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Access RCO Collaborator Portal
v2.5

Applicants may access the RCO Collaborator Portal from the Public Online Medicaid Site:
1. To access the RCO Collaborator Portal, open your Web Browser (Internet Explorer, 

Mozilla, Firefox, Safari, Opera, Google Chrome, etc.).
2. Go to http://medicaid.alabama.gov/.
3. Click the Regional Care Organizations icon in the lower left hand corner of the page.
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http://medicaid.alabama.gov/


Access RCO Collaborator Portal
(continued)

1. From the Regional Care Organizations page, scroll down to the Key Links area and 
click the Apply to Collaborate as an Individual or Organization – Includes 
information about filing a period report item. From the RCO Collaboration & 
Reporting page, click the green Click to Apply button to navigate to the RCO 
Collaborator Portal Homepage.
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RCO Collaborator Portal
Homepage

1. You may also access the RCO Collaborator Portal by entering the system’s URL 
directly into your Internet Web Browser (Internet Explorer, Mozilla, Firefox, Safari, 
Opera, Google Chrome, etc.):

https://rcoportal.medicaid.alabama.gov

4

https://rcoportal.medicaid.alabama.gov/


Entering the RCO Collaborator Portal
Read the two options under Getting Started on the RCO Collaborator Portal 
Homepage.  If you have not previously registered as a user, Click Register.  If you have
previously registered as a user, Click Log In.
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Pre-Registration
Each applicant will be asked to verify that they do not have an existing RCO 
Collaborator Portal account.  If an applicant has previously registered, they will not 
be allowed to create an additional Collaborator Portal account using the same 
Social Security Number (Individual Account) / Employer Identification Number 
(Business Entity Account).

If an applicant selects “Yes” indicating they have registered before, the applicant 
will be redirected to the Log In page.  If an applicant selects “No” indicating they 
have not registered before, the Terms and Conditions of the RCO Collaborator 
Portal will appear.  The applicant will be asked to read, accept, and agree to the 
Terms and Conditions of the RCO Collaborator Portal. 
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Terms and Conditions

Accepting the Terms and 
Conditions of the RCO 
Collaborator Portal:
1. Read the Terms and 

Conditions statement 
completely.

2. Click the checkbox below 
the statement indicating 
that you “…accept and 
agree to these Terms and 
Conditions.”
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Select RCO Collaborator Account Type
Once the applicant has accepted and agreed to the Terms and Conditions of the 
RCO Collaborator Portal, they will be given the choice to create either an 
Individual or a Business Entity Account.  

If the applicant is applying as an individual, the certificate to collaborate will be 
issued to the applicant as an individual and will extend only to those listed in 
the application as having authority to collaborate on their behalf (application 
question #11).

If the applicant is applying as a Business Entity, the certificate to collaborate 
will be issued to the applicant as a Business Entity and will extend only to those 
listed in the application as having authority to collaborate on their behalf 
(application question #11).

8



Required Registration Information
Individuals registering for an RCO Collaborator Certificate will be required to 
provide  the following information in addition to contact information:

• Individual Social Security Number
• Accessible email address

Business Entities registering for an RCO Collaborate Certificate will be required to 
provide the following information in addition to contact information:

• Employer Identification Number (EIN)
• Accessible email address

Note:  An individual may only have one Individual Collaborator Certificate but may 
have multiple Business Entity Collaborator Certificates (using unique EIN’s).  A 
Collaborator Account of any kind may have only one Approved Application at a 
time.  When pursuing multiple Collaborator Certificates, the applicant must create 
a separate, unique RCO Collaborator account for each.

Once the applicant has completed and submitted the registration, a Verification 
Email will be delivered to the email address provided during the registration 
process. 9



Required Registration Information
Complete the applicant registration screen by entering all applicable information 
in the registration fields.
1. Select and enter a unique User Name and Password.  
2. Confirm your selected Password.  
3. Click Register.
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Required Registration Fields
During registration, complete all applicable fields.  There are several required fields 
within the registration screen.  Required fields differ depending on the applicant type 
selected.  The Register button will not process a registration until all required fields 
are populated. The password must be at least 6 characters in length.

