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JOB AID
How to Determine Your Re-credentialing Due Date

OVERVIEW

This Job Aid is intended to show providers how to find their re-credentialing due date on the
secure NCTracks Provider Portal. For more information about the re-credentialing process, refer
to the Re-Credentialing Job Aid PRV573, which can be found in SkillPort, the NCTracks
Learning Management System, and consult the NCTracks Re-credentialing webpage.

Note: The terms re-credentialing and re-verification are synonymous and used interchangeably.
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NCTracks Login

The NCTracks Web Portal contains information that is pnivate and confidental.

Only users of legal age or with parental consent authorized by the North Carolina Medicaid Management Information Systems
{NC MMIS) may utlize or access NCTracks Web Portal for approved purposes. Any unauthorized use, inappropriate use, or
disclosure of this system or any information contained therein is prohibited and may result in revocation of access and/or
legal action. If you are not an authorized individual, this private and confidential information is not intended for you. If you
are not authonzed to access this content, please chck 'Cancel’.

NC MMIS retains the right to monitor, recerd, distribute, or review any user's electronic activity, files, data, or messages. any
evidence of illegal or actionable activity may be disclosed to law enforcement officials.
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Action

1 Open a supported internet browser such as Internet Explorer versions 8 and 9 or
Mozilla Firefox version 10 or higher.

Enter the following URL: https://nctracks.nc.gov/content/public/providers.html.
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Step Action

NCTracks will open in the Providers tab. Click NCTracks Secure Portal in the
upper right corner of the page.

2 Enter your NCID as your User ID; then enter your Password.

Note: To find out how to obtain an NCID, refer to the NCTracks Home Page, Getting
Started link.

3 Click Login.

The NCTracks secure Provider Portal Home page displays.

VIEW THE RE-CREDENTIALING DUE DATE
Provider Portal Home Page

The Re-credentialing Due Date is found in the Status and Management section of the
NCTracks Provider portal.

Note: The Office Administrator (OA) or someone who has been designated as an Enroliment
Specialist (ES) for the provider can view the Status and Management section.
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Step Action
1 Click Status and Management.

The Status and Management page displays.
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Status and Management Page

The Status and Management page allows the provider to manage their enroliment in
NCTracks. Scroll down to the Re-verification section of the page.

Status and Management & | AA | Hep
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Welcome to Provider Enrollment Status and Management
Please choose from the options below to manage your enrollment status.

SUBMITTED APPLICATIONS

Below is the status of applications you have submitted.

If status is Payment Pending, we have received initial confirmation from Paypoint that your payment was confirmed; it may take up to 48 hours to verify
the payment. If status is Pay Now, your NC Application Fee payment was not made or failed; click Pay Now to make payment.

If status of the application is in Payment Pending, Returned, or In Review, you can upload supporting documentation by clicking the Upload Documents
hyperlink.

= RECORD RESULTS

NPI/Atypical ID MName DBA Name Application Type Submit Date Status
Manage Change Request 10/19/2015 Approved
Re-verification 10/15/2015 Approved

Manage Change Request 10/14/2015 Approved
iy PO ity

The Re-verification section displays all NPIs that are due for re-credentialing under that
particular provider or Office Administrator.
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RE-VERIFICATION N

The following provider accounts associated with your NCID require a Reverification Application to be completed by the due date indicated. Please select the
record with which you would like to proceed, then click 'Submit'.
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Step Action

2 Identify the line with the desired NPI.
3 Refer to the Due Date in the far right column.

Important Considerations
There are several important considerations regarding the re-credentialing due date:

¢ When a provider is due to complete Re-credentialing, a Re-credentialing Letter will be
posted to the provider's NCTracks Message Center Inbox 45 days before the due date.

e The NPI will not appear in the Re-verification section of the Status and Management
page on the portal until the Re-credentialing letter has posted to the Message Center
Inbox. If your NPl is not listed in this section, your re-credentialing is not due yet.

e Providers cannot begin re-credentialing until the letter is posted to the portal Inbox.

e Providers who do not complete re-credentialing with 45 days will be suspended.
Suspended providers will have 30 days to complete re-credentialing or they will be
subject to termination from the Medicaid program.
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