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) i DEPARTMENT OF HUMAN SERVICES
Job Aid for Providers CERTIFICATION & LICENSING

REVIEWING PROFILE INFORMATION

All Business Partners with access to HCSIS will have a profile in the Certification and Licensing System. This
job aid is designed to give providers an overview of the information available to them through this profile.

1. Navigate your internet web browser to the HCSIS case management system at:
https://www.hcsis.state.pa.us

The HCSIS Landing screen appears.
Click [Provider Access].

HCS;

The Home and Community Services Information System

Welcome to HCSIS

Please click below to choose the HCSIS component you would like to access.

HCSIS Login Provider Access OCYF IM Login
Access the Home and Register as a provider/

Community Services access provider functionality
Information System

Access the Children Youth
and Famllies Incident
Management System

Learning Management |dentity Manager

Frequently Asked System (LMS) @ User Administration: Look up,
Questions (FAQ) Reqister for training/ create, modify, or deactivate

download reference material HCSIS user1Ds

4. The HCSIS Provider Access Home screen appears. Click Login from the Available Tasks menu on the

left.
HCSIS Home and Community Services Information System M
=y Epu.?-ci-‘l'e‘: ropaa :
r ]
HCSIS  LMS 55D Reagister Loqin Help §
Available Tackes Welcome to the HCSIS Provider Website (

HCEIS Previder Access is an opportunity for individuals and organizations te use the Home and Community Services -*
e Information System (HCSIS) to sign up with the Offices of Developmentsl Programs {GDF‘),. Social Programs {05P), Child
ek Development and Early Leaming (QCDEL) and/or Mental Health and Substance Abuse Services (OMHSAS) in order to

| Continue Soved provide Home znd Community-Based Services to individuals in Pennsylvania. This application is intended exclusively to §

Application racord informaticn about providers of services fundad and/or licansed by the above officas. This onlina applicatiaon -~
' Contact Us captures basic demagraphic infermatbon, previder erganizational information, and service/location data for services
provided undsr QDP, OSP, OCDEL and OMHSAS, Only prowviders that have signed-up and recorded services in HCSIS \-\.'ilhgfJ
be eligble to provide and receive payment for these services. Providers may return at any time to update their
Job Aids information. Using the links below, providers can review service definition documentation and access job zids useful fo
Provider Registration Job updating and reviawing provider informaticon in the Provider access website and in HCSIS, Thase documents ara in
'ﬂ.i.d A4dobe Portable Document Farmat (PDF) and requires the Adobe Acrobat Viewer to read.
Provi upd Ti
hphmet
EEL A > e HOSHS BURPHINS o o g gpnom PP B PN Y .

5. The Keystone Key Login screen appears. Enter your HCSIS User ID and Password, then click LOGIN.

.
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Self-service for Business Partner

Forgot Userid Forgot Password Edit Profile

Self-service for Commonwealth Employees

6. The Provider Registration screen appears and displays the name and basic demographic information
about your provider organization.

HCSIS Home and Community Services Information System

i

Praacides Aecess
Home Contact Us Provider Registration - UAT PCG ODP NORTHEAST INC
Available Tasks Step 1 of 3: Identification and Demographics
" Modify Service Offerings Identification Contacts Addresses SSD Options Organization Sites Services

\ View/Update Basic

Demographics
Identification Data

" View/Update Sites Information Welcome to HCSIS Provider Access. The following information is the unique identification data for you or your erganization. If any of this information is inco
, View/Update NPI and please call the HCSIS Help Desk at 1-866-444-1264.
Taxonomies
} View My Application Summary Organization Type: Agency
S Business Name: UAT PCG ODP NORTHEAST INC
Access Provider Qualification IRS Name: UAT PCG ODP NORTHEAST INC
) San hosization Mok MPI Number: 300444130
| Access Certification and EEIN: ) 201506152
Licensin, ep.artment of State Number: N/A .
Business Type: Corporation
Operating Status: Profit

Job Aids Request Provider - Program Office Report

Associated Program Office(s):

7. Click on Access Certification and Licensing in the left sidebar menu. You will be directed to the Provider
Self-Service Licensing Home Page. Notice that your user name appears in the left right corner.

