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1E HSC HEALTH CARE SYSTEM

Health Services for Children
with Special Needs, Inc.

1. Key Information:
Title

Scope/ Line of Business

Department

Auth Portal Desk Level Procedure (DLP)
Withdrawing a Pending Authorization

| Auth Portal - Withdrawing a Pending Authorization

Medicaid — CASSIP and Non-CASSIP

| 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 -0
> | [ Other favorites

‘) Joyee's Account

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

District of Columbia @ Help & Training 9

My Account Dashboard

€) soyce's Accoun

@ Help & Training ~

Payer Help

About Availity

The Avalility Advantage
Availity Essentials Plus
Who to contact for help

Get Trained
Availity Support

View Network Oulages
Payer Training

Share My Screen

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

THE HSC HEALTH CARE SYSTEM

Health Sevices for Children Auth Portal Desk Level Procedure (DLP)
it Special Needs, Inc. Withdrawing a Pending Authorization
3. High-level Description:

This Desk Level Procedure (DLP) explains Withdrawal of a Pending Authorization from
the Authorization Portal.

The user can withdraw one or more service lines in an authorization request after it has
been submitted, but not yet decisioned. This ensures that there is no unnecessary
processing of authorizations if they are no longer needed for the enrollees.

4. Detailed Steps:

4.1 How to Submit a Withdrawal Request for a Pending Authorization
A. Navigate to the Home Page
B. Click ‘Request to withdraw a pending Authorization’

External Links @, Welcome Joan ~
&% portal User

Start New Inpatient Request Start New Outpatient Request

A Home 6

Authorizations in Progress

Messages
E Authorization List
Inpatient in Progress Qutpatient in Progress
e Draft
# Authorization List View All Inpatient Authorizations View All Qutpatient Authorizations

Draft Authorizations

0 0

Inpatient Drafts Outpatient Drafts

Request to withdraw a pending Authorization B
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Healt Senvicesfo Children Auth Portal Desk Level Procedure (DLP)
with Special Needs, Inc. Withdrawing a Pending Authorization

4.2How to Conduct Withdraw Authorization Search
Once the user clicks on ‘Request to withdraw a pending Authorization (see this DLP
prior section), the user is navigated to the Withdraw Authorization Search page.

A. Navigate to the Withdraw Authorization Search page (as noted in prior section)

Note: the user can then enter parameters in one or more of the following fields to
activate the ‘Find Authorization’ button

Authorization |ID#

Service Start Date

Service End Date

Member ID

Member Name

Find Authorization — this is enabled once information is entered in search fields
Clear — use this to clear search fields, when applicable

TOTMTMOOW

| Withdraw Authorization Sea rcLI

B) C) D) e ®

Authorization ID# Service Start Date Service End Date Member ID Member Name
MM/DDAYYYY ] MM/DDYYYY & Enter Member Id Enter Member Name
| Clear

4
Proprietary and Confidential: Developed by Anoteros LLC (anoteros.ai) for HSCSN and HSCSN Providers



Healt Senvicesfo Children Auth Portal Desk Level Procedure (DLP)
with Special Needs, Inc. Withdrawing a Pending Authorization

I.  Once data is entered in a field (in this example Member Name field), the
Find Authorization button is activated

J. Find Authorization (note this button is now ‘blue” indicating the user can click it to
perform the search)

Withdraw Authorization Search

Authorization ID# Service Start Date Service End Date Member ID Member Name

MIM/DDMAYYYY B MM/DDAYYY =] Enter Member Id 5salty Dog

Y
o | Find Authorization | ( Clear )
M g

Note: the user can narrow the search by adding data in additional search fields
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THE HSC HEALTH CARE SYSTEM

Health Services for Children
with Special Needs, Inc.

4.3How to Select the Authorization that Requires Withdrawal

Auth Portal Desk Level Procedure (DLP)

Withdrawing a Pending Authorization

Based on steps outlined in the prior section of this DLP, the user lands on the Withdraw

Authorization Search page.

Mmoo >

withdrawn

Withdraw Authorization Search
Enter Data/Click Find Authorization
List of Authorizations open based on search parameters

Scroll down page until the targeted authorization is located
Targeted authorization is located
Click Select in the line associated with the Authorization that needs to be

Withdraw Authorization Searcha

Authorization ID& Service Start Date

MM/DDAYYY B

Service End Date

MM/DDAYYYY

Member ID

=} Enter Member Id

Member Name

Salty Dog

e ™
q Find Authorization | Clear )
h A

/

D

Authorization Created Date Member Name  Plan Type Type Status Facility Service
D& Provider
((select ) 18W2DV0 Jun 18,2025 ty Dog HSCSH EH-PHP pending N/A KEITH STEFON
e KELLY
- N nErEw 26 2024 5 N Medical Partialh 5 THE
( Select ) 0626W1)BL Jun 26, 2024 ty Dog HSCSN Medica Partially A SKILLS ON E|
Supplies Approved HILL LLC
0617MRLT2 Jun 17,2024 ity Dog HSCS Acute Hospita Pending A
(Tselect ) DB17MPHNS Jun17, 2024 Salty Dog HsC Acute Hospita Partially /A
) ’ Approved 1
- N pe1arcavn . 2024 f— . — - N
| select ) 0510F54X0Q May 10, 2024 ty Dog HSCSN Acute Hospita Pending VA
NIC
(SElEET:‘ 0509T4KNK May 09, 2024 ty Dog HSCSN Nutritional Pending N/A CJONEZ
Supplements NUTRITION
COUNSELING
SERMICES, LLC
- Y — v 07 2074 - N U - N
( Select ) 0507TDSTB May 07, 2024 ty Dog HSCSN BH-Admission Pending 17
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Withdrawing a Pending Authorization

