the School Name, Degree, Start Date, and End Date. After entering this information, the user must add the information to the application by selecting the Add button. 

The CSRA Credentialing staff will compare the education data entered on the application to background information obtained from LexisNexis. If there is a discrepancy, the application will be returned to the provider to have a sealed, certified transcript sent to CSRA. 

The sealed, certified transcript can be mailed to NCTracks or an electronic copy sent directly from the school. The user can mail the sealed, certified transcript to the following address:
Attn: Provider Enrollment
PO Box 300009
Raleigh, NC 27622
 
If an electronic copy is being sent directly from the school, the e-mail address to which to send the transcript will be provided in the Request for Additional Information.

In the Current Malpractice Insurance Coverage section, the user is required to answer the question, “Do you have malpractice insurance or are you covered under a federal tort?”. The user is required to answer Yes or No.

Actions: Advance to the next slide.

Supplemental Points: If this is a Re-enrollment or Re-verification application and CSRA has data on file, the data will be pre-populated for the user to review and make edits as necessary.
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Provider Supplemental Information Page (cont.)

Presenter
Presentation Notes
Script:�If Yes is selected, the Individual provider is able to select Individual Malpractice Coverage, Malpractice Coverage Under A Group, or Federal Tort Malpractice from the Malpractice Type drop-down menu, enter the Effective Date and Expiration Date, and select the Add button in order to add the information to the application.

Note: When the Individual Malpractice Coverage or Malpractice Coverage Under A Group option is selected, the user is able to enter the Insurance Agency Name and Amount of the malpractice coverage.��If No is selected, the area does not expand. 

Actions: Advance to the next slide.

Supplemental Points: N/A
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Provider Supplemental Information Page (cont.)

Presenter
Presentation Notes
Script:�Here you are able to see how the information displays, once all the entered information is added to each section of the Provider Supplemental Information page.

Actions:�Advance to the next slide.

Supplemental Points: N/A
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Final Steps Page

Presenter
Presentation Notes
Script:
On the Final Steps page, the provider is presented with the Individual Provider Agreement section.
 
All Individual providers are required to download the Individual Provider Agreement, obtain a signature from the enrolling provider, and upload a copy of the signed document on the Upload Documents page.�Note: For the Individual Provider Agreement and the work history gap explanation, faxed, digital, electronic, scanned, or photocopied signatures are acceptable, but signature stamps are NOT permitted.

The Individual Provider Agreement is required when submitting an initial Enrollment, Re-enrollment, or Re-verification application. 

Actions: Advance to the next slide.

Supplemental Points: N/A
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Upload Documents Page

Presenter
Presentation Notes
Script:
From the Upload Documents page, the user is able to upload supporting documents to the application. 

The Upload Documents screen is separated into four sections: Electronic Attachments, Upload Documents, General Enrollment Additions and Fingerprint Evidence Documents. 

The General Enrollment Additions section is where all documents that are not related to fingerprinting will be loaded. Please be advised that if you answered Yes to any sanctions questions, you will need to upload the required documents in the General Enrollment Additions section.

The Fingerprint Evidence Documents section is where the user is able to upload the Evidence document(s). The completed evidence document(s) with assigned case numbers should be the only document(s) that are used and uploaded.

Actions: 
Advance to the next slide.

Supplemental Points: 
N/A
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Summary/Wrap Up

Now you are able to identify how NCTracks will capture and store:
• Work history

– Including work history gaps

• Education history
• Current malpractice insurance information

In addition, NCTracks will:
• Request Individual providers submit ALL board certification data

Presenter
Presentation Notes
Script:
In today’s training we discussed how the NCTracks system will capture and store work history, education history, malpractice insurance information, and board certification from Individual providers who complete an initial Enrollment, Re-enrollment, or Re-verification application. 

Actions: Advance to the next slide.�
Supplemental Points: N/A 
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