.
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pennsylvania | | @ =7 | VAT PROVNE
PELICAN =y
PROVIDER SELF-SERVICE

ﬁHO[‘-ﬂE ONLINE INVOICES MAMNAGE MY ACCOUNT PROVIDER PROFILE LICENSING |.9 HELP|

Home = Licensing Home Page

Select your Program
Office Designation

Licensing Home Page

b
For a tour of the Licensing Home Page, click here opP J
Welcome to the Licensing Home Page! As a user of this website, you have access to create and manage Applications, Civil
Rights Compliance Questionnaires, Plans of Corrections, and view your Location Profiles. To report a Child Care complaint or
incident, click on the Report a Complaint or Incident link in the footer below
+ Applications @ [ 0]
+ Civil Rights Compliance Questionnaires @ [ 0]
+ Plans of Correction @ 0}

+ Location Profiles @

7. Click on Location Profiles at the bottom of the screen to open this section.

8. Click on the Provider Certification Identification Number (PCID) to view the location profile for any of the
locations. The Location Profile screen displays with information specific to this location.

= Location Profiles @ Provider ID v

100045048-0001

UAT PCG ODP
MORTHEAST

430 Criss Rd, GILLETT,
PA, 1692578

Adult Training Facilities
APP-00030727

100045048-0002

UAT PCG ODP
MORTHEAST TWO

31701 Route 14,
GILLETT, PA, 1692594

Adult Training Facilities

APP-00030727

9

100045048-0003

UAT PCG ODP MNortheast

Vocational Training

233 N 4th 5t, TOWANDA,

PA, 1884813

# Vocational Training

B APP-00030729

100045048-0004

UAT PCG ODP
MORTHEAST FOUR

54 Mud Creek Rd, TROY,
PA, 169479554

Family Living Homes

APP-00030727
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Location Profile Resources FAQs Contact Us

Location Info Megative Sanctions Appeals Complaint/ Incident

UAT PCG ODP NORTHEAST 430 CRISS RD

Location Information

Provider ID: 100045048-0001 MPI ID: 300444130-0002
Legal Entity Name UAT PCG ODP NORTHEAST INC Location name UAT PCG ODP NORTHEAST
Facility Type: Adult Training Facilities ﬂ Type of Operation Profit

Ownership: Corporation Responsible Person: Karl Bradford

FEIN/SSN: FEIN [~ *EREEG182 Capacity: 10

Open/Closed: Open ﬂ Update Legal Entity Contact Information @

9. Scroll to the bottom of the page, where you can select to update location information contact
information by clicking on the words.

Open/Closed: Open v Update Legal Entity Contact Information @

Update Location Contact Information @

10. A pop-up box appears with location information. Only the telephone, cell phone, email address and fax
numbers are unprotected and available for update. Changing any other information for the location
requires you to file an application to make the change. If you make any changes, click on SAVE
CHANGES. Otherwise, click on CLOSE to close the pop-up box.

.
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Location Information |
{ORT

~

MName: [reguired) UAT PCG ODP NORTHEAST

Address Line 1: (required) 430 CRISS RD

Address Line 2:

Address Line 3: an

City: (required) GILLETT

State: (reguired) Pennsylvania

ZIP: required) 16925 i 7838

County: (required) Bradford

Telephone: (required) (717) 555-0430 WV

.
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Telephone: required) (717) 555-0430

n e
Cell Phone:
Email Address: (required uatpcgne@email.com

ZIP: required) 16925 ) 7838 )

County: (required) Bradford ﬂ

CLOSE g SAVE CHANGES

11. Click on the other tabs across the top of the screen to view more Location Profile information for the
selected location.

Resources FAQs ContactUs

Location Profile

Location Info Negative Sanctions Appeals Complaint / Incident

UAT PCG ODP NORTHEAST 430 CRIS5 RD

S

12. Click on CLOSE at the bottom of the screen to return to the Licensing Home page.

.
Updated: 08/01/2015 Page 6 of 6

C LS_Provider_JobAid_RevieWing_ProfiIe_I nformation_in_Provider_Access



