BPHC Federal Tort Claims Act (FTCA) Credentialing and Privileging
List for Health Centers (HC) Quick Reference Guide (QRG)

Introduction
Use the steps in this QRG to add contacts to the

Credentialing and Privileging List of your FTCA application

in the Electronic Handbooks (EHBs).

Access FTCA Application

To access the FTCA application, you will either create one

or work on an existing one. However, you can only have
one application opened for a grant at a time. Therefore,

an application is already in progress, you must select the

Work on Existing Application link from the FTCA Home
page. Use the steps below to access the FTCA applicatio

1. Loginto the EHBs.
2. Click the Grants tab (Fig. 1).
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5. Click the FTCA Program link (Fig. 3). The FTCA Home

page will display.
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Figure 3: FTCA Program Link
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Figure 1: Grants Tab

3. Click the Grant Folder link (Fig. 2) in the Options
column for your desired grant. The Grants Home
page will display.
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Figure 2: Grant Folder Link

4. Scroll down to the Others section on the Grants
Home page.
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To access an existing application, click the Work on
Existing Application link in the FTCA Requests section
(B in Fig. 4) and proceed to the Add New List to the
Application section in this QRG.

Otherwise, to create an application, click the Create

Application link (A in Fig. 4) under Requests in the

FTCA section. The FTCA Application Create page will

display.
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Figure 4: Requests Links

Make a note of the preselected application type in
the Deeming Application Type section (A Fig. 5) or the
Supplemental Application Type section (B Fig. 5).
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Click the Continue button (C Fig. 5). The FTCA
Application Status Overview page will display.

#FTCA Application - Create
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The allowable application type selections are predetermined based on the most recent information available in the FTCA

Supplemental Application Type
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Supplemental applications are only available to grantees who are currently FTCA deemed.

Volunteers Supplemental

C

Figure 5: Application Type Sections and the Continue Button

Add New List to the Application

Use the steps below to add new contacts to the FTCA

application. If this is your first time filling out the list in

the EHBs, you will have to use this function, as an old |
will not be available to pull into the application.

1. Click the Add New List button (Fig. 6) on the FTCA
Application Credentialing and Privileging List page.
The FTCA Application Add Credentialing and

Privileging Information page will display.
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Figure 6: Add New List Button

Optionally, select a Prefix for the contact’s name
from the dropdown menu.

Enter the individual’s first, middle and last name (
in Fig. 7) in the name fields.

A

2 FTCA Application - Add Credentialing and Privileging information
Fields with * are required.
Add Credentialing and Privileging Details
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Figure 7: Add Credentialing and Privileging Details Section
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Enter the individual’s Professional Designation (B in
Fig. 7) or click the N/A box (C in Fig. 7) if the
individual does not have one.

Select a Clinical Staff Type (D in Fig. 7) from the
dropdown menu.

Enter the Most Recent Credentialing Date (E in Fig. 7)
in its date field.

Enter the Most Recent Privileging Date (F in Fig. 7) in
its date field.

Select either the Initial Credentialing or
Recredentialing option (G in Fig. 7) in the Initial
Credentialing or Recredentialing field.

Select Yes (H in Fig. 7) if you can attest that the

attached documents are verified and that the
individual is credentialed and privileged.

. Optionally, attach the appropriate Credentialing

and/or Privileging documents using the steps below:

a. Click the Attach File button (Fig. 8) for a specific
file type.
Credentialing
Current licensure, registration, or certification using a primary source verification (Minimum 0) (
Document Name size Au';actrfm Description Options
No documents attached
Privileging
Verification of fitness for duty, i and disease status (Mini 0) 10)
Attach File
Document Name size A"D;t;“ Description Options
No documents attached
Figure 8: Attach File Button
b. Click the Choose File button (A in Fig. 9).
Education and training for initial using: (Mit 0) 10) Attach File
* Document @ o
Purpose Education and training for inilial credentialing, using: v
Approximately 1/4 page ® (Max 500 Characters without spaces): 500 Characters left. @
Description
e Upload || Cancel
Figure 9: Attach File Section
c. Select the file from your Personal Computer (PC).
d. Optionally, enter a description (B in Fig. 9) for the
attached file.
e. Click the Upload button (C in Fig. 9).

Repeat steps 10a through 10e to attach additional
Credentialing and/or Privileging documents.
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12. Click the Save and Continue button. The FTCA
Application Credentialing and Privileging List page will
display.

