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Alabama Medicaid Regional Care Organization

Probationary Certification Application

Organizations interested in applying for an RCO Probationary Certification must 
submit a Notice of Intent to Apply (NOI) via email to 
RCOPortal@medicaid.alabama.gov,  identifying the following information:

• Organization Name
• Contact Name
• Physical Address
• Mailing Address
• Email Address
• Telephone Number
• Region your organization intends to serve

Your organization will receive an email with an acknowledgement of your NOI.  The 
email will include credentials and instructions for accessing the electronic RCO 
Probationary Certification Application Portal where you will complete your 
application.

Submit Notice of Intent to Apply (NOI) 

mailto:RCOPortal@medicaid.alabama.gov


Accessing the Alabama Medicaid Regional Care Organization Portal:
1. To access the Alabama Medicaid Regional Care Organization Portal, open your Web 

Browser (Internet Explorer, Mozilla, Firefox, Safari, Opera, Google Chrome, etc.).
2. Enter the following URL:   http://amarco.sharepoint.com/sites/rcoportal.

NOTE:  You may also follow the portal link included in your NOI acknowledgement 
email.

Alabama Medicaid Regional Care Organization

Probationary Certification Application

http://amarco.sharepoint.com/sites/rcoportal


Sign in to create and submit an application, modify and resubmit a previously 
submitted application, or edit the organization’s profile.

1. Enter the organizational account User name.
2. Enter the organizational account Password.
3. Click Sign in.

Alabama Medicaid Regional Care Organization

Probationary Certification Application



Probationary Certification Application Portal

User Account Management

Probationary Certification Application Portal user accounts are managed by the Medicaid 
Agency’s technical support team.  Once a username and password is assigned to an 
organization, the system will generate an automated email to the RCO contact on file.

If your organization needs support accessing the portal, please call Technical Support at 
(334) 242-5941 or email to RCOPortal@medicaid.alabama.gov.

NOTE:  Please do not use the “Can’t access your account?” link on the Office 365 sign in 
page.  The link does not redirect to the portal technical support team.

mailto:RCOPortal@medicaid.alabama.gov


Regional Care Organization Home Page

The Regional Care Organization Dashboard includes a Horizontal Navigation Menu 
(Home, Documents & Information, About, Contact, and Instructions), an informational 
area, and a 6-Step Dashboard for navigating directly to each of the 6 steps of 
completing and submitting a Probationary Certification Application.  Additionally, 
there are six areas at the bottom of the page (one for each step in the process) used 
to display and access saved/submitted portal activity (see user guide pages 25-27). 

Clicking Home from anywhere in the system will return the user to the Dashboard. 



Horizontal Navigation Menu – Documents & 

Information

The Documents & Information menu provides an additional method of navigating 
directly to each of the 6 steps of completing and submitting a Probationary 
Certification Application.   Applicants may choose to use either navigational method to 
move through the Probationary Certification Application process.



Horizontal Navigation Menu - ABOUT

The About menu describes the probationary certification process as defined by the 
Medicaid Administrative Code and Sections 22-6-150, et seq. of the Alabama Code.  



Horizontal Navigation Menu - CONTACT

The Contact menu provides contact information for both technical and application 
support.  Support can be obtained by phone, mail, and/or email.



Horizontal Navigation Menu - INSTRUCTIONS

The Instructions menu displays a 
visual of the 6-Step application 
process including an example  of the 
information required within each 
step. 

6-Step Application Process:
1. Organization Info.
2. Authorized Contacts
3. Governing Board Info.
4. Citizens’ Advisory Committee Info.
5. Upload Documents
6. Certifications & Submission



Dropdown Lists:  Dropdown lists display a list of values users must select from.   

Expanding Question Set:  The forms within the system have been designed to 
expand as needed based on user response. When activated by a response, a 
subset of questions will appear.

