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Statement of Confidentiality

This document contains confidential and proprietary information of Dell/Perot Systems Corporation.
Duplication, use, or disclosure of this information in any media is prohibited.

The document represents the Intellectual Property of Dell/Perot Systems Corporation and is
governed by the Acceptable Terms of Use. This manual cannot be used for any purpose other
than to train authorized users on the referenced application. By reading this manual, the user
acknowledges the confidential nature of this information and agrees to abide by the terms of use.

Docume nt Change Control

Date Author V. Updates/Changes/Comments
04/23/10 David Rosenfield, PM 1.0 Published member training materials for external users.
1/10/2012 Randy Miguez, SBA 2.0 Updated document to reflect 6.3 technology and screen shots
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1/20/2012 Kate Robinson 3.0 Saved 2.0 changes & copy edited for branding & language.
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Objective

The objective of this workbook is to familiarize members with The use of Community Health Plan of
Washington Health Information Portal (HIP)

System Requirements to Use HIP

Prerequisites

Users should know how to use Microsoft Internet Explorer and the Microsoft Windows application
environment.

System requirements

Minimum system requirements to access the Community Health Plan of Washington Member
Health Information Portal (HIP) are:

e Browser:
e Supported browser - Microsoft Internet Explorer 7.0 or later
¢ Non-supported browsers (will not connect to HIP) - Firefox, Safari

¢ Internet connection speed : DSL 1.5 mbs or faster

Operating system

e Supported operating system : Microsoft Windows 98, Windows NT Workstation 4.0,
Windows 2000 Professional, Windows 2003, Windows 7, Windows XP Professional

e Non-supported operating systems: handheld phone devices (will not connect to the portals)

Minimum hardware

e 800 MHz PC
e 512 MB RAM
e Screen resolution - 1024 x 768
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Overview of Community Health Plan Health Information Portal (HIP)

The Health Information Portal (HIP) provides an online self service option to see and work with
your health care information. Enrolled members of Basic Health and Washington Health Program
through Community Health Plan of Washington can use this tool.

You can use HIP to:

Check your eligibility.

Track claims, amount approved, amount paid, and your cost.
Track authorizations for service.

View details of your benefits.

Request ID cards.

Change your primary care provider (PCP).

Inform Community Health Plan about an address change.
Enroll in disease management programs.

Get access to health information and services.

Contact the Community Health Plan customer service team.

All information available from this portal is protected and secure.
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To Sign Up for HIP Access

1. Enter the HIP web address (URL)L1 in your web browser address field.
The Community Health Plan of Washington HIP Home/Login Page is displayed.

2. On the menu in the left pane, select Sign Up .
The Sign Up for HIP Access page is displayed.

7 COMMUNITY HEALTH PLAN {
@, ofWashingfen {
Home ) )
Login {
About US =
Health Plans - User ID: | | Enter your Uzer ID. .
Login Password: | | Enter your Pazzword. r
Sign Up p— }
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3. On the Sign Up for HIP Access page, select Request For Member Access under Select the
type of access requested.

y @ COMMUNITY HEALTH PLAN
g, OfWashingten
da”

Home | Sign Up for HIP Access
About US -]
Health Plans - Select the type of access requested.
_— "Y' Request For Provider Access
agin
2 & Request For Member Access
Sign Up

& Request For Employer Group Access

& Request For Employer/Division Group/SubGroup Access

& Reguest For Submitter Access

& Reguest For Claims Examiner Access

& Bequest For Customer Senvice Bepresentative Access

THALAY N AN, A A
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4. Enter information in the files of the Request for Member Access form.
Be sure to enter your name as it appears on your Community Health Plan member ID card.

Read the User Agreement and select the box next to | AGREE.
Click the Submit button.

v COMMUNITY HEALTH PLAN
@, ©fWashingicn

Home Sign Up for HIP Access

About US
Health Plans Request for Member Access

Login Please complete the form in its entirety. Please be as accurate as possible. Required fields are indicated with a red astensk ().

Sign Up * Fields are Required

Demographic Information

Last Name *

First Name * |

Address * | (Please do not enter period "." character at the end.)
Suite/Apt Number
s -
State * | Arkansas b
Zip*
Home Phone * — (Please do not use dash or space when entering data)
Email * |

Eligibility Information

SSN (Please do not use dash or space when entering data)

Terms and Conditions

| agree to abide by the terms and conditions set
forth in my employee manual regarding private and
User Agreement | confidential information. etc.

* I AGREE

Community Health Plan of Washington Customer Service staff will review the completed form and
then send you a user name and password by email.
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To Log In to HIP

1. Enter the HIP web address (URL)[L2) in your web browser address field.
The Community Health Plan of Washington HIP Home/Login Page is displayed.
(See To create a desktop shortcut for the HIP Logln page )

7 COMMUNITY HEALTH PLAN
&, ofWashingten

Home

Login

About US =

Health Plans - User ID: | | Enter your Uzer ID.