11



Registration Verification Screen
The email address an applicant provides during the registration process will be used 
for all portal communication(s) from the RCO Collaborator Portal to the applicant.  
Once the applicant has registered their RCO Collaborator Portal account, the account 
will be verified by the delivery of a Registration Verification email. 
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Registration Verification Email
Once the applicant has received the Registration Verification email, they will click 
the “Registration Verification” link.  The link opens the RCO Collaborator Portal 
where the applicant will be able to log in and utilize the system.
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NOTE:  The link in the image above is for example only.



Log in
Registered users will log in to create and submit an application, monitor a previously 
submitted application, amend a previously submitted application, complete a periodic 
report, or edit their user profile.

1. Enter the account User name.
2. Enter the account Password.
3. Click Log in.
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Forgot Password
If a registered user cannot recall their password, they may request a copy of the 
account password be sent to the account email:

1. Click Forgot your password? from the Log in screen.
2. Enter the account User name.
3. Click Continue.
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Password Reset Notice
Once the account password has been requested, the notice below will display 
directing the applicant to check their email for a Password Reset Notice.  
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Password Reset Email
The Password Reset email provides an authentication link.  Clicking the link in the 
email will redirect the applicant to a Password Reset screen. 

1. Click the link within the email.
2. You will be redirected to a Password Reset screen.

NOTE:  The link in the image above is for example only.
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Reset Password
Complete the Password Reset fields.  Once the account password has been reset, the 
new password will be active immediately.

1. Enter New Password.
2. Re-enter new password.
3. Click Change Password.
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Profile Update
RCO Collaborator Portal users are responsible for updating their user profile as needed.  
To update an applicant’s user profile:

1. Click the Profile link from the menu at any time while logged in to the Portal.
2. Edit fields as necessary.
3. Click Update.

NOTE:  You can also access the 
Edit Profile screen by clicking 
edit within the Getting 
Started area on the RCO 
Homepage.
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Profile Update
(fields continued)

NOTE:  Profile fields will 
differ depending on 
whether your account 
type is an Individual or 
Business Entity.  Keep in 
mind that changing the 
Email field will redirect 
email communications 
from the RCO 
Collaborator Portal to the 
new email address.
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User Homepage
RCO Collaborator Portal users may navigate to the Homepage by clicking the Home
menu item.
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User About Page
RCO Collaborator Portal users may navigate to the About page by clicking the About 
menu item.
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User Contact Page
RCO Collaborator Portal users may navigate to the Contact page by clicking the Contact 
menu item.  
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Create An Application
Applicant Dashboard

After logging in, users are directed to their Applicant Dashboard where they can click 
the Create Application button to submit an application.
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Create An Application
Read the entire application carefully and answer each question completely.
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Application Questions 1 & 2
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Application Questions 3 & 4
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Application Questions 5 & 6
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Application Questions 7 & 8
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Regional Care Organization Districts
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Application Questions 9 & 10
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Application Question 11
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Certify, Affirm & Submit Application
After completing the application, sign the application with your name in the 
Applicant/Authorized Representative’s Electronic Signature field and click the Submit 
Application button.
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Application Status
All applications submitted by an applicant display in the Applicant’s Dashboard.  An 
application will be in one of the Application Statuses defined in the chart below:

Status Definition

Pending A decision has not been made.

Approved The application has been approved and a Certificate has 
been issued.

Denied The application has been rejected and a Denial Notice has 
been issued.

On Hold The application has been moved to the Special Review 
Queue.

In Review The application is being viewed by a Reviewer.

Not Current A more current approved application is in affect.

Revoked A former approved application that has been revoked based 
on Periodic Report Review. 34



Temporary Application Status
Applications awaiting determination will be in one of the following temporary 
Application Status states:

Pending – A decision has not been made.
On Hold – The application has been moved to the Special Review Queue.
In Review – The application is being viewed by a Reviewer.

Application statuses are listed in blue font within the Status column of the 
corresponding application row.  An applicant may only have one temporary application 
status in their Applicant Dashboard at any given time.
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Decided Application Status
Following decision by a Reviewer, applications will be in one of the following decided 
Application Status states:

Approved – The application has been approved and a Certificate has been issued.
Denied – The application has been rejected and a Denial Notice has been issued.
Not Current – A former Approved application that has been replaced by a more current 
Approved application.
Revoked – A former Approved application that has been revoked based on Periodic 
Report Review. 

