Army CCQAS 2.8 Quick Guide: Registering for a New User Account - Providers

The following guidance providesinstructions to apply for a user account in CCQAS

Note: DO NOT re-apply for auser account if you aready have a user id and password

for CCQAS. If you already have a user id and password but are having difficulty
accessing CCQAS, please refer to the Frequently Asked Questions at the end of this
guide or contact your unit credentials office.

New users of CCQAS may apply for a user account online by going to the URL
https://ccgas.csd.disa.mil

— = w—

“%“ccms “A Worldwide Credentialing, Privileging, Risk Management, and

Adverse Actions System Supporting Medical Personnel Readiness”

Y'ou have accessed a Department of Defense (DoD) Computer System. Please read the WARNING below. If you are not an authorized user of this DoD Computer System, then
you must leave now.

WARHING
This is a DoD computer system. This computer system, which includes all related equipment, networks, and network devices (specifically including access to the internet), are
provided only for official US. government business. Dol computer systems may be monitored by authorized personnel to ensure that their use ie authorized, for management of
the system, to faciitate protection against unauthorized access, and to verify security procedures. Monitoring includes “hacker” attacks to test or verify the security of this

system against use by unauthorized persons. During these activities, information stored on this system may be examined, copied and used for authorized purposes and data or
programs may be placed into this system. Therefore, information you place on this system is not private. Use of this DoD computer system, authorized or unauthorized,

constitutes consent to official menitaring of this system. Unauthorized use of a Dol computer system may subject you to criminal prosecution. Evidence of unauthorized use
collected during menitoring may be provided to appropriate personnel for administrative, criminal, or other action

Browser Guidelines

Internet Explorer VWersion 6.0 (Service Pack 1) is required for this application to function property. This product is free to download and use.
Note: To determine your browser version, go to the very top of your browser and click "Help™ on the Menu Bar. Fromthe drop down menu, Click "About Internet Explorer”.

For Additional Assistance
Please address all questions regarding CCQAS to include System Security, System Operation, Training, Functional and Technical issues, System Errors, Userid and Passwords, Access
Issues and Recommendations to the MHS Help Desk, phone: 1-800-600-3332 (CONUS).

To apply for a CCQAS user account, click the Registration button on the left hand side of

the screen. CCQAS will return the Registration screen.

/3 Centralized Credentials and Quality Assurance System - Microsoft Internet Explorer

INSTRUCTIONS

To request a CCQAS user ID and password, complete the sections below. After completing the required sections, cick the PROCESS bution to transmit your request. Once a user 1D and password have been assigned, you wil be notified via email
The CCOAS Security Manager at your activity wil then grant permissions to your user ID, enabiing you to access specific data and functions within CCQAS based upen your work assignment

REGISTRATION

- System Request

User Type:

Provider Appicant  Jd
Unt ientfication Code: [ B ~“Enter the Unit Identification Code for the facility where you will be applying for privileges.™

 User Information

e I |
pesoni:| | confrmperson [
LestName| | FistName[ | Midde ot |
Gender: © jale © Female Birth Date:l— = Emall l—
e e

Status: ' Miltary Provider ' Civilan Provider

Enter the following information for the commander, supervisor, CCOAS Security Manager, or other individual within your aciivity who wil vaidate the requirement for the above listed individual to access CCQAS. In the event that the individual listed
above is unknown to the respecitve Headquarters, this information will be used to validateiverity the request.

Last Name: First Name: Middle Name:
Comm Phone: DSN Phone: Emait
Comm Fax: DSN Fax: Rank/Posttion:

Process || Reset || printForm || cancel |

Instructions for completing the online form are provided at the top of the screen. Data
fields labeled with red text must be completed in order to submit the form. 'Y ou should,

however, complete every field to the extent possible to avoid delays in the processing
your request for a user account.

Army Quick Guide: Provider Registration lof 6 30 September

2006


https://ccqas.csd.disa.mil/

If you are a provider who requires accessto CCQAS for the purpose of requesting
clinical privileges or applying to become a clinical support staff member (i.e., RN), select
“User Type = Provider Applicant”.

The Unit Identification Code (UIC) is unique code associated with the facility or unit
where you will be providing patient care. Click the binocularsicon (#4) to locate the
correct UIC.

Hint: When searching for UICs, it is easiest to search by a combination of
Service and state, or partial UIC designation (if known). Avoid use of MTF
Address, MTF City, and MTF Name as these may not be intuitive and may
confuse the search effort.

The Person ID Type is either a Socia Security Number (SSN) or Foreign Identification
Number (FIN), whichever is applicable. Enter your Social Security Number in the
appropriate field; you will be asked to enter it twice to ensure it is entered correctly. |If
you are aforeign national, enter the country of the MTF location where you will be
working; the system will then automatically generate a unique Foreign Identification
Number.

Enter your Last Name, First Name, and Middle Initial, using your legal name.

Enter your Gender and Birth Date. The calendar icon () may be used to enter your
birth date.

Hint: To enter the desired date, you must first select the year and month from the
pick lists at the top of the calendar. Once the correct year and month are selected,
you then click on the desired day of the month. When the day is selected, the
calendar function will automatically close and the selected date will populate the
datefield. If an error was made in the entry of the date, you may simply reopen
the calendar and select anew date. You may also enter the date directly in the
date field according to the format, “mm/dd/yyyy”.

Enter the Email address where you can receive CCQA'S messages and notifications. You
will receive your new user account information via emails sent to this address.

Note: Itisimportant that the email address you enter is accurate and one which
you use most often. All system-generated emails addressing CCQAS-related
tasks will be sent to this email address.

