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Statement of Confidentiality 
 

This document contains confidential and proprietary information of Perot Systems Corporation. 
Duplication, use or disclosure of this information in any media is prohibited. The document represents 
the Intellectual Property of 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 the user with:  
 

 The use of Community Health Plan of Washington Health Information Portal (HIP)  

 

Prerequisites 
Prior to working on this training module all users should have familiarity using Microsoft Internet 
Explorer 7.0 or later, as well as comfort in navigating in a Microsoft Windows application environment.  

 

System Requirements 
The minimum system requirements for assessing the Community Health Plan of Washington HIP are: 

Browser 

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

Internet connection speed – DSL 1.5 Mbs or faster 

Operating system 

 Supported operating systems: Microsoft Windows 98, Windows NT Workstation 4.0, Windows 
2000 Professional, Windows 2003, or Windows XP Professional  

 Non-supported operating systems including phone devices will not connect to the portal 

Minimum hardware needed 

 800 MHz PC  
 512 MB RAM  

Screen resolution - 1024 x 768   
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Overview of CHPW Health Information Portal 
(HIP) 
The Community Health Plan of Washington (CHPW) Health Information Portal (HIP) allows the 
Provider convenient access to information such as: 

 Patient eligibility verification 

 Benefits  

 Claims status inquiry  

 Patient roster reports 

HIP can be used in conjunction with the CHPW Care Management Provider Portal. This portal allows 
users to perform the following online actions:  

 Search for a Member and check eligibility 

 Request an outpatient referral 

 Request an outpatient authorization 

 Request an Inpatient pre-certification 

 Request an inpatient urgent admission 

 Add an admission date for a pre-certification inpatient admission 

 

HIP, and Care Management Connect Portal Comparison 
Following are three tables showing functional comparisons between the CHPW Care Management and 
HIP, Connects portals:   
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More information about the CHPW Care Management Provider Portal can be found in Care 
Management Provider Portal Reference Manual available from CHPW. 
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Signing Up for HIP Access 
To sign up for HIP: 

1. Access the Internet  

2. Enter the HIP web address (URL) in your web browser address field 

3. Press Enter, the Community Health Plan of Washington HIP Home/Login Page is displayed 
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4. Click Sign Up from the menu on the left of the page, the Sign Up for HIP Access page is 
displayed: 

 

 

 

 

 

 

 

 



 

                                                                      Health Information Portal Training Workbook 

Last Revised: 12/15/2011 (Version 2.0)                          Proprietary and Confidential 
       9 

 

5. Click Request For Provider Access from the Request list, the Request for Provider Access 
form is displayed: 

 

 

                   

6. Follow the instructions and complete the on-line form 

7. Click the Submit Button  

Community Health Plan staff will review the completed form and then issue you a User Name 
and Password.  

 

Note:     A field will be added to this form asking you to supply your Tax Identification Number 
             (TIN) as requirement for accessing HIP.  
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Logging In To HIP 
To log in to HIP: 

1. Launch your internet browser 

2. Type the HIP URL in the internet address line (the URL is provided by CHPW), the HIP log on 
page is displayed:   

 

 

3. Enter your User ID (provided by CHPW) 

4. Enter your Password (provided by CHPW) 

5. Click the Login button (or press the Enter key), the HIP Provider Home page is displayed 

 
Note:    You can create a Desktop Shortcut for the HIP Log In page: 
 

1. Access the HIP Log In page 

2. Right click on the HIP Log In page, a dialog box is displayed asking if you 
want to put a shortcut to this website on your desktop 

3. Click Yes, the Desktop Shortcut is created 
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The HIP Provider Home page contains:  

 A functional menu in a frame on the left side of the page  

 Provider Statistics and Held Claims Aging information is not functional  
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Provider Services 
HIP Provider Services include: 

 A link to the Community Health Plan of Washington Provider Directory 

 The ability to check a patient’s eligibility 

 The ability to view claim status 

 The ability to view the status of authorizations 

 The ability to view messages 

 The ability to view Provider Roster Reports 

 

HIP Provider Functional Menu  
 

 

 

 

 

Note: There is a link to the CHPW Jiva Care Management Provider Portal, where you can 
request referrals and authorizations and view the status of these requests.  

