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Access this feature by logging in and navigating to Certification Options → Post Certification 
Options → Post-certification Amend Clinicians as shown below: 
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This takes you to the Post-Certification Amend Clinicians screen, where each of your clinics is 
listed. For each of your clinics with certified clinicians, you have three options: 

1. Add Clinician(s) 
2. Edit Clinician(s) 
3. Remove Clinician(s) 

 

Add Clinician(s) Request 
A certified clinic may use this function to apply for HCH certification for clinicians who are 
currently not certified in a clinic. You can choose the certification begin date. If approved, the 
certification end date for the added clinicians is the same as the current end date for certified 
clinicians in the same clinic. 
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Step I – Clinician Information 

 

In the Add Clinician(s) screen, you will see your clinic name and a list of current clinicians at the 
top. Enter clinician information to add in Section I (you may need to scroll down to see this 
section). When finished, click ADD CLINICIAN to activate the Next button on the bottom of the 
screen. 

If you have more clinicians to add, repeat Section I and click ADD CLINICIAN after each clinician. 
When all clinicians are entered, verify information for accuracy and click Next. 
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Step II – Health Care Homes Policies and Procedures Questions 

 

Answer yes or no to all questions in Step II. If you answer no, a written explanation is required. 
When you are finished, click Next. 

Step III – Health Care Homes Standards Question 

 

Answer yes or no to the question in Step III. If you answer yes, a written explanation is required. 
When you are finished, click Next. 
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Step IV – Representations and Signature 

 

A person with the authority necessary to be held responsible for the representations on this 
page must read and sign electronically by typing his/her name and job title. When you are 
finished, click Next. 



  

Page 6 of 10 
 

Step V – Verify Contact Information 

 

Verify the accuracy of the information on this page and make any necessary updates. When you 
are finished, click Submit at the bottom of the page. Once submitted, you will receive a 
confirmation page like the one shown below.  
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Check Request Status 
Add clinician requests will be processed by MDH and your primary contact person will be 
notified of the result by email. You can check on the status of your request by following this 
path: 

Certification Options → Post Certification Options → Post-certification Amend Clinicians Status 

 

Your status screen will show all add clinician requests. Initially the status column will be blank. 
Once the request is processed the status will change to PENDING, APPROVED or DENIED. 

 

HCH Processes Request to Add Clinician(s) 
If approved, 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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Edit Clinician(s) 
Use this function to update a certified clinician’s: Name, Practice Type, or Credentials. 
Clinicians are listed by clinic. 

NPI numbers cannot be changed – if you have an issue with an NPI number, contact Health 
Care Homes staff at (651) 201-5421 or health.healthcarehomes@state.mn.us. 

 

Once you have made all your updates, click Save at the bottom of the page. 
You will then see a message on the Post-Certification Amend Clinicians screen confirming your 
records were successfully updated. 
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Remove Clinician(s) 
Use this function to remove HCH certification for one or more clinicians. For example, this 
would be used when a certified clinician leaves your clinic or no longer wishes to retain HCH 
certification. You can choose the certification end date within the following parameters: It can 
neither be earlier than the certification start date nor later than the current end date. 

Please add any new clinicians prior to deleting all of the currently certified clinicians in the clinic 
as the Portal application software “locks” out the clinic if all clinicians are deleted. 

If you encounter an issue with removing clinicians, contact Health Care Homes staff at (651) 
201-5421 or health.healthcarehomes@state.mn.us. 

 

The remove clinicians screen lists clinicians by clinic. Click the Remove button next to each of 
the clinicians you want to remove. When you have made all of your selections, go to the 
bottom of the page and click Next. 
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All clinicians you select for removal will be listed on the next page. The ‘Date to terminate’ field 
defaults to today’s date; click the calendar icon to change the date for each clinician if 
necessary. Once you are ready, go to the bottom of the page and click Next. 

 

Confirm the termination dates for the clinicians listed on the confirmation page. 
If the information is accurate, click Confirm and Submit. 
If not, click Back to make changes or Cancel to exit. 

Once you click Confirm and Submit, you will receive a confirmation message on the Post-
Certification Amend Clinicians screen noting the number of clinicians you removed. 

The information you submitted will now be reflected in our system. 
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