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Applicant Requests to Add Clinic(s) 
Request HCH certification for additional clinics through the database. Access this feature by logging in and 
navigating to ‘Certification Options → Post Certification Options → Post-certification Add Clinics’ as 
shown below: 

 

On the next screen, click on ‘Add Clinic’ in the ‘Action’ column. 
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Request to add a new clinic by clicking on ‘Click Here to Add Additional Clinic’. 

 

Add the new clinic information in the pop-up screen, clicking ‘Save’ once the information 
is completely entered. 
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Next, enter the Annual Visit Volume for the new clinic and then click ‘Next’ found at the bottom of 
the screen. 

 

Enter the clinicians to be certified at the new clinic by clicking on the ‘Add Clinicians’ link 
and completing Steps 1 thru 5. 

 

Click ‘Submit’ to submit the request to HCH. 
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Confirmation screen for adding clinic/clinicians 

 

Confirmation email for adding clinic/clinicians 
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Check Request Status 
You can check on the status of your request by logging in and navigating to ‘Certification Options → Post 
Certification Options → Check Clinic Request Status’ as shown below: 

 

Click ‘Review’ in the ‘Action’ column on the ‘Applications Needing Processing’ screen. 

 

The ‘Status of Spread Request’ will be: Approved, Pending, or Declined. 

HCH Processes Request to Add Clinic/Clinicians 
HCH notifies the Primary Contact via an email that the ‘Add Clinic(s)’ request has been processed. 

Applicant completes Application for the new clinic(s) 
Once notified by HCH that the ‘Add Clinic’ request has been processed, Login to the HCH portal and 
under “Certification Options” – select “Application(s)” and then click “Edit” next to the clinic name. 

As noted in “III. Clinic’s Patient Panel” of the online Application, “Please only enter number/digits in [this 
section], as the system will not allow for punctuation or letters.” Also, when using % the Totals must equal 
100%; otherwise the totals must match in each subsection of “III. Clinic’s Patient Panel”. 

You must complete the entire application for each clinic in one session in order to “save” the information. 

Once the information is complete, click the “Save and Complete” button to submit to HCH. 

Important:  Once the Application has been submitted, please email HCH. 
Applications must be submitted for each clinic before clinicians can be certified. 

HCH reviews Application(s) 

HCH certifies clinician(s) in the new Clinic(s) 
HCH mails the organization’s Primary Contact a letter which formally designates the clinician(s) as (a) 
certified Health Care Home provider(s). 
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