The Phone and Phone Type should correspond to the contact number where you may be
reached if there are questions regarding your request for a user account.

Y ou are required to indicate whether you are functioning as a Military Provider or
Civilian Provider. You should select Status = Military Provider if you will be working
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at the designated facility or unit as a uniformed service member, such as an active duty
service member, areserve or guard provider conducting their annual training, or a
deployed service member. If you are applying for clinical privilegesasacivilian or
contractor at the designated facility or unit, you should select Status = Civilian Provider.

Compl ete the Registration Validation section to provide the contact information for the
supervisor under which you will be working at the designated facility or unit. Though
not all fieldsin this section are labeled with red text, you should provide as much
information as possible, since the information on this form will be used by the CCQAS
administrator to verify your identity and your need for system access. Incorrect or
missing information on this portion of the form may result in delays in processing your
reguest for a user account.

After dl information has been entered on the form, click on the <Process> button. The
application is then sent to the CCQAS Administrator for processing.

/3 Centralized Credentials and Quality Assurance System - Microsoft Internet Explorer =181 x|

- cC $ “A Worldwide Credentialing, Privileging, Risk Management, and
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COHFIRMATION

Your Application Requesting Access to the CCOAS System has been received and wil be reviewsd by a System Administrator

* Upon acceptance of your application, you wil be sent one E-mail with your Userid, and within 24 hours a second E-mail will be sent containing your Password.
® Upon initial logon you will be prompted to acknowledge the Security Information and change your password

If you haven't received your USERID and PASSWORD within 48 hours, please contact your Service Representative.

For Additional Assistance
Please address all questions regarding CCOAS to include System Securtty, System Operation, Training, Functional and Technical is:

n: sues, System Errors, Userid and Passwords, Access lssues and Recommendations to the MHS Help
Desk, phone: 1-800-500-9332 (CONUS).

CCQAS will return a confirmation of application submission which may either be printed
or closed.

Within 3 duty days of submitting your request, you will receive two email messages
containing your user id and temporary password to access CCQAS. If 3 duty days have
passed and you have not received any correspondence contact your unit credentials
manager or other designated Service representative to check on the status of your request.

Once you receive your temporary password, you will then have 90 daysto log on to
CCQAS and obtain a permanent password. Y our password will be valid for 90 days.
Starting at thirty (30) days prior to the expiration of your password, every time you log
into CCQAS, a pop-up notification message will appear with instructions on how you
may obtain anew password. If apassword is alowed to expire, your user account will be
locked and you will have to contact your unit CM or other designated Service
representative or the MHS Helpdesk for assistance.

Frequently Asked Questions

FAQ: | received my user id and temporary password viaemail afew weeks ago, but
CCQAS will not accept the password that was given to me. What should | do?
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Answer: If more than 90 days have lapsed since you received the email message
containing your temporary password, then your password has expired and a new
temporary password will need to beissued. Y ou should contact your credentials office to
request a new temporary password for your account. Upon receipt of this new password,
you will have 90 daysto log on to CCQAS using the temporary password and select a
new password.

FAQ: My CCQAS password has expired. What should | do?

Answer: If your password has expired, a new temporary password will need to be issued.
Y ou should contact your credentials office to request a new temporary password for your
account. Upon receipt of this new password, you will have 90 daysto log on to CCQAS
using the temporary password and select a new password.

FAQ: | forgot my CCQAS password. What should | do?

Answer: If you forgot your password, contact your credentials office to request a new
temporary password for your account. Upon receipt of this new password, you will have
90 daysto log on to CCQAS using the temporary password and select a new password.

FAQ: CCQASwill not allow metolog on, but | know | am using the correct password.
What should | do?

Answer: If your user id and password are both current and valid, it islikely that your user
account has been locked. Y our account will be locked after three consecutive failed
logon attempts. Y our account may have been intentionally locked, or alock out may
have occurred as aresult of user error when entering the case-sensitive password. To
have your account unlocked, you should contact your credentials office.

FAQ: | haveacurrent user id and password to CCQAS, but | do not have the access to
the parts of CCQAS | need to do my job. What should | do?

Answer: The portions of CCQAS to which you have access are determined by the
permissions you were granted at the time your user account was created. If you believe
that your permissions need to be changed contact your credentials office.

FAQ: | am aprovider who has already submitted an electronic application for clinical
privilegesin CCQAS and was approved for clinical privileges at my facility. | have now
been assigned to review CCQAS electronic privilege applications submitted by other
providers who will be working in my department. | am also required to complete
performance appraisal reviews (PAR) for the privileged provider staff in my department.
What do | need to do?

Answer: You should contact your credentials office to request the addition of

permissions to your CCQAS user account that will enable you to conduct reviews of
privilege applications and complete PARs for your staff.
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FAQ: | currently use CCQAS to review and approve privilege applications submitted by
providers who work in my department. In afew months, | will need to renew, update,
and submit my application. What do | need to do?

Answer: You should contact your credentials office to request the addition of
permissions to your CCQAS user account that will enable you to complete and submit an
electronic application.

FAQ: | amaprovider who has already submitted an electronic application for clinical
privilegesin CCQAS and has been approved for clinical privileges at my unit. | have
been reassigned to work at another facility and need to apply for clinical privileges.
What do | need to do?

Answer: The credentials office at your facility or unit will initiate an ICTB (for
temporary duty) or PCS (permanent change of station) transaction in CCQAS that will
automatically create your electronic application for privileges at the gaining facility. You
will then receive an email notification informing you that you have an open task to
complete and submit an application for work at the gaining facility. You may then log
into CCQAS with your existing user id and password to complete and submit this
application.
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