Data Entry Format:   The phone number, zip code and email fields have  data 
entry formatting constraints applied as follows:

Telephone:  (###)###-####

Zip code:  #####  OR #####-####

Email:  RCO@example.com 

Required Fields & Data Entry Format

Required Fields:  There are several mandatory fields throughout the application 
process.  Required fields are marked with a red asterisk (*) that will disappear 
once information is entered into the field.  



Saving & Submitting

Each of the first 5 Steps of the Probationary Certification Application process can be 
completed in any order.  In each step the organization will complete a set of 
questions on a form.  Once the form is completed, the user must click Save to store 
the information as part of the application.   Steps 1 and 3 are both 2-part forms 
requiring the user to complete the first screen and then click Next to navigate to the 
second screen in order to complete and save the form.

Steps 2, 3, 4, and 5 can each be repeated as needed.  The forms for these steps will 
remain open after the user clicks Save to make it more efficient to enter multiple 
forms in these areas.  Once finished saving forms in these steps, click Close to return 
to the system Dashboard.

Once a form has been saved, users will receive a system 
message indicating “The form was submitted successfully.”  
Click Ok to close the system message.

Step 6 is the final step in the Probationary Certification Application process and 
MUST BE submitted after all other required information has been entered in the 
previous 5 steps.



Application Modifications

Applications may be modified as needed prior to the submission of the final step –
Step 6 Certifications and Submit.  It is imperative that organizations complete all 
requirements of Steps 1 through 5 prior to submitting Step 6.  

The completion of Step 6 certifies the application is ready for review and 
determination by the Medicaid Agency.  

Step 6 – Certifications and Submit must be completed with each modification made 
to the application following the initial Probationary Certification Application 
submission.   Every modification to the initial application submitted requires an 
additional review and determination by the Medicaid Agency.



Notice of Determination

Submitted Probationary Certification Applications are reviewed by the Medicaid 
Agency.  Once a determination has been made, a written notice of determination 
will be mailed to the contact identified on the Notice of Intent information.



6-Step Application Process



Step 1 - Add Organization Info.

Step 1 – Add Organization Info is a 
2-page form.  The first page 
includes required and optional 
fields associated to the 
organization’s structure.  After 
completing the first page, click the 
Next button at the bottom to 
navigate to the second page.



Step 1 - Add Organization Info.
Continued…

Step 1 – Continued….  
The second page of the Add 
Organizational Info form requires 
organization to respond to a number 
of statements.  Please be aware that 
some of the questions include a subset 
of questions based on the response to 
previous question. Once both pages of 
the Add Organization Info. form is 
complete, click Save to submit.   If you 
have a need to return to the first page 
of the form, click Back.

Note:  This form should be completed 
just once.  If modifications are 
required prior to Agency Probationary 
Certification determination,  please 
request changes be made via the 
technical support email:  Medicaid 
RCO Portal Help

mailto:RCOPortal@medicaid.alabama.gov


Step 2 - Add Authorized Contact Info.

Step 2 – Add Authorized Contact Info. 
collects contact information for all 
individuals authorized to have access 
to the Probationary Certification 
Application Portal.  Complete the form 
for each Authorized Contact. Click  
Save to submit after each.

Note:  This form may be completed as 
many times as needed.  



Step 3 - Add Governing Board Info.

Step 3 – Add Governing Board Info. 
is a 2-page form.  The first page 
collects contact information for each 
member of the RCO’s Governing 
Board.  After completing the first 
page, click the Next button at the 
bottom to navigate to the second 
page.



Step 3 - Add Governing Board Info.

Step 3 – Continued….  The second page 
of the Add Governing Board Info. form 
requires completion of a Criminal 
Background Questionnaire regarding the 
board member being added.  Click  Save
to submit the form when finished.

Note:  RCO’s are required to identify 
twenty Board Members.  Users may 
return to Step 3 as often as needed prior 
to completing Step 6 (Submission).  Click 
Close when done adding Governing 
Board members.

Continued…



Step 4 - Add Citizens’ Advisory Committee Info.