Application statuses are listed in blue font within the Status column of the corresponding 
application row.  An applicant may only have one Approved status in their Applicant 
Dashboard at any given time.
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RCO Collaborator Application
Decision Email

After a determination has been made on an RCO Collaborator Application, the applicant 
will receive an email stating, “The Medicaid Agency has taken an action on your 
application for a Certificate to Collaborate.”   The email will include a link that once clicked, 
will open the RCO Collaborator Portal where the applicant will be able to log in to view 
their RCO Collaborator Applicant Dashboard.  The status on your application will have 
changed to either an approved or denied status state depending on the action taken. 

NOTE:  The link in the image above is for example only. 37



Collaborator Certificate
When an application has been approved, the Collaborator Certificate will appear as a 
PDF document in the Certificate Notice column on the Applicant’s Dashboard.  
Certificates will remain, even if outdated, accessible to the applicant for archive 
purposes.
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Denial Notice
When an application has been denied, the Denial Notice will appear as a PDF 
document in the Denial Notice column on the Applicant’s Dashboard.  Denial Notices 
will remain, even if outdated, accessible to the applicant for archive purposes.
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Submitting a Periodic Report
Each Collaborator issued a Certificate to Collaborate is required to submit a 
periodic report to the Alabama Medicaid Agency no later than March 1st

and September 1st of each year in which the Collaborator holds an 
approved Certificate to Collaborate.

Authorized Collaborators will receive an email with instructions and a 
direct link to log in to the RCO Collaborator Portal account to complete the 
applicable form. If unable to log in using the link in the email, you may 
access the RCO Collaborator Portal from the public Alabama Medicaid site:

http://www.medicaid.alabama.gov/CONTENT/2.0_newsroom/2.7.3.4_Coll
aboration.aspx
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Periodic Report Due Email
Every RCO Collaborator Certificate holder is required to complete a bi-annual Periodic Report.  
Periodic Reports are due March 1 and September 1 annually.  If you have an approved RCO 
Collaborator Certificate as of February 1 and/or August 1, you will receive an email notifying you 
that your Periodic Report is due.  Email notification reminders will be sent 30 days, one week, 
and one day prior to the report due date. 

Certificate holders may follow the RCO Collaborator Portal link included in the email to log on to 
the RCO Collaborator Portal site and complete the Periodic Report.
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NOTE:  The link in the image above is for example only.



Submit A Periodic Report
Applicant Dashboard

After logging in, users are directed to their Applicant Dashboard where they can click 
the Periodic Report button to submit a periodic report.
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Introductory Questions

The three Introductory Questions are as follows:

A. Do you intend to help establish or develop a regional care 

organization?  PARTNERS PERIODIC REPORT

B. Do you plan to only enroll as a provider with a regional care 

organization?  PROVIDERS PERIODIC REPORT

C. Are you a collaborator engaging in some other activity?  OTHERS 

PERIODIC REPORT
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The Periodic Report contains three Introductory Questions based on the type of 
Collaboration the certificate holder has established.  Selecting “Yes” to any of 
the three Introductory Questions reveals the applicable report question sets for 
each of the Collaboration types.  



Select At Least One Introductory Question In 
Order To Complete The Periodic Report

In order for a Periodic Report to be reviewed for acceptance, at least one of the 
three Introductory Questions and subsequent report question sets must be 
completed.  Failure to select “Yes” to at least one of the three Introductory 
Questions will result in the immediate revocation of the currently approved 
certificate (see example revoking warning messages below).  Once revoked, an RCO 
Collaborator Certificate cannot be reinstated.  If an RCO Collaborator Certificate is 
still desired, a new application will need to be submitted for consideration.
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Partners Periodic Report
Answering “Yes” to Introductory Question A will result in the display of the 
Partners Periodic Report question set that follows:
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Partners Periodic Report
Partners Periodic Report Questions 1 & 2
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Partners Periodic Report
Partners Periodic Report Questions 3 & 4

