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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. 
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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: 

 Browser : 

 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  

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

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

Minimum hardware  

 800 MHz PC  

 512 MB RAM  

 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. 
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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. 
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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. 

5. Read the User Agreement and select the box next to I AGREE. 

6. Click the Submit  button.  

 

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 LogIn page .) 

 

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 .) 
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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 .) 

 



 

 

Member  Health Information Portal (HIP) Guide  

 

Xcelys Version 6.3 Proprietary and Confidential Page 11 
Document version: 3.0 

5. Click the Yes button on the HIP Confirmation page. 
The HIP Welcome page is displayed.  

 

6. To go to a web page, click one of the links on the Welcome page (see underlined words in the 
screen shot above): 

 Training page : Click to access the Memberôs Guide (this document). 

 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 LogIn 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.  
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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: 

 Must be 6ï30 characters long. 

 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. 

 

 

2. Enter your information in the fields:  

 Enter your current password. 

 Enter your new password. 

 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. 
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HIP Member Services  

By using HIP, you can: 

 View the status of authorizations. 

 Update your address with Community Health Plan. 

 Request to change your PCP. 

 View your claim status. 

 View eligibility information. 

 View information about your benefit package. 

 Enroll in a disease management program. 

 Get answers to frequently asked questions (FAQs). 

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

 Get information about health. 

 Search for Community Health Plan of Washington providers.  

 Request a Community Health Plan of Washington ID card. 
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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.) 
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To get information about a uthorization s 

There are two ways to access information about a memberôs authorization requests: 

 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.) 

  

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

 

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. 
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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.  

 

 














