Step 4 – The Add Citizens’ 
Advisory Committee Info. 
Form collects contact and 
committee information for 
all members of the RCO’s 
Citizens’ Advisory 
Committee.  Complete one 
form for each Advisory 
Committee member. Click  
Save to submit after each.

Note:  This form may be 
completed as many times as 
needed.  



Step 5 - Upload Documents

Step 5 – The Upload Documents 
screen allows you to upload  
required documents.  To upload a 
document, click on the Browse
button, select the file you are 
uploading, and click on Open. The 
file name should appear in the 
textbox to the left of the Browse 
button.  The Version Comments 
field allows you to enter notes 
regarding the document you are 
uploading.  Click Ok to move to the 
second Upload Document screen.

Note:  Versioning is a file system 
which allows a document to exist in 
several versions at the same time. 
The Probationary Certification 
Application utilizes versioning to 
allow for both updated files to be 
stored and historic versions of the 
same document to be accessed.  
The Versioning option is selected 
by default and should not be 
adjusted. 



Step 5 - Upload Documents

Step 5 – The second screen in the 
Upload Documents process allows a 
document title to be entered in the 
Title field.  Select the appropriate 
Document Type from the drop down 
list.  Click Save to upload the 
document.  

Note:  You may upload as many 
documents as needed.  If a document is 
uploaded with the wrong document 
type, simply repeat the upload process 
selecting the correct document type. 

Continued…

Document Type Options:

a. Articles of Incorporation
b. Bylaws
c. Operating Agreement
d. Certificate of Formation
e. Rules
f. Trust Agreements
g. Organizational Minutes
h. Minutes appointing or designating persons as 

officers/directors/managers
i. IRS Form 1023, Application for Recognition of Exemption
j. Proposed Organizational Chart
k. Description of the method used to select members of 

the Citizens’ Advisory Committee
l. Resolution
m. Other



Step 6 - Add Certifications and Submit

Step 6 – Add Certifications and Submit 
is the final step of the Probationary 
Certification Application process and 
should not be submitted until all 
requirements for the first 5 steps of the 
Application have been satisfied.   Step 6 
requires the user to enter their initials 
and an electronic signature affirming 
and certifying to each of the statements 
included.   Clicking Submit begins the 
Probationary Application review. 



Each time a user saves a form or uploads a document in the portal it is saved as a file 
within the system.  Both completed forms and uploaded documents may be accessed 
by clicking the item within its perspective Dashboard content list.  

Completed forms will open in view only mode in a new browser window.  To close the 
form in view close the browser it appears in.

Uploaded documents will open in their native application on the user’s computer 
system (e.g. An Excel document will open in Microsoft Excel).  To close an uploaded 
document close the application it opens in.

Dashboard “Content” Lists



To view a completed form, click the form you wish to view  from its category.  The 
completed form will open in a read only state within the Internet Browser. Users can 
print completed forms using the Internet Browser print function:
1. Click the File Tab.
2. Click Print.  The Print dialog box will display.
3. Select printer options as desired.
4. Click Print.  

To close the form in view, close the browser it appears in.

View & Print Completed Forms



Each time a user uploads a document to the portal it is saved as a file within the 
system.  All documents uploaded can be viewed beneath the Uploaded Document 
category located on the Dashboard.

To view an uploaded document, click the file’s name.  The document will open in its 
native application on your computer (eg an Excel document will open in Microsoft 
Excel.  Once open, users may review the document.  Use the application’s print 
functionality to print it. To close an uploaded document close the application it opens 
in.

View & Print Uploaded Documents


	Submit Notice of Intent to Apply
	Accessing the RCO Portal
	Using the Horizontal Navigation Menu
	Required Fields and Data Entry Format
	Saving & Submitting
	6-Step Application Process
	Step 1 - Add Organizational Information
	Step 2 - Add Authorized Contact Information
	Step 3 - Add Governing Board Information
	Step 4 - Add Citizens' Advisory Committee Information
	Step 5 - Upload Documents
	Step 6 - Add Certifications and Submit

