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The information presented in this user guide has been organized into a series of broad concepts including
detailed step-by-step routines and instruction.

The Contents and Index tabs in the left margin offer links to topics within this guide. Keyword searches
may be conducted under the Search tab to locate specific topicinformation. A hardcopy of any open topic
may be printed by clicking on the printericon in the upper right corner of this guide.

Click on the Contact link in the Application Manager header for additional help.

Introduction to Application Manager
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Introduction to Application Manager

What is Application Manager?

Application Manager is a web-based service which allows hospitals and managed care organizations to
conduct provider activities over the Internet. Every documentinvolved in an employment application
process, a provider appointment/reappointment process, or any other kind of process may be passed
between the applicant and the organization via Application Manager without mailing any document
hardcopies.

Why am | Using Application Manager?

You have been invited to create an Application Manager account since a hospital or managed care
organization you are either currently associated with or are interested in joining has opted to use
Application Manager to direct, control, and maintain its applicant processes and documentation. This
practice offers many advantages over conducting these processes manually:

e Every form and document involved in an Application Manager process is available to the provider via
Application Manager.

e Document copies required from the provider (copies of certificates, licenses, academic records, profile
photos, etc.) may be submitted electronically via Application Manager. Application Manager allows the
provider to submit some documentation via fax.

e Providers may securely store documentation in Application Manager for future activities involving the
same medical staff office (MSO) or the MSO of another organization using Application Manager.

e The status of each document in Application Manager may be monitored by the provider and the MSO in
real time.

e If adocument submitted to the MSO via Application Manager requires further attention, the MSO may
return that document to the applicant through Application Manager with the necessary edits
marked/noted.

o All Application Manager activities may be restricted to the provider and only authorized MSO
personnel.

The Steps of Using Application Manager
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The Steps of Using Application Manager

Using Application Manager

There several steps to using Application Manager as a provider applicant involved in an application
process with an MSO. Not every step is required each time the you use Application Manager and some
steps may be repeated numerous times in the course of a single process.

Step 1: Accepting the Application Manager Invitation

Every new Application Manager process begins with an invitation from the MSO. Within the email is a
hyperlink which leads to the Sign In screen for the Application Manager web-based service. If you accept
the invitation, clicking the hyperlink is the first step.

Clicking the browser Back button may reset your Application Manager session. To avoid resetting your
session, only use the links within Application Manager to navigate the application.

Step 2: Creating an Application Manager Account (required only once) Detail

Once you have accepted the emailed invitation to participate in an Application Manager process, you
must create an Application Manager account if this is your first experience with Application Manager.
You only need a single Application Manager account which may be used for any Application Manager
process once it has been created.

Step 3: Completing/Filling Out Application Manager Documentation Detail

Itis possible for you to complete and submit all documentation related to an application process via
Application Manager.

Step 4: Editing Returned Documentation Detail

The MSO may occasionally return some documentation to you for corrections or further edits. This

editing process may also be conducted completely within Application Manager before the final
submission of the document to the MSO for use.
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Creating an Application Manager Account

All applicants must create their own Application Manager user accounts. Your user account is the identity
by which the MSO will recognize you in Application Manager and the associated email address is the
location to which all correspondence and documentation will be sent.

1. Click on the Sign Up button on the Application Manager Sign In screen (Figure 1). The Create account
screen opens (Figure 2).

¥ CACTUS

CACTUS Hospital (Corporate)

New to AppCentral? Returning to AppCentral?

If this is your first time you must create an AppCentral ID:
account specific to AppCentral.

Password:

i

Having trouble accessing your account? Click here.