 

1. Select Request from the Provider service menu, you are link to the Jiva Provider Login. 
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Provider Directory 
To access the Provider Directory: 

 Select Provider Directory from the Provider Services menu, you are linked to the CHPW 
Provider Directory 
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Member Eligibility 

To verify a patient’s CHPW eligibility: 

1. Select Member Eligibility from the Provider Services menu, the Member Eligibility Search 
Screen is displayed  

 

 

 

2. Enter search criteria as follows:  

a. Provider: Leave this field set to ALL 

b. CHPW subscriber ID or Member First name, Last name  and Date of Birth (mm/dd/yyyy) 

c.   Member *Eligible as of Date: Defaults to current days date (mm/dd/yyyy) 

The Eligibility Inquiry Results screen is displayed 

 

*Eligible as of Date – if no results are returned, this date should be set to the last time the 
member was in your office or to the first day of a previous month until results are 
returned. 
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3. Click the link in the Subscriber ID column, the Member Eligibility Detail screen is displayed 

 

 

 

 

 

 

 

 This screen displays:  

 Member contact information 

 Eligibility history  

 Benefit description 

 Claim benefit accumulators  

There are links:  

 To view claims  

 To view authorizations  
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Benefit Package 
To view information about a patient’s Benefit Package, rule details: 

1. Click the link under Benefit Package on the Member Eligibility screen to (the link is an 
acronym for the name of the benefit package), the Member Benefit Rules Detail screen is 
displayed. 

 

            

 

2. Use the vertical scroll bar on the right of the screen to view more benefit package rule details  
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View Claim Status 
There are two ways to access information about a Member’s claims: 

1. Click View Claim Status on the Provider Services menu, the Claim Inquiry screen is 
displayed without any search criteria entered 

2. Click View Claims on the Member Eligibility Detail screen, the Claim Inquiry screen is 
displayed with the Member ID already entered as search criteria 

 

3. Enter search criteria to narrow your claims search, or you can simply click the Search for 
Claims button, the Claims Inquiry Results screen is displayed 

 
Note: Claims Inquiry will only show claim results for a CHPW Member for whom the 

Provider is assigned. 
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4. Click a line item claim number to see details about a specific claim, the Professional Claim 
Detail screen is displayed 

 

  

Note: Payment of a claim by CHPW is subject to the patient’s coverage and eligibility at 
the time of service. Claims are only viewable to Participating (PAR) providers. The 
provider must also have been PAR at the time the claim was received by CHPW. 
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Messages 

This function is not currently operational.  

 

Authorizations 
HIP enables you to view the status of authorization requests. Authorization requests are completed in 
the CHPW Jiva Care Management Provider Portal, but a link is provided in HIP to facilitate navigation 
to the Care Management Provider Portal. 

Authorization Inquiries 
To inquiry about a requested authorization: 

1. Click Authorizations on the Provider Services menu, Inquiry and Request options are 
displayed in the menu 

2. Click Inquiry, the Authorization Inquiry screen is displayed: 
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3. Enter authorization search criteria (at least one of the following – authorization number, 
Member ID, Member first and last name, request from and to date, authorization status) 

4.   Click the Search button, the Authorization Inquiry Results screen is displayed 

  

    

 

5. Click an Auth Number in the Auth Number column, the Authorization Detail screen is displayed 
for that line item. 

 

Authorization Requests 
Clicking Authorizations/Request on the Provider Services menu will take you to the CHPW Jiva Care 
Management Provider Portal. Use the Care Management Provider Portal to enter authorization        
requests.   

Note:  “The Additional Visits Request is not functional at this time.  Please use Jiva for 
this request at this time”. 

 

This selection is 
not functional. 
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Member Roster Reports 
Clicking Member Roster Reports on the Provider Services Menu will allow you to view the following 
roster reports that are generated monthly by CHPW: 

 

 Member Additions by IPA 

 Member Disenrollment by IPA 

 Member List by PCP Clinic 

 Member Master List by IPA,  

 Member Pregnancy Report by PCP Clinic 

 

1. Click on the Provider roster Report in the provider menu box, a list of clinics are 
displayed: 
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2. Click on the Clinic name in the display box, the list of rosters are displayed: 
 

 
 
 

 
 
 

3. Click on the Roster name, an XLS file download is displayed, open the file and the 
report is displayed: 
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