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1. Key Information: 

Title Auth Portal  - Submitting Provider Peer-to-Peer Request 

Scope/ Line of Business Medicaid – CASSIP and Non-CASSIP 

Department Utilization Management  

 

2. Pre-requisite and System Access: 

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

System Role Access issues? 

GuidingCare® 
(Auth Portal) 

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

If the provider’s issue is related to the HSCSN Auth 
Portal:  

• 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. 

Availity®  
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 
Availity®: 
 
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 

 
  

 
 
 
 
 

 

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

This Desk Level Procedure (DLP) explains how to submit a Peer-to-Peer Request 

(Provider requests to speak with the HSCSN Provider who made the decision). 

Peer-to-Peer (P2P) Requests are limited to Medical Necessity Adverse Benefit 

Determinations. 

Submission of Peer-to-Peer (P2P) Requests  shall be requested within seven (7) 
calendar days of the date on the Adverse Benefit Determination notice.   
 

4. Detailed Steps:  

4.1 Navigating to the Authorization in Progress  

From the Home Page, the user navigates to the Authorizations in Progress to search 

for the authorization that the user wants to add a Peer Review request.  

 

See the below DLP for further instructions in Searching for an authorization that the 

user submitted.  

 

• HSCSN_DLP_Auth Portal_Viewing Authorizations in Progress  

 

4.2  How to Navigate to Peer Review Request   

From the Authorizations in Progress follow the below steps. 

A. Navigate to the Authorization List 

B. Select the row of the authorization that needs to be extended; click the caret to 

open Auth Details 

C. Auth Details page 

D. Click +Peer Review Request 
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4.3  How to Submit the Peer Review Request  

A. Navigate to Peer Review Request page 

B. Scroll down page to view denied procedure line(s) 

C. View Denied procedure line(s) 

D. Add Note: (mandatory) user must include provider’s schedule availability and 

can add any other pertinent information, if applicable 

E. Add Attachments: (optional) user can upload any pertinent documents  

F. Click Submit  
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G. User will see a pop up message at the top left of the page confirming Peer 

review submission  

 

 

 

 

 

 

 

H. Click on Home to return to the Home Page  
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5. Version History:  

Version # Comments Created By 
and Date 

Review By 
and Date 

Approved By 
and Date 

1.0 Initial Version Maggie 
Kelley, 

Anoteros,  
07.01.2025 

 

  

1.1 Corrected reference from 
‘extend’ to ‘Peer Review 
Request’ 
Navigating to the 
Authorization in Progress 

 

Maggie 
Kelley,  

Anoteros, 
08.19.2025 

  

1.2 Updated Note is 
mandatory, attachment is 
optional 
How to Submit the Peer 
Review Request 

Maggie 
Kelley,  

Anoteros,  
08.21.2025 

  

1.3 Updated Section 3 – 
submit within 7 calendar 
days 

Maggie 
Kelley,  

Anoteros,  
08.25.2025 
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