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Introduction 
The purpose of the Service Authorization Notice Quick Reference Guide (QRG) is to assist Early Intervention 
(EI) providers, including service-coordination organizations, in obtaining and understanding service 
authorization notices within Provider Access. 

 
Provider Access is a web-based system that stores information about HCSIS/PELICAN EI providers. Through 
Provider Access service providers can search, view, download and print service authorization notices which 
indicate the number of units the provider is authorized to provide to the child. The ability to view service 
authorization notices can facilitate the resolution of provider billing and claims issues and enhance 
communication between Infant/Toddler EI programs and service providers. 
 
Users with the following roles can access provider service authorization notices: PW-HCSIS-
ProvrRgstrDataEntry or PW-HCSIS-PROVRACCESSREADONLY  

 

Note: Prior to accessing Provider Access, providers must receive a PELICAN EI user ID and password from 

their Business Partner (BP) Administrator. This guide is a step-by-step explanation of how to access service 
authorization notices in Provider Access. 

 
 

Accessing Service Authorization Notices 
1. Open Internet Explorer and navigate to the HCSIS website by typing www.hcsis.state.pa.us in the 

address bar. 
 

 
 

2. Click Provider Access 
The Provider Access Homepage appears. This screen contains a welcome message, HCSIS Help 
Desk information and a link to access the Learning Management System (LMS). 

http://www.hcsis.state.pa.us/
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3. Click Login under the Available Tasks menu (located in the upper left-hand side of the screen). 
 

 
 

4. Type your HCSIS/PELICAN EI Username and Password. 

5. Click [LOGIN].
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6. Click the Service Authorization Notice link (located under the Available Tasks menu) to search for 
service authorization notices 

 

 

 
 

7. Enter the information to search for service authorization notices. 
Note: The Local Program drop-down list refers to the Service Coordination Entity. 

8. Click [Search].

If your provider agency serves 
multiple programs, select 
OCDEL from the Program 
office drop-down 

The Local Program field is 
mandatory (*) 

The Provider Name will 
populate automatically 
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9. Click [Download] to download the Service Authorization Notice in an Excel format. 

 

 

 

 

10. Click [Open] to view the document. 
 
 
 
 

The diagnosis code columns appear as follows: 

 Select a fiscal year of 2014-2015 or before, and 
only the ICD-9 column appears. 

 Select the fiscal year 2015-2016, and only the ICD-
9 and ICD-10 columns appear. 

 Select a fiscal year of 2016-2017 or later, and only 
the ICD-10 column appears. 

These columns remain blank for all notice requests. 

Click the hyperlink of the Individual’s 
Name to view the Service 
Authorization Summary screen. 

Want to sort your results? Click one of 
the hyperlinked headings located at the top 
of your results to sort by that field. 
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Note: Financial calculations can be completed quickly, because the Service Authorizations are 
downloaded onto your computer in Excel format! 

 
11. To print the Service Authorization Notice spreadsheet, click File, then select Print. 

 
 

Available Resources 
 

Questions Resources 

What role in HCSIS/PELICAN EI do I 
need to access service authorization 
notices? 

You will need the either the PW-HCSIS-ProvrRgstrDataEntry or the 
PW-HCSIS-PROVRACCESSREADONLY role. Contact your 
Business Partner Administrator (BPAdmin) to obtain this role. 

What do I do if I still have questions 
about accessing service authorization 
notices? 

Click Help in the upper right corner of any screen to learn about the 
information on the screen. If necessary, contact the HCSIS Help 
Desk 1-866-444-1264 for additional help. 

How can I access a child’s Evaluation 
Report and Plan in PELICAN EI? 

A child’s Evaluation Report and Plan are assigned to the specific 
Provider Contributors who are working with that child through the 
following process: 

1. The Service Coordinator (SC) assigns the documents (ER and 
Plan) to the provider organization 

2. The Provider Administrator accepts the document assignment 

3. The Provider Administrator assigns the documents to the 
appropriate Provider Contributor for each child 

Please refer to the Document Assignment Process Guide in the 
PELICAN EI: I/T Process Guides LMS Course for more information. 

 


