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Manage Facility Locations Tutorial 

 

The Account Profile has been completed and now you are ready to move onto the Manage Facility 

Locations section of HFAP Compass. 

 

This area will be the central hub to view and edit your main and satellite locations. These are typically 

physicians’ offices, urgent care clinics, rehab centers, surgery centers, etc. that need to be included in 

your accreditation or certification.  

 

This area is also where HFAP customers will enter the Contacts, Amenities, Statistics, Services, 

Affiliations and Hours of Operation specific to their main location and satellite locations. 

 

When entering any information in Manage Facility Locations, you may save your progress by either 

clicking the green “Save & Exit” button located at the bottom of the screen or the dark blue “Next” 

button. A green pop-up will appear in the upper right-hand corner of the screen to verify that the 

information was saved. 

 

To access Manage Facility Locations, customers will click “Facility Profile” in the main navigation bar, 

then select “Manage Facility Locations.” 
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Manage Facility Locations – Main Screen 

 

This screen will display the main location and all satellites that are associated with your organization.  

 

1. Remove a Location 

If you see a location that is no longer associated with your organization, please email your 

account manager and indicate the Location Name and HFAP ID that needs to be removed.  

 

2. Add a Location 

If you wish to add a new satellite location, please click on the green “Add New Location” button. 

This option will take you through the necessary fields and steps to create a new satellite for your 

organization including Demographics, Contacts and Services. 

 

3. View/Edit Location 

In order to view or edit a location, you will click on the dark blue button “View” in the right-

hand column.  
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View Location 

The following tabs will be displayed for every location.  

 
a. Demographics 

This area will capture the basic address, phone and fax information for a given location. This area 

also includes the following options: 

a. Request Name Change – If a location has changed names, please complete the fields and 

upload the necessary documentation to verify the name change. If any of the requested 

documentation is not applicable, please upload a Word document that simply reads “Not 

Applicable.” 

b. Request Location Change – If a location has moved or the address is incorrect in Compass, 

please complete the fields and upload the necessary documentation to verify the address 

change. If any of the requested documentation is not applicable, please upload a Word 

document that simply reads “Not Applicable.” 

b. Contacts 

This area captures the contacts specific to a certain location. If the contact you wish to enter for a 

specific field isn’t appearing, please use the ‘Add New Contact/User’ option in the upper right-

hand corner to create a new contact for your organization. 

c. Amenities 

This area is required to be completed for all Main locations. This area captures any necessary 

logistics when visiting your organization. Such as Parking, Internet access, Security procedures and 

Travel Information. 

d. Programs 

This area is designed to identify an organization’s program type and, for our Medicare participating 

organizations, to capture the name on the Medicare application that was submitted to CMS. In 

most instances, there will be no need to make changes to this section. 

e. Statistics 

This area will capture the statistics for a location. Please note, for Acute Care Hospitals, this section 

is where we will capture information that will be applied to the Accreditation Fee calculation. 

Should any questions arise on a given requirement for this section, please contact your account 

manager. 

f. Services 

This area captures the services that are provided at a location, check all the items that apply. This 

area is not applicable to most certification organizations. 
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g. Affiliations 

Please indicate if the selected location is currently accredited by another accrediting organization 

and enter the expiration date. 

h. Hours 

This area will capture the Hours of Operation for a given location. If the location is open 24 hours, 

please check the box indicating such. 

 

Document Checklist 

This section of Compass will display the required documents that need to be submitted at the time of 

application.  

 

View Summary 

This section will display each location and its corresponding information for your review. This 

information can be produced as a PDF by clicking the green “Save as PDF” button. 

 

 


