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1E HSC HEALTH CARE SYSTEM

Health Services for Children
with Special Needs, Inc.

Auth Portal Desk Level Procedure (DLP)
Navigating Auth Portal Home Page

1. Key Information:
Title

Provider — Navigating Auth Portal Home Page

S AR N A=l Medicaid — CASSIP and Non-CASSIP

Department | Utilization Management

2. Pre-requisite and System Access:

This Desk Level Procedure (DLP) involves the following systems.

System
GuidingCare®
(Auth Portal)

Role
Providers and
Staff submit,
review, and
update
authorization
requests
through the
Auth Portal

Access issues?
If the provider’s issue is related to the HSCSN Auth
Portal:
e inability to access the Auth Portal; or
¢ the Auth Portal functionality is not performing
as expected

Please contact HSCSN Customer Care at 202-467-
2737.

Avalility®
Payer Spaces

Routes traffic
to HSCSN
Auth Portal

Provides
HSCSN
Claims and
Eligibility
Information

Providers and
Staff access
Availity and
use the
Single Sign
On (SSO)
feature to
access the
HSCSN

Auth Portal

If the provider’s issue is related to inability to access
Avalility®:

Please navigate to the Availity main landing page by

clicking here and logging in then
A. Click ‘Help and Training’

B. Click ‘Find Help’
C. Click ‘About Availity’ for Availity contact
information

Jat is the status of the membe X

Availty Essentials - Less than 30 x| 4= - o X

P Q=% 8 - B

> | [ Other favorites

‘) Joyee's Account

Manag.. L) Business process flo.. € HSCSN Utifization...

District of Columbia @ Help & Training 9

My Account Dashboard

@ Help & Training ~ e Jayce's Account
About Availity
X ®

Get Trained The Avalility Advantage
Avallty Supeort Availity Essentials Plus
View Network Outages

Payer Training ‘ Who to contact for help
Share My Screen

more...
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https://essentials.availity.com/static/public/onb/onboarding-ui-apps/availity-fr-ui/#/login
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3. High-level Description:

The Auth Portal user (user) navigates to the HSCSN Authorization Portal via SSO

(single sign on) from Availity® Payer Spaces.

The SSO option navigates the user to the HSCSN Authorization Portal Home page.

This Desk Level Procedure (DLP) provides instructions how the user navigates the

Aviality® Payer Spaces to access the HSCSN Authorization Portal (Auth Portal), and it
provides an overview of Home Page navigation options.

4. Detailed Steps:

4.1 Use Availity® Payer Spaces for SSO Access to HSCSN Auth Portal
User is required to access Availity’s Single Sign On feature (based on HSCSN

instructions which is beyond the scope of this DLP) to access HSCSN'’s Auth Portal.

If the user encounters Availity® access issues, please follow the steps outlined at the

beginning of this DLP “Access Issues” to contact Availity® support.

. Navigate to Availity® User Sign In page
. User ID: Enter Availity® user ID

. Password: Enter Availity® password

. Click Sign In

o0 w>

O | shsonee= T 6 Ay Essentios x [

« ¢ ) hips//i -apps.availity.com

& Availity

[Sign In |®
User ID
VenkataR6 9
Password
........... Y O

Forgot your user ID? Forgot your password?

Note: Your Availity account and login credentials belong only to
you. Sharing accounts may violate HIPAA regulations regarding

data privacy.

© 2025 Availity LLC. Al rights reserved. (2 Privacy Policy
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New to Availity?

Create a free account and

discover all the benefits of using

Availity.