Figure 1
Application Manager Sign In Screen

2. Enter all of the required information into the fields provided (Figure 2). An entry is required for each
field which is marked with an asterisk (*). The email address and Application Manager ID entered into
this account creation screen are the identifiers Application Manager will use to identify you.

e The password used for this account must be between 8 and 15 characters long and have at least one
numerical character and one alphabetical character.

e As part of the account creation process, you must designate a challenge question with an answer to
be used as a security measure if you ever need to have your forgotten password recovered and your
Application Manager access restored.
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Sign in

é Create account

First Mame:*® Clyde Last Name:™ Marmow
yppCentral 1D:" CMarrow Confirm: * Charmow
Password:® LT LT Confirm: * LTI T

Strang

clydemarrow@hotmail.com Confirm clydemarrow @hotmail. com
Just in case you forget your account info i
Questionl: what is vour mother's maiden name? -
Rogers

7 I have read and accept the terms of use agreement

View terms of use agreement

[ i 1
Create my account

Figure 2
Creating a New Application Manager Account

Open the Terms of use agreement by clicking the View terms of use agreement link.

If the terms of use are acceptable, click the I have read and accept the terms of use agreement
checkbox. You cannot create an Application Manager account without agreeing to the terms of use.

Click the Create my account button to finalize the account creation process. If successfully completed,
a confirmation email will be sent to the email address associated with your Application Manager
account (Figure 3).
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2 mailservice @ | o 206t contacts 11:10 AM

To clydemarrcw@hotmailcom Raply | =

Clyde HMarzow,
Thank you for regiscering with AppCeancral.
Yaur new AppCencrsl ID is: CMarsaw

Your Applentzal account has been succeasfully created. Rlways take the necessary precauvtions to protect your

=
AR
perganal infarmapion fram unaucharized usaes,

Elease dizect anv questions vou mavy have to your credentialing support representative.

P P P P P B e B

This mesgsagse, including accachmencs, Sonceains infaormacion chat ie confidencial andg
may be privileged. Unless you are the addressee (or authorized to receive for the
gddzessee], vou =ev not use, copy 9r disclose to anyvone the message or any infozmation
conceined in che message. If you hawve recgeivad che message in arror, please adviss The
asnder by reply e-mail and delece the message.

Figure 3
Confirmation E-mail

Return to the Application Manager Steps
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Completing/Filling Out Application Manager Documentation

The Home Screen

Completing/filling out documentation as part of a new Application Manager process begins on the
Application Manager Home screen. When a process is presented, each of the documents associated with
that process are listed on the Home screen under the process title (Figure 4).

Hella, Clyde Marrow (CHarrow)

|&My Messages ¥ Account Caonkact Help AL Sign out

My Documents

Mame Due Date Action Required &  status -
Bl Initial Application

CACTUS AppCentral Training App 3/7/2012  Fill out & submit N/& | New

Accuray Cyberknife Uﬂ-%ﬂ MiA Print and fax MN/A | Maw

Anesthesiology MiA Read document  MN/A  Unread

Onboarding Chair Request PDF MiA Print and fax MAA | Maw

Figure 4
The Home Screen

Each document listed has four conditions displayed for quick reference (Table 1):

Condition Definition

Due Date This is the date by which the completed document should be submitted.

Action This is the action/actions required. There are three kinds of documents based on the
Required actions required: Fill out & submit documents must be completed and submitted

electronically, Print and fax documents must be printed out as hardcopies to be
completed manually and then faxed into the MSO, and read-only documents are
documents which you only need to be open and read.

Paperclip Icon This indicates the number of attachments currently attached to the document.

&2
Status This is the current status of the document.

Table 1
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Beginning a Process
Clicking on any document listing will open that document. If this is the first time any documentin the

process has been opened, you will be required to satisfy any applicable provider verification conditions
before continuing.

Print and Fax Documentation

Electronically Completed and Submitted Documentation

Return to the Application Manager Steps
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Submitting Print and Fax Documentation

Print and Fax Documentation

A Print and Fax document is a document you must print out, complete manually, and then fax to the MSO
via a fax number provided through Application Manager. Once successfully faxed to the MSO, the Print
and Fax document is part of the collection of documents associated with your Application Manager
account. The Print and Fax process begins with selecting a Print and Fax document on the Application
Manager Home screen (Figure 5).