4.4 How to Withdraw the Pending Authorization Request

A.
B.

nmmoo

User is directed to the Withdraw Request Page

Click on box of decision line that needs to be withdrawn (this may be more than
one line, if applicable)

Add Note: user can add information related to withdrawal decision

Add Attachment: upload pertinent documents (see further instructions below)
Submit button: not enable until the above steps are completed

Cancel: only select this option if the user wants to cancel the withdrawal request

* |ndicates required field

Withdraw Request |°

Salty Dog Authorization ID #0617MRLT2

Service Code Service Description Unit Type Requested Un.. Start Date End Date Status

Room & Board - Semi-private ) ;
0123 Days 3 06/17/2024 06/15/2024 Pending
{Twao Beds)

Add Note ()

*& Add Attachments (§) |®

5 F

Cancel
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i Sl Auth Portal Desk Level Procedure (DLP)

Health Services for Children

with Special Needs, Inc. Withdrawing a Pending Authorization

D. Add Attachments (further instructions)
1. Once user clicks Add Attachments, user is brought to desktop
Note: User can navigate to approved location where documents are stored

2. Select the applicable document
3. Click Open

Organize v New folder =~ O 0 L
A Home [J Name Date modified Type Size
FOLDER 11 4 T:42 AM File fold
R| Gallery A ile folder
HSCSM o 6/ 346 PM File folder
> @ Margaret - Anot
6/, 511:37 AM File folder
oLD 1/ 5:05 PM File folder
BN Desktop 4 [ HSCSM Quick Links 6/5/202510:11 AM Microsoft Word Doc... 15KB
4 Downloads # 0] HSCSM TEST DOCUMENT - DISCHARGE INSTRUCTIONS 5/22/2025 12:20 PM Microsoft Word Doc... 14 KB
— Documents # I @ HSCSM TEST DOCUMENT - MEDICAL RECORDS Ie Microsoft Word Doc... 14 KB
P9 Pictures » @ HSCSM TEST DOCUMENT _ DISCHARGE SUMMARY Microsoft Word Doc... 14 KB
. @ HSCSM TEST DOCUMENT Microsoft Word Doc... 13KB
@) Music »
@ Test1047 Member1047 5/27/2025 4:00 PM Microsoft Word Doc... 17KE
u Videos »

File name: | v| Custdie files ~
Upload from mobile m Cancel

o

Confirm all documents are uploaded (as applicable)
5. Click Submit

|*§ Add Attachmentsl@ o

| HSCSM TEST DOCUMENT - M. = HSCSM TEST DOCUMENT - M. = HSCSN TEST DOCUMENT.docx =

Cancel
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Healh Servies for Chidren Auth Portal Desk Level Procedure (DLP)
it Special Needs, Inc. Withdrawing a Pending Authorization

4.5How to Confirm Withdrawal is Submitted

A. The user is directed to the Withdraw Request once Submit is clicked

B. User receives a pop up message indicating the Withdraw Request has
successfully submitted to include the applicable authorization number

C. Click to print: user can print a copy of the Withdraw Request

D. Click X’ to exit page

Withdraw Request @

Withdraw request has successfully submitted on authorization #0617MRLT2. Click to print 9 E |

E. Click ‘Home’ to exit Withdraw Request page

= Withdraw Request

e

Messages
7@ Salty DOg . waie . 21 vear(s), 3 Montn(s), 16 Dayis). DOB 03/16/2004
B Authorization List g
Address 210 Olde Chatham Circle,

E’ Draft

Authorization List

Authorization ID #0617MRLT2

Authorization Details

Authorization Class InPatient Autharization Type Acute Hospital Authorization Status  Closed and Cancelled

Authorization Basic Details

Auth Created On 06/17/2024 02:59:49 PM Request Sent Web Portal Actual Admission Date and time 06/17/2024
10:15:00 AM

Place Of Service Inpatient Hospital Notification Date and Time 06/17/2024 02:59:49 Treatment Type Acute Hospital Care

Service End Date 6/19/2024

Provider Details

Referred From Provider

Referred From Provider SKILLS ONTHEHILL  Provider Type Referred By NPI 1497046510
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6. Version History:

Version # Comments Created By Review By  Approved By
and Date and Date and Date
1.0 Initial Version Maggie
Kelley,
Anoteros,
06/28/2025
1.1 Added missing steps G, H Maggie
How to Conduct Withdraw Kelley,
Authorization Search Anoteros,
08/19/2025

10
Proprietary and Confidential: Developed by Anoteros LLC (anoteros.ai) for HSCSN and HSCSN Providers



Healt Senvicesfo Children Auth Portal Desk Level Procedure (DLP)
with Special Needs, Inc. Withdrawing a Pending Authorization

11
Proprietary and Confidential: Developed by Anoteros LLC (anoteros.ai) for HSCSN and HSCSN Providers