©

©
©
@

Free, real-time access to hundreds of payers

Check eligibility, submit claims, collect patient payments and
track ERAs

Update your provider profiles

Manage quality-of-care paperwork

Create a Free Account

- @ X
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E. Click on Payer Spaces

R Availity “)essentials # Home A Nofifications 2 © My Favorites E District of Columbia @ Help & Training B Venkata's Account & Logout
Patient Registration Claims & Payments Cinical My Providers Reporting Payer Spaces More n
n Notification Center Internal Links My Account Dashboard
Dashboard
have in your work queue 7132025 857 am

N .
Go to your work queue to view the submitted attachments. = J General Compliance and FWA Training Courses

It looks like you started updating your provider profile for Health Services f... but didn't finish. 71112025 3:00 am
. 1his process may take longer the first ime, but compleling quartary is usually just & fow clicks. Amn =
Start your Onboarding Journey: Learn about Availity’s Tools and Features 672772025 9:11 am
-~ o loi With our new user so
:A'Io 'vo laid the groundwork for you with our new user course =
More.

My Top Applications

CS A&R

Manage My Eligibility and Claim Status Authorizations &
Organization Benefits Inquiry Referrals

F. This opens drop down with HSCSN logo- click on the logo

Payer S
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G. This navigates user to the HSCSN Provider Portal
H. Click on HSCSN Authorization Portal

& Availity # Home A Notifications 2

< My Favorites

District of Columbia
Patient Registration Claims & Payments Clinical My Providers

© Help & Training
Reporting

€Y Venkata's Account
Payer Spaces

More

& Logout
Home > Health Services for Children with Special

THE HSC HEALTH CARE SYSTEM
Health Services for Children
with Special Needs, Inc.

(2 HSCSN Home Page
Welcome to the HSCSN
e Provider Portal

Q Start typing to search this payer space.

News and Announcements

Applications @  Resources

SotBy | AZ v

THESE LINKS MAY RE-DIRECT TO THIRD PARTY SITES AND ARE PROVIDED FOR YOUR CONVENIENCE ONLY. AVAILITY IS NOT RESPONSIBLE FOR THE CONTENT OR
SECURITY OF ANY THIRD PARTY SITES AND DOES NOT ENDORSE ANY PRODUCTS OR SERVICES PROVIDED BY THIRD PARTIES!

Q HSCSN Authorization €D
m Portal

Submit a Referral
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I. User is navigated to HSCSN Authorization Portal

J. Select an Organization: Defaults to Health Services for Special Needs
Children

K. Select a Provider: click on the caret to search for Provider

Choose provider from the drop down menu

M. Once provider is confirmed, click Submit

-

Note: This navigates user to the HSCSN Authorization Portal Home Page

&« O () https/qa-apps.availity.com/public/apps/home/#|/loadApp?appUrl=%2Fweb%2Fspckh2Fspaces¥2F%23%2F -khwtrQ22jqyC-DAEmMpn6%3FcacheBust®%3D 1751549738 aQ A 1 = & - O

R Availity N e # Home & Notifications 2 < My Favorites strict of Columbia @ Help & Training €Y Venkata's Account 8 Logout

Patient Registration Claims & Payments Clinical My Providers. Reporting Payer Spaces More ‘

Home > Health Services for Children with Special > HSCSN Authorization Portal

HSCSN Authorization Portal |°
J

I"Health Services for Special Needs Children (Tax ID: 521862406) v

K
Belect l

L
AB EA (N 666)

AGBAJE, WILLIAMS (NPI: 1265836159 - Tax ID: 522092647)

CHILDREN'S HOSPITAL (NPI: 1780800128 - Tax ID: 530196580)

[ s M

6
Proprietary and Confidential: Developed by Anoteros LLC (anoteros.ai) for HSCSN and HSCSN Providers



Healt Senvice or Chidren Auth Portal Desk Level Procedure (DLP)
with Special Needs, Inc. Navigating Auth Portal Home Page

4.2 Navigating Proofpoint URL Isolation Message
User may experience a warning message regarding proofpoint ULR isolation. Please
follow the steps below to proceed.

A. Click ‘Exit’
B. User will see a pop up message ‘By exiting, the URL that first opened in isolation

will display in your native browser. You will no longer have enhanced malware
and phishing protections.’; Click ‘Exit’.

<~ @] ) https://urlisolation.com/browser?clickld=818D595A-03C6-47D7-BBC2-FF72FSFET727&traceToken=1... &) | 17 A o g

proofpoint. URL Isolation

By exiting, the URL that first opened in |solation will
display in your native browser. You will no longer
have enhanced malware and phishing protection.