Hella, Clyde Marrow (CMarrow)

H )
ome My Messages ¥ Account [-Contact Help L Sign out

| O e 4

Print & Fax

UT Scuthwestern Medical Center University Hospitals « Request for Hospital Privileges
ACCURAY CYBERKNIFE (FOR NON-RADIATION ONCOLOGISTS)

Physician Name:  Clyde Marrow

Criteria for Accuray Cyberknife Privileges

1 PRIVILEGE LEVEL CRITERIA TO ESTABLISH COMPETENCY Ll |

ADVANCED PRIVILEGES Initial intment;

» Board cerification or successful completion of a Residengy program in practitioner’s spedalty.

» Attendance at an Accuray-sponsored course for use of Cyberknile.

» Supcessful perormance of 10 supervised cases i University Hospital - Zale Lipshy.

= Appeoval by the Medical Director, Radiosurgery.

Reappointment
» Maintenance of Facully appointment &t UT Southwestem Medical Cenber and clinical privileges al
University Hospital - Zale Lipshy

« Pamicpation in 10 cases as primary physician in e past two years. When 10 cases not
med in past two years, physcian & required 1o parform the num ases shor of 10 under
r by a supervising physician, who muest sign that the proctared physician has parfamed the
cases satisfacioriy. Afler successful compietion of the proclored cases, the physician may pedform
pendently undil the next reappointment
v raciation safety. induding 100% atendance al the

voe of all i
ancy Respon By,
= Approval by the Medical Direclor. Radiosumery.

Physician 3
Department Chair or Chief notes approval in
Procedure | Disease Classification = I“;T::;:n‘::r‘ appropriate column balow
ACCURAY CYBERKNIFE

i . Recommended | Recommaended
(For Non-Radiation Oncologists) |Requested |Requested || ™ oo WITH NOT

MUH-ZL | @t UHSP || ypramion | MODIFICATION

Recommended

ADVANCED PRIVILEGES
Cyberknife (]

the attached form and in accordance with the delineation of
3 for delneaton of chnical privileges, | have read and
2619/ 1/39/434T1SBYLAWS UH-ZL 11-
W7 FINAL. pdf: -

Statement of applicant: | am requesting clinical privileges as indicated on
chnical privileges process established by the Medcal Slall. In making apg
agrea o abide by the Bylaws at hiip:d B utsoni
2007 FiMAL pdl and hitpdswwwd utsouthwesiemn eduBO80 T sw/ o

HT10BYLAWS UH-SP 11-2

Print and Fax Document
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Printing the Print and Fax Document

Click the Print and Fax submission button under the Print and Fax tab (Figure 6).

Print & Fax

= Print and Fax
Y= Print and submit via fax ver

h FO
Clyde Marrow

Physician Name:

Criteria for Accu

=2
Figure 6
Print & Fax Tab

Clicking the Print and Fax button opens two screen features simultaneously (Figures 7 and 8). The Print
Fax Coversheet Fly-Out (Figure 7) opens to notify you the process for printing out the selected Print and
Fax document has been initiated. The actual Print and Fax document is displayed in a print preview
format with the fax coversheet as the first page (page 1in Figure 8).

6-2 Submitting Print and Fax Documentation



Be Print Document and Coversheet

Print and then fax in your document & coversheet.

Your document, including the coversheet, is ready to be printed. A popup window should
display prompting you to print the coversheet and document. Proceed as directed and close
the window when finished.

If the popup window does not show, please click the "Print document & coversheet”
link. If the problem persists, temporarily disable “Popup Blocking” in your browser
and the click the “Print document & coversheet” link once more.

Print Document & Covercheet

You may send your fax at anytime. You will receive confirmation via email as soon as your
fax is received.

Figure 7
Print Fax Coversheet Fly-Out

You can print the document with the fax coversheet by clicking the Print Document & Coversheet button
on the Fly-Out (Figure 7) and then close the Fly-Out by clicking the Done button (Figure 7).