47



Partners Periodic Report
Partners Periodic Report Questions 5 & 6
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Partners Periodic Report
Partners Periodic Report Questions 7 & 8
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Partners Periodic Report
Partners Periodic Report Questions 9 & 10
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Partners Periodic Report
Partners Periodic Report Question 11
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Partners Periodic Report
Partners Periodic Report Questions 12, 13 & 14
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Partners Periodic Report
Partners Periodic Report Questions 15 & 16
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Partners Periodic Report
Partners Periodic Report Questions 17 & 18
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Partners Periodic Report
Partners Periodic Report Question 19
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Providers Periodic Report
Answering “Yes” to Introductory Question B will result in the display of the 
Providers Periodic Report question set that follows:
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Providers Periodic Report
Providers Periodic Report Questions 1 & 2
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Providers Periodic Report
Providers Periodic Report Questions 3 & 4
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Providers Periodic Report
Providers Periodic Report Questions 4i & 4ii
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Providers Periodic Report
Providers Periodic Report Questions 4iii & 4iv
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Providers Periodic Report
Providers Periodic Report Question 4v
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All required fields must be completed before the periodic report can be electronically 
submitted.  Attempting to submit an incomplete report will result in the incomplete 
required fields turning red and a message beneath any incomplete question indicating, 
“The Response field is required.”



Others Periodic Report
Answering “Yes” to Introductory Question C will result in the display of the 
Others Periodic Report question set that follows:
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Others Periodic Report
Others Periodic Report Questions 1 & 2
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Others Periodic Report
Others Periodic Report Questions 3 & 4
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Others Periodic Report
Others Periodic Report Questions 4i & 4ii
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Others Periodic Report
Others Periodic Report Questions 4iii & 4iv
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Others Periodic Report
Others Periodic Report Question 4v
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All required fields must be completed before the periodic report can be electronically 
submitted.  Attempting to submit an incomplete report will result in the incomplete 
required fields turning red and a message beneath any incomplete question indicating, 
“The Response field is required.”



Periodic Report Status
All Periodic Reports submitted by an applicant display in the Applicant’s Dashboard.  A 
Periodic Report will be in one of the Periodic Report Statuses defined in the chart 
below:

Status Definition

Pending A decision has not been made.

Accepted The periodic report has been accepted and the current 
approved Certificate remains valid.

Rejected The periodic report has been rejected and the current 
application has been revoked.

On Hold The periodic report has been moved to the Special Review 
Queue.

In Review The periodic report is being viewed by a Reviewer.
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Temporary Periodic Report Status
Periodic Reports awaiting determination will be in one of the following temporary 
Periodic Report Status states:

Pending – A decision has not been made.
On Hold – The periodic report has been moved to the Special Review Queue.
In Review – The periodic report is being viewed by a Reviewer.

Periodic Report statuses are listed in blue font within the Status column of the 
corresponding Periodic Report row.  A Periodic Report may only have one temporary 
status in their Applicant Dashboard at any given time.
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Decided Periodic Report Status
Following decision by a Reviewer, periodic reports will be in one of the following 
decided Periodic Report Status states:

Accepted – The periodic report has been accepted and the current approved 
Certificate remains valid.
Rejected – The periodic report has been rejected and the current application has 
been revoked.

Periodic Report statuses are listed in blue font within the Status column of the 
corresponding periodic report row.  
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View Submitted Periodic Report
Applicants may view submitted Periodic Reports by clicking the View 
Report link in the View Report column on the RCO Collaborator Portal 
Dashboard.  Once clicked, the Periodic Report will be displayed in a read-
only format. Periodic Reports may not be modified once submitted 
without prior authorization by the Agency.
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Application Revoked
If an RCO Collaborator Certificate is revoked due to the rejection of a Periodic 
Report, the applicant will receive an email notifying them that action has been 
taken on their application.  The email will include a link back to the RCO 
Collaborator Portal site.  Once logged in, the dashboard will display a PDF icon in 
the Revocation Notice column.  Applicants may view the Revocation Notice by 
clicking on the PDF Icon and selecting open from the open dialog box that appears.
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Revocation Notice
When an application has been revoked, the Revocation Notice will appear as a PDF 
document in the Revocation Notice column on the Applicant’s Dashboard.  Revocation 
Notices will remain, even if outdated, accessible to the applicant for archive purposes.
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