C. User will now be able to continue with Availity log in to HSCSN Auth Portal

[ | HSCSNUM-Provider | X | i UAT Onboarding Scena X | HSCSN UM -Provider | £ Availity Essentials x |+ - O X ‘
& O o] hﬂps:/fqa—essent\aIs.availity.com/‘stat\(,’publ\c/onb/onboard\ngru\raiisf‘ vaility-fr-ui/#/login (SR _ o ™
Q Availity New to Availity?
Create a free account and i
Sign In discover all the benefits of i
. oy W
User 1D using Availity. i
LEEEEy ] ° Free, real-time access to hundreds of payers
Password ° Check eligibility, submit claims, collect patient payments
and track ERAs
= -
° Update your provider profiles
2
Forgot your user ID? Forgot your password? I Create a Free Account
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4.3 HSCSN Authorization Portal Home Page
From the HSCSN Authorization Portal (Auth Portal) Home Page, user can start a
new authorization, view authorizations in progress or withdraw a pending
authorization request. There is a count of the authorizations in progress by type, as
well as a count of the authorization drafts by type.

A. HSCSN Logo — confirms user is on the HSCSN Auth Portal site
B. External Links — select to view and access links to external resources

Note: Work done within the external links do not save in the Authorization
Portal. User needs to save data related to work done from these sites then
save it in the Authorization Portal using notes, documents, and attachments,
as applicable.

C. Welcome — this confirms the Portal User name

D. Click this icon = to expand or collapse the menu (to see names associated
with the icons below)

Note: when you hover over the navigation icon, the navigation icon label
displays. The collapsed navigation bar only displays the icons.

Home — this icon brings user back to the Auth Portal Landing or “Home” page
Messages — user can access messages received from the HSCSN UM team
. Authorization List — user can check the status of all in-progress authorizations

@ mm

H. Draft Authorization List — draft authorizations that have been saved in the Auth
Portal but have not yet been submitted for review.

IMPORTANT NOTE: Saving as Draft does not start the authorization request,
does not start the UM review, and does not start the review time frame/due date.
The Draft is not visible to the HSCSN UM team, and it is deleted from the system
after seven (7) calendar days.

I. Start New Inpatient Request — select this option to start a new inpatient
authorization request

J. Start New Outpatient Request - select this option to start a new outpatient
authorization request
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K. Authorizations in Progress — displays the count of in-progress authorizations;
user can select anywhere in these tiles to go the Authorization List
L. Inpatient in Progress — user selects this option to see user’s in-progress inpatient
authorizations
M. Outpatient in Progress — user selects this option to see user’s in-progress
outpatient authorizations
N. View All Inpatient Authorizations — select to see all user’s inpatient authorizations
regardless of status
View All Outpatient Authorizations - select to see all user’s outpatient
authorizations regardless of status
Draft Authorizations — user selects these tiles to see their draft authorizations
Inpatient Drafts — select this to see user’s inpatient drafts
Outpatient Draft — select this to see user’s inpatient drafts
Request to withdraw a pending Authorization — select this option to withdraw a

pending authorization

O

nABOT

External Links @, Welcome Joan ~
&% portal User

Start New Inpatient Request I Start New Outpatient Request o

/ﬂ\ Home

Authorizations in Progress

56

Inpatient in Progress

Messages

Outpatient in Progress @

View All Qutpatient Authorizations

E Authorization List

5’ Draft

Authorization Lis

©O OO0 ©

View All Inpatient Authorizations

Draft Authorizations

0

Inpatient Drafts

Outpatient Drafts @

Request to withdraw a pending Authorization

O 0 P06 oo
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5. Version History:

Version # Comments Created By Review By  Approved By
and Date and Date and Date
1.0 Initial Version Maggie
Kelley,
Anoteros
06/18/2025
1.1 Added new section RE:
Proofpoint URL isolation Maggie
message Kelley,
Navigating Proofpoint URL Anoteros,
Isolation Message 08/18/2025
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