Completing and Faxing the Print and Fax Document

When the Print and Fax document is printed, Application Manager automatically generates a fax
coversheet as the first page of the printed document (page 1 of Figure 8). This coversheet is vital to the
Print and Fax Document submission process. The selected document actually begins on the second page
of the printed document (page 2 of Figure 8).
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= = A

@[1_;-1 & @[ - | = & [ e

AppCentral Fax Coversheet

Dacurmmart Harma: Accuray Cyberknife 09-01-09

1-(913) I
T AppCentral Online Services
From: Clyde Marrow
Request Date: /92012 3:54:52 PM (CST)
Fouting Mumber: FODD4QO002

How to sand your Ffax:

" Erdurs that 8l pages, incheding this covershes, have Been prinbed and 1hat you hinve provaded
requeshed information
" Stan by sending this coversheet first ircugh the Fax, folkeed by The resmdining page(s)

" Vou My begin sending your fax o aivy B, You willl rective Sonfirmation via omed thal your Tax
wirs receivied and lorwaeded 1o the medecal siadl. I no confemalion i received please by
sending The fax again. You may also confirm your fax by signing back into the syslem and
viewing a cogry of the image
You may send your fax at anytime. You willl receive confirmation via email as soon as
your fax is received. & reminder via email may be s&m 10 you il your ax is nol received
within J-4 days.

Ll

UT Southwestern Medical Center University Hospitals « Request for Hospital Privileges
ACCURAY CYBERKNIFE (FOR NON-RADIATION ONCOLOGISTS)

Physician Nams: o Mo

Criteria for Accuray Cyberknite Privileges
PRAILEGE LEVEL CRITERIA TO ESTABLEEH COMPETERCY

ADNARCED FRENVILEGES Ieviial Appwerimant
- mmmwwwﬁ:mmwmw&w:?
* Algndsecs ¥ o Adturdy-iponicnid curis b uie of Cylbesioniy
s Sucomadil pericemaeon of 10 supennad coves 2 Umaventy ospdal - Zae Lipshy.
® Appeowal by e Mesbcal Direcior, Radiosargeny.
e Riaimmmmnn. o Do s At 1T e s Al i, el afind At
Figure 8
Print and Fax Document and Coversheet
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Print and Fax Submission
1. Complete the printed document with the requested information (page 2 in Figure 8).

2. Fax the completed document to the fax number displayed on the fax coversheet with the provided
coversheet as the first page to go through the fax machine when faxed.

ATTENTION:

It is absolutely vital the provided coversheet is included in the fax process as the first page. The
coversheet barcode must be scanned by the fax machine before any of the process documentation is
scanned. This barcode contains encoded information specific to the Application Manager applicant and
enables Application Manager to correctly route the following document to your Application Manager
account.

Return to the Application Manager Steps
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Electronically Completed and Submitted Documentation

Completing Documentation Electronically

Application Manager allows you to exchange documentation with MSOs over the Internet and avoid the
use of hard copy documentation whenever possible. There are document editing features available for
use with the electronic completion and submission processes. Begin this document completion process
by selecting a Fill out & submit document from the list presented on the Home screen (Figure 9).

| »

Hello, Frank Stone (FStone)

[#EMy Messages ¥ Account [ Contact (0 Help L Sign out

¥ CACTUS

My Documents

MName Du@ Data action Required & | Status

n

&l Initial Application

CACTIIS AppCentral Teaining App 3/13/2012 Fill out & submit M/A | New

Accuray Cyberknife 09- 9 MYA Print and fax MNfA | New

Anesthesiology MSa Read document  MYA&  Unread

Onboarding Chair Request PDF A Print and fax MiA | New
Figure 9

Opening aFill Out & Submit Document

Completing the Electronic Document

One advantage to completing documentation electronically is the guidance Application Manager offers
you by highlighting required fields and identifying required attachments. These features come to your
attention immediately as the document selected in Figure 9is opened within Application Manager
(Figure 10):

1. Ared bannerabove the document tells you which document pages contain fields which must be filled
for the document to be submitted to the MSO and which attachments you must make to the
document if any.

2. Fields which require input are outlined in red while they are empty. Once these fields have been
filled, the red outline is removed from the field.