Lﬂgil’l Password: | | Enter your Pazzword. r

Sign Up

Login

2. Enter your User ID (provided by Community Health Plan).

3. Enter your Password (provided by Community Health Plan).
(See About your password . If you want to change your password, see To change_your

password .)

Xcelys Version 6.3 Proprietary and Confidential Page 9
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4. Click the Login button or press Enter.
The HIP confirmation page is displayed. The confirmation page simply validates the user ID
and password you used. (For information about passwords, see About your password _.)

.....

_an, of Washington

Home

Change Password

Member Services

o ‘

Sign Up

Log Off

Xcelys Version 6.3

| Welcome

Community Health Plan of Washington
Health Information Portal

This web portal is designed to allow you to:

+ Check your eligibility.

Track claims and see the stage in the claims process, amount
approved, amount paid, and your cost.

Track authorizations for senice.

View details of your benefits.

Request ID cards.

Change your primary care provider (PCP).

Inform Community Health Plan about an address change.
Enroll in Disease Management programs.

Get access to health information and senices.

Communicate with the Community Health Plan customer senice team.

All information available fram this site is designed to be protected and secure.
To get started:

1. Click Member Services on the menu on the left side of this page.
2. When the Member Services menu list appears, select a member semvice.
3. View the information or function page you selected.

Remember: Links to additional information are underlined. For example, to see your
benefit details, click the item under Benefit Package on the Eligibility Info page.

Q
For more information about how to use this Health Information Portal, see the training page /

About Community Health Plan

Community Health Plan serves mare than 260,000 members throughout VWashington.
We're the only plan founded by local community health centers. Our profits go

back to the communities we serve. With mare than 300 primary care clinics, 1,600
primary care physicians, 9,000 specialists, and 90 hospitals, our members get
high-quality, affordable medical care.

For more information, see the Community Health Plan web site.

“#M“‘t‘wr\
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5. Click the Yes button on the HIP Confirmation page.
The HIP Welcome page is displayed.

7 COMMUNITY HEALTH PLAN
. oFWashington
5.

I Welcome

Home

Community Health Plan of Washington
Health Information Portal

Change Password

Member Services .\—‘

Sign Up This web portal is designed to allow you to:
Log Off » Check your eligibility.

Track claims and see the stage in the claims process, amount
approved, amount paid, and your cost.

Track authorizations for service.

View details of your benefits.

Request ID cards.

Change your primary care provider (FCP).

Inform Community Health Plan about an address change.
Enroll in Disease Management programs.

Get access to health information and semvices.

Communicate with the Community Health Plan customer service team.

All information available from this site is designed to be protected and secure.
To get started:

1. Click Member Services on the menu on the left side of this page.
2. When the Member Services menu list appears, select a member senice.
3. View the information or function page you selected.

Remember: Links to additional information are underlined. For example, to see your
benefit details, click the item under Benefit Package on the Eligibility Info page.

Q
For more information about how to use this Health Information Portal, see the training page ,

About Community Health Plan

Community Health Plan serves more than 260,000 members throughout Washington.
We're the only plan founded by local community health centers. Our profits go

back to the communities we serve. With maore than 300 primary care clinics, 1,600
primary care physicians, 9,000 specialists, and 90 hospitals, our members get
high-guality, affordable medical care.

For more information, see the Community Health Plan web site.

\Mwmr A GRS e, Brommpetsssnmd™ P

6. To go to a web page, click one of the links_on the Welcome page (see underlined words_in the
screen shot above):

e Training page : Clicktoaccess t he Me(thisdocument).Gui de
e Community Health Plan : Click to go_to the chpw.org website.

To create a desktop shortcut for  the HIP Login page
1. Right-click in the HIP Logln page.
A dialog box is displayed asking if you want to put a shortcut to this website on your desktop.

2. Click Yes.
The desktop shortcut is created.

Xcelys Version 6.3 Proprietary and Confidential Page 11
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Your HIP Password

The first time you log in to HIP you will be asked to change your password. The password:
e Must be 6i 30 characters long.

e Must start with an alphabetic character.

¢ May contain any combination of alphabetic characters, numbers, and these special characters:
$or_ or#

To change your HIP password

1. Select Change Password from the HIP menu.
The Change Password screen is displayed. The user ID you used to sign onto HIP appears.

7 COMMUNITY HEALTHPLAN
g, oWashinglon

Home Change Password

Change Password

|
|
Member Services ,\_‘ Change Password
|
|

Sign Up + Password must be between 6 and 30 characters and start with an alphabetic character.

o A password may contain any combination of alphabetic characters, numbers, and the following special characters (3, _, #).

Log Off

UserlD: RADFB8E2
Password:
New Password:

Confirm New Password:

Submit Change ‘ Clear ‘

ANy AN - * Vo W

ﬂ

N . "”‘\J """‘MM - & MI‘M\“-.“ PRV N

2. Enter your information in the fields:
e Enter your current password.
e Enter your new password.
e Enter your new password again to confirm it.

