How to Prepare an ICTB (Generated from CCQAS)

1.) Prior to starting the ICTB, make sure that are Practitioner Credentialing File (PCF) information is current, up to date, and the necessary documents verified

2.) Once the PCF is current, enter all information into CCQAS

3.) Use your log on and go into CCQAS

4.) Bring up soldier’s file to prepare the ICTB

5.) Using your computer mouse, right click and click on Letters.

6.) Click on ICTB Reserve/Guard Letter to generate the letter.

7.) Message in your computer monitor will read “Sending you to a new browser window”

The Letters Index will still be in the window behind the new one.


Note:  The letter may take several seconds to load.

8.) Click OK to continue.

9.) A new screen will appear, and you will need to complete items that are in red.  They are:

To Command: (Use binoculars to search, you can use DEPLOYD if the gaining command is unknown due to deployment).

Type of Duty: (Annual Training for Example)

Start Date:  (Use calendar or type in date) (Use current date ICTB is sent)

End Date:    (Use calendar or type in date)

Select the additional text for paragraph 14:

Enter the information for these fields, click on the box for Evaluation (PAR/OER) and enter text in the additional comments for paragraph 15(if you have any)

10.) Click on Generate Letter (letter will appear in a few seconds)

   Now the letter will need to be saved as a MS Word document by doing the following:

11.) Click on Edit, then Select All

12.) Click on Edit, then Copy.

13.) Click on the X (3 times) in the upper right hand corner to leave the CCQAS application.

14.) Go into the Word application.

15.) Click on File, New, Blank document and OK to start a new document.

16.) Click on File, Save As select Desktop (For training purposes), ICTB file folder, then enter the soldier’s last name where File Name: appears.  Click on save so that the document will now be saved under the soldier’s last name.

17.) Click on Edit, Paste and an hourglass will appear and then the ICTB letter will appear on your screen.

18.) Perform the following edits to this ICTB:

19.) Click on Edit, Select all.  Click on Format, Font and Choose 10 for the font size then click OK
20.) Return to top of ICTB word document. Delete the first line (Print Save As… Close) by putting the cursor at the beginning of the line and press on the Delete Key until it disappears.

21.) Delete page breaks and extra lines __________ and extra space in the document by putting the cursor at the beginning and pressing the Delete key.

22.) Edit Paragraph 1 by changing the No to Yes (Refer to Paragraph 11) if the soldier is privileged in his civilian position.

23.) Change as attested to…to as attested to by _____________(put in the name of the current Unit Commander).

24.) Add the two peer references and their contact information in Paragraph 10, under the as attested to… (Last sentence).

25.) Edit Paragraph 16 so that the ICTB preparer’s name is listed as POCs.  

26.) Press Enter below 17. Certified by:  to give additional space for the COLs signature.

27.) After the above edits are made, format the document so that the soldier’s name is at the top of each page (already at the top of Page 1).  Edit the document so that the Quality Assurance statement is at the bottom of each page.

When all edits are complete, print the ICTB document.  Assemble the mandatory supporting documents:

1. Discipline-specific DA Form 5440-series for privileges being requested.

2. DA Form 5440A, with top portion completed.

3. A copy of the clinical privileges currently held (civilian facility and military)

4. DA Form 5754-R for providers who do not hold current military clinical privileges.

5. Two peer recommendations, dated within 24 months of submission, for providers who do not hold current military clinical privileges. (see para H-3b (10), AR 40-68 for additional detail)

6. Authorization for Release of Information signed by the provider (may be specific to the gaining MTF, if provided).

Deployed Soldiers-Use DEPLOYED as the file manager and DEPLOYD as the gaining UIC if the destination and Mobilization site is unknown.

After the ICTB and the supporting documents are assembled, have the Unit Commander review and sign the ICTB.  After the ICTB is signed, fax the ICTB and supporting documents to the gaining facility.

The ICTB, in addition to being generated per the above instructions, needs to be submitted electronically, in CCQAS to the gaining facility.  To do this, log onto CCQAS, bring up the soldier’s file and left click for options, and left click on Initiate ICTB.

Complete the following items:

To Command: use binoculars to search and select the gaining unit. (Select “DEPLOYD” if the soldier is being deployed and the destination is unknown).


Start Date (use calendar if you wish)


End Date (use calendar if you wish_


Evaluation (PAR/OER), (click on the box so that a check mark will appear)

Generate ICTB Letter (click on Reserve/Guard)

After all of the above items are complete, click on Submit.
You may receive the message:  This provider does not have a Privilege Expiration Date, click [OK] to continue or [Cancel] to abort.

Click OK.

You will then see the message:  Sending you to a new browser window…

Click OK.

Complete screen as per instruction #9 (listed above)

Click on Generate Letter when finished.

Click Close, and verify that the ICTB has been sent to the gaining facility as there should now be two files on the soldier (CRED and ICTB).  This indicates that the ICTB has been sent electronically to the gaining unit.  Click on Clear Screen and continue with CCQAS.

Note:  If the ICTB was sent erroneously or the Provider never was privileged at the gaining site, pull up the ICTB in question, select the arrow at the left hand side of the ICTB record and select Cancel.  This will delete the ICTB record.

To End ICTB: follow the steps for cancel ICTB and select End ICTB.   Use End ICTB, when the Provider returns from the site where privileges were held.  This will capture the historical record of privileges.