7-1 Electronically Completed and Submitted Documentation



Hello, Frank Stone (FStone)

H Y ;
s @My Messages ¥ Account Contact Help L Sign out
(@ locuments
CEY
@ Some information may be required (J 1
- Highlighted fields must be completed or corrected on page(s) - 1.6
- Missing attachments - Please remember to attach a copy of proof of your malpractice insurance coverage. =
Fax or Attach Image Submit
1 Cof e =
Copy pag =5
T . . L
Credentialing Application
Identifying Information %

General Information

Firase enter basic information chout yowrse i

Frank Stone
First Name Middlie Nami Last Nam Saiffix Tithe [e.g. MD, DG, APN) 2

g =Y= ) EEm— | =<

Male Fenale  Sodal Security 8 IN Birth Date Birth Place [City, State, Court ry)

Healthcare Related Numbers

Badizare Number Wirdicaid Numbar [T (]
Home Address
-
Address City State Tiplode County
() - ()
Phone Number Cell Phone Number PersanalHome Email Address

Practice Information i

Figure 10
Open Fill Out & Submit Document
Document Menu Items

Some features are available to the applicant in the drop-down document menu in the document header
(Figure 10). When you click on the Menu tab, the menu opens (Figure 11).

1. Messages - Any messages from the MSO to you regarding this document will be displayed in this
section.

2. Actions - The action choices available to you are displayed in this section:

Add Attachment action - This action is used to attach documents and images to the process document.
Details

Export to PDF action - This action is used to create a PDF version of the process document.
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Hellg, Frank Stene (FStone)

Home My Messages ' Account Contact Help L Sign out

CACTUS AppCentral Training App

Messages Actions

Reminder: Please remember to attach a copy of

proof of your malpractice insurance coverage. gddamdment

from computer. via fax, or use past attachments

There are no pending attachment requests.
p ? q Export to PDF
Create 8 PDF ko print. save & amail, etc.

b

- Highlighted fields must be completed or corrected on page(s) - 1,6
- Missing attachments - Please remember to attach a copy of proof of your malpractice insurance coverage.

(=) Some information may be required

Fax or Attach Image Submit
- Copy page

Credentialing Application

Identifying Information

General Information
Flease enter bosic information shout yourse i

Frank Stone
First Namae Middle Name Last Name Sulffx Tithe [e.p. MO DDS, APN)
semte [ [ [ [ 1 -
Figure 11
Open Menu

Page Navigation

The green page navigation arrows in the upper right corner of the document provide a quick reference to
which document pages contain empty fields requiring information. By moving the cursor arrow over this
area, a pop-up appears with each page of the document represented by its page number (Figure 12).

|

-1 Copy page & =

Pages: |1 | 2 3 4

LRl & %

antialing App!

Figure 12
Page Navigation Pop-Up
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Page numbers which are colored red contain empty fields which require information before you will be
allowed to submit the document to the MSO. The page number with a dark border is the current the page
open for review. You may jump to any page in this series by clicking on its number in this pop-up.

Navigating between Documents

You can move directly to the next document in the list of process documents by clicking the right pointing
arrow icon. When you hover the mouse pointer over the icon, a pop-up of the next document's
information appears for reference (Figure 13).

Next Document Accuray Cyberknife 09-01-09
Rank 2 of 4
Due Date MNSA

Status Mawvr

Print and fax

-+ Copy page I

dentialing Application LM

Figure 13
Navigation between Process Documents

Clicking the icon will take you directly to the next document. Another arrow icon on the left side of the
document viewer will allow you to jump to the previous document in the group.

Fax or Attach Image Tab

You can view a list of items which have been attached to the document under this tab (Figure 14). Each of
the attached items may be opened for review by clicking on its entry in this list and additional items may
be attached via the Add License, Photo, Certification, etc. action also located under this tab.

