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Key Points for Completing the ACO 
Application 

•HPMS Homepage 
•User Manuals and Guides 
•ACO Application Start Page 
•Basic Agreement Data 
•Contact Data 
•Online Application 
•Attestation Data 
•Order of Completion/Required Items 
•Participant List Upload and Validation 
•Final Submit 
•Contact Information 
 
 



HPMS Homepage 



HPMS Homepage Content 

• To access the application, go to ACO 
Management > ACO Data 

 

• The user manuals provide instructions for 
completing the online application.  They are 
located under Documentation. 



User Manuals and Guides 

• Under Documentation, you will find the ACO Module 
User’s Manual link, which launches the guide 

– This quick reference guide provides all of the 
information for navigating through the ACO 
Application. 

• NOTE:  Download the ACO Application Tool Kit PRIOR to 
completing any of the ACO application.  The Tool Kit contains 
links to instructions, templates, and other documents you will 
need to complete your application.  We will discuss how to 
access the template shortly. 



ACO Application Start Page 

• After selecting your agreement number from 
the Select Agreement number screen, you will 
be sent to the main ACO agreement start page 

 

• This is the page from which you navigate to 
the different sections that you need to 
complete within the ACO Module. 



ACO Application Start Page 



Basic Agreement Data 



Basic Agreement Data Cont’d 

• Some information is already present -  imported from the NOI process 

 

• ACO applicants cannot update the following fields, established via the NOI: 

– Medicare Shared Savings Program Track 

– Your Business Structure 

– ACO Legal Entity Name  

• However, everything else is editable: 

– Street Address 

– City 

– State 

– Zip 

– Tax Status 

NOTE:  To change locked fields, please contact the ACO Application team at:  
Sspaco_Applications@cms.hhs.gov. 

 



Contact Data 

• Required Contacts: 

– ACO Executive (Authorized Official) 

– CMS Liaison 

– Application Contact 

– IT Contact 

• Optional Contacts: 

– Secondary Application Contact 

– Secondary IT Contact 

 
NOTE:  All required fields for each contact must be entered at one time.  All 

fields marked with a red asterisk are required.   



Contact Data Screen 



Online Application 



Online Application 

• To complete the online application, the 
applicant must: 

– Enter Attestation Data 

– Download Application File 

– Upload Application File 

– Upload Participant List File 

• Final Submit 

 

 

 



Online Application 



Enter Attestation Data 



Enter Attestation Data Cont’d 

• It is important to note that attestation answers are 
evaluated electronically and edits exist to ensure that 
conflicting answers are flagged.   

 Note: Upon Final Submit, you will receive error 
messages if any attestation answers are in conflict 
with edit rules.  

• Example:  One answer may be limited by another 
answer.  See example on next screen. 

• ALL attestations must be completed. 



Enter Attestation Data Cont’d 



Online Application 



Application File / MSSP Toolkit 



Download Application File 



Application File / MSSP Toolkit 

• Click the link to download the .zip file 
containing the Application File or MSSP Toolkit 

• The MSSP Toolkit is the central reference point 
for all information related to completion of 
the ACO Application and contains links to 
download all of the necessary templates for 
the application uploads, the participant list, 
and directions for completing and uploading 
these materials. 



Online Application 



Uploading Supporting Application Materials 

• The Upload Application file is the link you will use to upload 
ALL supporting documentation (except for the Participant List) 
affiliated with your application.  The Tool Kit will provide more 
detail on what is required.   

• Use the supplied templates, via the Tool Kit, when required.   
• File Naming conventions are also indicated in the Tool Kit. 
• ALL supporting files (except the Participant List) must be 

zipped into one upload file. 
 

 
 NOTE: You can not Final Submit your application until 

these materials are successfully uploaded. 
 



Uploading Supporting Application Materials 



Online Application 



Participant List Completion 

• Applicants MUST use the ACO Participant List 
link located on page one of the Application 
Toolkit. 

 

• Applicants MUST follow the validation and 
edit rules found in the “How to complete the 
Participant List Template” located on page one 
of the Application Toolkit. 



Upload Participant List File and Validation 

• Download the Participant List File Excel Template.  
• Complete the template in Excel. 
• When completed, save the Participant List as a tab 

delimited (.txt.) file.  
• Zip the .txt file prior to upload.  Be sure to follow naming 

convention indicated in the Tool Kit.   
• HPMS will validate your participant list according to the 

requirements in the “How to complete Participant List 
Template” (link found on page one of the Toolkit) 
 

 NOTE: You can not Final Submit until your participant list 
has been successfully validated. 



Upload Participant List File and Validation 



Participant List Validation 

• After uploading the zipped Participant List text 
file, the next screen is an error report for all 
rows that don’t meet the validation 
requirements. 

 

 NOTE: All errors must be corrected to Final 
Submit the ACO application. 



Participant List Validation Cont’d 



Final Submit Screen 



Final Submit 

• Once the attestations have been completed with no 
errors, additional application materials uploaded, and 
Participant List successfully validated, the applicant 
must Final Submit the entire package. 

• You must check the “I Agree” checkbox (not checked by 
default) and click “Submit” 
 

 NOTE: If there are any issues with the validation of the 
Participant List or answering of the attestation 
questions, the next screen will be an error report of 
that information. 



Final Submit Errors 



Contact Information 

• For Policy and Procedure questions regarding the ACO Application:  
sspaco_applications@cms.hhs.gov  

• For technical assistance with the HPMS ACO Management Module/Online 
Application (non-policy related questions):  

Adam Foltz at 410-786-0408 / adam.foltz@cms.hhs.gov  

• For backup technical assistance with the HPMS ACO Management Module/Online 
Application:  

Greg Buglio at 410-786-6562 / gregory.buglio@cms.hhs.gov  

• For general technical assistance with HPMS and participant list upload/validation: 

1-800-220-2028 / hpms@cms.hhs.gov  

• For questions related to HPMS user access: 

 hpms_access@cms.hhs.gov  

• Consultant letters must be sent to: HPMSConsultantAccess@cms.hhs.gov or 
adam.foltz@cms.hhs.gov.  
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HPMS ACO Application Training 

 

Questions 
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