Accountable Contact Designation and
Completion of Benchmarking Report

Each Accountable Contact (AC) must complete Accountable Contact
Training and attest to an understanding of policies.

Steps:

1. AC will log into the CDR CPE Provider Portal and click on the Contacts
tab.
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2. AC will either click “View" (if they have an existing profile) or “+New
Contact” (to create a new profile).
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If AC has an existing profile, they
will click "View" next to their name.

| If AC does not have an existing —p | e

profile, they click “+New Contact”

3. AC will edit or add contact information, toggle Accountable Contact
(AC) to yes, and upload their Accountable Contact Training Certificate

of Completion.
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4. AC will click “Save Contact”.
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Save Contact

5. AC will allow 48 hours processing time for approval of Accountable
Contact status.

6. AC will click on "Benchmarking Report” in the blue banner at the top
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7. AC will complete the report and click “Save" at the bottom of the
screen.
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