Electronically Completed and Submitted Documentation 7-4



Fax or Attach Image Submit

Attachments may be added or removed only
aa before the document is submitted for review.

a Profile Picture

QF ; i
eFa Stone' 5 e Certifica I&

@ Add License, Photo, Certification, etc.

via fax, from computer, or use a past attachment

First Name Middle Name Last Name
Figure 14
Fax or Attach Image Tab

Submitting the Document via the Submit Tab

You may submit the document to the MSO via the Submit tab (Figure 15). A message to the MSO related
to the document may be added in the field supplied under this tab. Clicking the Submit action initiates
the document submission.

e Submit

Add a message (optional)

I have attached the requested “1 la |
documentation and completed this a
application.
Submit
Send to MSO for review t
ittestation
Figure 15
Submit Tab

When the document has been successfully submitted, a message appears stating so (Figure 16). You may
either move on to the next document to be completed, return to the Home screen, or sign out of
Application Manager completely via the options provided.
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Document submitted successfully

NI Lu s | Back to Home  Sign Out

Figure 16
Successful Document Submission

Return to the Application Manager Steps
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Adding an Attachment to an Electronic Document

Adding Attachments

You have three options for making attachments to Application Manager documents: attaching items
located on your local hard drive or network, attaching items via fax, or attaching items from the library of
items associated with your Application Manager account.

When you click the Add Attachment action, the Select Attachment Method Fly-Out opens to present the
attachment options (Figure 17).

L!;; Select attachment method

Specify the name and type of the document to be faxed.

Document Type: | State License ,.|
Hame; ‘ank Stone's State License
State: kS

e e Cancel

Figure 17
Attachment Methods

Making Attachments from "My Computer"

When the My Computer option is selected from the attachment methods (Figure 17), the features for
adding an attachment from your local drive or network open (Figure 18).
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AppCentral Fax Coversheet

Fax Numbar: 1 -I:Q"l 3}-

Routing Number: FOOD4Q507D

Document Name: Frank Stone's State License

To: AppCentral Online Services
Fram: Frank Stone
Request Date: 31272012 1:30:05 PM (CS5T)

How to send your fax:

first,
+" Send the fax to the number specifled abave,

within J-1 days.

(L

+ Locale the document you inlend to fax. One document type per coversheet please.

= Wyhether a multipte ar sirgle page document, ensure hat this coversheel is sent hrough the fax

You may send your fax at anylime. You will raceiva confirmation via email as soon as
your fax is recaived. A raminder via email may be sent to you il your fax is nol received

Figure 18

Adding an Attachment from a Local Drive/Network

Adding an Attachment to an Electronic Document
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The Fields on this Fly-Out
Document Type Drop-Down Menu
You may designate the type of item the attachment is (DEA license, State license, Insurance document,

Profile Photo, etc.).

Name
You may give the item a specific name in this field.

State

Some items such as license and insurance documents are specific to a single state. You may designate
that state in this field.

Choose File Field and Browse Button

When attaching an item from a local hard drive or network you may locate the document via the Browse
button and its location designated in the Choose file field.

Attaching a Document/Image From a Local Hard Drive or Network

1. Designate the Document Type and Name of the attachment in the fields provided.

2. Designate an associated state for the attachment in the State field if necessary.

3. Enterthe location of the attachment on a local hard drive or network in the Choose file field. Browse
for the attachment via the Browse button if necessary.

4. Click the Upload button to attach the selected item to the related Application Manager document.

The attachment is complete.

Making Attachments via Fax

When the Fax option is selected as the attachment method (Figure 17), the features for adding an
attachment via fax open (Figure 19).
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e Print Coversheet

(@ Print the coversheet and fax in your document.

Your fax coversheet is ready to be printed. A popup window should display prompting you to
print the coversheet. Proceed as directed and close the window when finished.

If the popup window does not show, please click the "Print coversheet” link. If the
problem persists, temporarily disable “Popup Blocking” in your browser and click the
"Print coversheet” link again.

Print Coversheet

You may send your fax at anytime. You will receive confirmation via email as soon as your
fax is received. A reminder via email may be sent to you if your fax is not received within 3-
4 days.

Done

Figure 19
Add an Attachment via Fax

The screen features and fields for the fax attachment Fly-Out are identical to those available when
attaching an item from a local hard drive or network with the exception of the Print Coversheet button.
Since you will be attaching the selected item to the related Application Manager document via fax, a
coversheet must accompany the faxed item to route the fax to your Application Manager account.