3. Click the Submit Change button.
This message displays to tell you that the password change was successful.

| Your password was Successfully Changed. |

Xcelys Version 6.3 Proprietary and Confidential Page 12
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HIP Member Services
By using HIP, you can:
e View the status of authorizations.

e Update your address with Community Health Plan.

e Request to change your PCP.

e View your claim status.

o View eligibility information.

e View information about your benefit package.

e Enroll in a disease management program.

e Get answers to frequently asked questions (FAQS).

e Contact Community Health Plan Customer Service Representatives or get messages from

Community Health Plan.

¢ Get information about health.

e Search for Community Health Plan of Washington providers.

¢ Reguest a Community Health Plan of Washington ID card.

Xcelys Version 6.3 Proprietary and Confidential Page 13
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To Access HIP Member Services
1. Click Member Services on the HIP menu.

2. On the Member Services menu, click the service you want to use. (See the following sections
for more information about each service.)

b i cummunnr
o & ofWashmgi'cr'r

?
!

Change Password

Member Services

Auth Inquiry
Change Address
Change PCP
Claims Inguiry
Eligibility Info

Enroll Disease Mangmt

9
4
FAQ's }
Health Information
Health Links
Messages
Frovider Directory
Fequest D Card
é
)

Log Off

Sign Up

Log Off

'\\h_.
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To get information about a uthorization s
There are two ways to access information about a me mb e autharization requests:

e Click Auth Inquiry on the Member Services menu. The Authorization Inquiry screen is
displayed without any search criteria entered. (The screen will look like the picture below.)

7 COMMUNITY HEALTH PLAN
& o Washingfon

Home

Authorization Inguiry

Change Password

Note: The authorization number format for our new claims payment system has changed. Ten digit auth numbers will be automatically converted to the new format.

Member Services - L. R
Autherization Inquiry Search
Auth Inguiry
Change Address You are required to enter at least one of the following to search for an Authorization:
Change PCP s Authorization Number
- : e Member ID ’
Claims Inguiry » Member First & Last Mame |
Eligibility Info * Request From & To Date ‘
s Authorization Status
Enroll Disease Mangrmt (
s Auth Number: _
Health Information Member ID:
Health Links
Member First Name: | Begins With +
Messages o
Premium Payments - Member Last Name: | Begins With +
Make Payment Referring Provider ID: P
: <
ARy Referred To Provider ID:
Request ID Card
Request Date From: =
Log OF =L =
Sign Up Request Date To: = J
Log OFf Auth Status: | Selecta Status v ]
Search | Clear (

e Click View authorizations on the Member Eligibility Detail screen. The Authorization Inquiry
screen is displayed with the Member ID field already filled.

Xcelys Version 6.3 Proprietary and Confidential Page 15
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To search for authorizations:

1. In the Authorization Inquiry Search form, enter information in at least one of the fields for:
authorization number; member ID; member first and last name; request from and to date; or
authorization status.

2. Click the Search button.
The Authorization Inquiry Results screen is displayed.

Authorization Inquiry Results ,‘

4 Records Found Page 1 of 1

[ Auth Number | Memberame | Wember 0OB | Refring Proidr | Refered To Provider | Auth Type | Aut Staus | St Dte | End e |
111100010 i NP Held 1201 1z

111100009 i0UT  Open AT T 1771

—Y

111100005 ioUr  Open 11142011 2122012

o

10204397 POPR  Open 1192010 2m2011

Q
4 Records Found Paget of1
"""\-n, “\W‘H’\"‘\“, '-l“““’\" M‘M‘)‘“n."""-

3. For specific information about anuthorization, click its link in the Auth Number column on the
Authorization Inquiry Results.
The Authorizations Detail screen is displayed for that line item.

Authorizations

1Bl Print Auth Detail

" ’*»_J'.‘

Authorizations Detail

Authorization: 111100009 Status: Open
Request Date: 11/29/2011 Auth Type: Outpatient

Member Information

Name:
Gender: Date of Birth:
IPA: Mew Health Programs Health Plan: HRSA

Authorization Details
Start Date: 2/M/2011 End Date: 11/22/2011
Place of Service
Days/Visits Requested: 1 Days/Visits Approved: 1
Diagnosis Codes: 611
Narrative:
Procedure Codes: 73718 73719 73721 73722 73723 99201

Narrative:

Additional Notes:
[ Additional Visits Request ]

Y % % Tl e A L T

Disclaimer: This authorization inquiry does not guarantee payment. Payment is subject to the patient’s coverage and eligibility at the
time of senice.

Lo, ol GOPE et 0ot s ris P e NN el ,ﬁ.&..._m,,_..‘_.}r/
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To tell Community Health Plan when you change your address

1. Select Change Address from the Member Services menu.
The Change Address Request screen is displayed.

2. Enter your new residential or mailing address in the address fields.

3. Click the Submit button.
The Change Address Request screen is displayed with a batch number reference.
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