13. Repeat steps 1 through 12 to add additional contacts
to the list.

14. Review the list and confirm that it contains the
contacts you’'ve added.

15. If you need to make any changes to the list, proceed
to the Update or Remove a Contact from List section
in this QRG.

16. Click the Continue button. The Claims Management
page will display. Note: The Credentialing and
Privileging List section will be marked as complete
with a green checkmark. If the section is marked as
incomplete, you must fix all errors.

Add List from Previous Application

Use the steps below to add the contact list from the
previous FTCA application. If a contact list does not exist
for this application, follow the steps in the Add a New List
to the Application section in this QRG.

1. Click the Update link (Fig. 10) in the Options column
for the Credentialing and Privileging List section. The
FTCA Application Credentialing and Privileging List
page will display.

2 FTCA Application - Status Overview

Section Type Status Options.

Grantee Redeeming Application:
CHICK SOUTHWEST VOLUNTEER

EMERGENCY SQUAD
Contact Details HTML # Not Started  Update ~
Review of Risk Management ) -

Systems HTML + Not Started ~ Update
Quality Improvement/Quality : -

Assurance Plan (QI/QA) HTML slboSiartedipglipdate
Credentialing And Privileging HTML & Not Started  Update
Credentialing and Privileging List HTML + Not Started
Maims Managementy,., . HIMI M platStgees, | Update g

Figure 10: Update Link
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2. Click the Add List from Previous Application button
(Fig. 11). The FTCA Application Add List from Previous
Application page will display. Note: If this is the first
application for the grant, a list will not display.

@ FTCA Application - Credentialing and Privileging List
» FTCA000

» Resources @

) Add List from Previous Application ) Add New List

Figure 11: Add List from Previous Application Button

3. Click the checkbox in the Select/Unselect column for
each contact you want to add to the application.

4. Click the Add to Application button. The FTCA
Application Credentialing and Privileging List page will
display with the list of contacts selected on the
previous page.

5. Review the list and confirm that all contacts are still
affiliated with the grant.

6. If you need to make any changes, go to the Update or
Remove a Contact from List section in this QRG.
Update or Remove a Contact from List

Once you have either added the list from the previous
application or added a new list, you can update or
remove a contact. If a contact is no longer working with
the grant, you must remove them from the list.

Update Contact Information

1. Locate the contact you wish to update.

2. Click the Update link in the Options column for the
contact. The FTCA Application Add Credentialing and
Privileging Information page will display.

3. Review all of the contact’s information and attached
documents.

Update all the necessary sections and documents.

5. Click the Save and Continue button. The FTCA
Application Credentialing and Privileging List page will
display.

6. Repeat steps 1 through 5 for each contact you wish
to update.

Remove Contact from Application List

1. Locate the contact you wish to remove.
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2. Click the dropdown arrow next to the Update link in
the Options column for the contact you wish to
remove.

3. Click the Remove From Application link (Fig. 12) in
the dropdown menu.

. . scent :
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FTCAD0000586 Jane ¥ 021 Smmnlobn G lndnta T
4 Action

— 4 ‘2 Update
W 4 [1]» »  Pagesize: 15 ~|/ Go “%x Remove From Application
e

4
B View Details =
p-
s
Figure 12: Remove From Application Link
4. Click the Confirm button (Fig. 13).
Remove Credentialing and Privileging information - Confirm [}

@ Confirmation:
This is a confirmation. You must click on the confirm button to complete your
action.

Note(s):

Are you sure you want to remove the Credentialing and Privileging
information for Jane Doe from this application?

Figure 13: Confirm Button

5. Repeat steps 1 through 4 for each contact you wish
to remove from the list.

6. Review the list and confirm that the removed contact
names are no longer on the list.

Congratulations! You have successfully completed the
BPHC FTCA Credentialing and Privileging list for HC QRG.

Resources and Support
The following resources are available to assist you:

Call the BPHC Health Center Program Support: 877-464-
4772 or click the following link BPHC Contact Form and
submit your inquiry.

Access the training resources on the BHCMIS Training
Materials Webpage.
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https://hrsa.force.com/support/s/
https://sharepoint.hrsa.gov/sites/bphc/osbo/sd/SitePages/BHCMIS%20Module%20Documentations.aspx
https://sharepoint.hrsa.gov/sites/bphc/osbo/sd/SitePages/BHCMIS%20Module%20Documentations.aspx