Attaching a Document/Image via Fax

1. Input the requested information into the fields provided.

2. Click the Print Coversheet button. A fax coversheet with a barcode is generated for use (Figure 20).

ATTENTION:

It is absolutely vital the provided coversheet is included in the fax process as the first page. The
coversheet barcode must be scanned by the fax machine before the attachment is scanned. This barcode
contains encoded information specific to you which enables Application Manager to correctly route the
attachment to your Application Manager account.

3. Fax the attachment to the number displayed on the fax coversheet with the coversheet as the first
document to pass through the fax machine. The attachmentis complete.
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@ﬂdd Attachments from My Library

To add an attachment from My Library: Check boxes next to any files you want attached and then click
"Attach Selacted”.

[l tame Attachment Type

? Frank Stone's Insurance Certificate Insurance

E%Frank Stone's State License State License
Profile Picture Photo

Attach Selected Add Mew From My Computer Cancel

Figure 20
Attachment Fax Coversheet

Attaching an Item From Your Document Library

Every item you have attached to a document in the past is added to your Application Manager library of
items. Any of the items in this library may be attached to another document as part of another process.
When you select the Previous Attachments option (Figure 17), the Add Attachments from My Library Fly-
Out opens (Figure 21).

Fax or Attach Image Submit

; Attachments may be added or remaved only
L befare the document 15 submitted for review.

o Profile Picture

via fax, from compuber, or E hrnent

@ Add License, Photo, Certification, etc.

First Hame Middle Name Last Name
Figure 21

Adding Attachment's from the Document Library
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All documents and images you have ever attached to a document as part of an Application Manager

process will be stored in your library. You may now select any of these items for attachment to the
current document.

Attaching a Library Item

1. Select the item to be attached to the Application Manager document from the list of entries by
checking its checkbox. Multiple attachments may be made by selecting multiple entries from the list.

2. Click the Attach Selected button to attach the selected item(s) to the Application Manager document.
The attachment is complete.

You may attach a new item by selecting either the Add New From My Computer or Add New From Fax
buttons (Figure 21) and following the instructions listed in this section for those attachment processes.
Items attached via these button options will be attached to the current Application Manager document
while also being added to the library for future use.

Return to the Electronic Document Section
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Editing/Resubmitting Returned Application Manager
Documentation

Returned Documentation

A returned document will have a status of Returned on your Home screen (Figure 21).
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My Documents
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Anesthesiology M/A Read document |0 Unraad

Onboarding Chair Request PDF M Print and fax MNfA | Mew
Figure 21

A Returned Document

Satisfying a Returned Document Request

You may click on the document listing on the Home screen to open the document for editing. A message
from the MSO is displayed in the header of the returned application (Figure 22). The message requests
that you make a correction to the value in the NPI field. The MSO has highlighted this field in red to draw
attention to it.

Edi@nk/Resubmitting Returned Application Manager Documentation
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Figure 22

Making a Requested Edit to a Returned Document

Once you have made the requested edit. You may resubmit the document to the MSO electronically.

Return to the Application Manager Steps
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Changing my Account Email Address

How Do | Change My Email Address?

1. Click the Account action in the Application Manager header of the Home screen. The Update my
account screen opens.

2. Click the Update my email and contact information option. The Update My Contact Information
screen opens.

3. Edit the email address entered into each of the email and Confirm email fields provided.

4. Click the Update button. A message should appear stating your email address has been successfully
changed.

5. Click the Finished button to return to the Update my account screen.
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Changing my Application Manager ID

How Do | Change My Application Manager ID?

1. Click the Account action in the Application Manager header of the Home screen. The Update my
account screen opens.

2. Click the Change my Application Manager ID option. The Change my Application Manager ID screen
opens.

3. Enteryour new ID into the New ID and Confirm field.

4. Click the Update button. Your Application Manager ID has been changed and you may use the new ID
the next time you sign into Application Manager.
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Changing my Account Password

How Do | Change My Account Password?

1. Click the Account action in the Application Manager header of the Home screen. The Update my
account screen opens.

2. Click the Change my password option. The Change my password screen opens.

3. Enter your new password into the New Password and Reenter field. The password characters are
masked by dots (ees) for security purposes.

4. Click the Update button. Your password has been changed and you will be required to use the new
password the next time you sign into Application Manager.
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