IHSC eCAMS HCE Adding New Users Quick Reference Guide

IHSC System Phase 1.1 User Systems
Administration: Adding New Users

This Quick Reference Guide (QRG) provides step-by-step instructions for adding a new
user to your provider domain.
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Note: This QRG is intended for approved providers that need to add additional users to
their domain. You must have already enrolled in the IHSC eCAMS HCE provider portal
to complete the outlined processes.

User Systems Administration

Approved providers can add new users to their domain within their organization, such
as office administrators, billing staff, or claims submitters.

Add New Users
1. The administrator will log in to the IHSC Provider Portal.

ICE Health Service Corps
Sign In

Authorized Use Only

This is a U.5. Government information system
for authorized use only. Use may be monitored,
recorded, audited, Iinspected, searched,
copied, disclosed, or used for authorized
Government  purposes.  Unauthorized  or
improper use may result in disciplinary, civil, or
criminal penalties. You have no reasonable
expectation of privacy. By continuing, you
consent to these terms.

Username

Need help signing in?

Don't have an account? Sign up
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2. On the IHSC Provider Portal Dashboard page, select the eCAMS HCE Provider
Portal tile.

8arch your apps -
v (L0 pesenrour s ) O o O
Dashboard © My Apps Sot v
A MyApps @ work
Work
Add section @ oCAMS, coANS CANS,
¥ by ¥
& notifications 1 ECAMS HCE eCAMS HCE ECAMS Provider
Realdate Porta Prenider Portal Envoliment
@ Add section
Support
Help: IHSCProviderAppeals@acentra.com O
Last sign in- 2 minutes ago
© 2026 Okta, Inc. Eeane R s
Privacy

3. Select the Domain or account the user’s profile/role will be added to. Select Go.

o O
Weicome to the eCAMS Health Care Engine for IHSC

eCAMS”

c, HOK

Select a Domain to use during this session:

v

4. Select the Administrator profile, then select Go.

Welcome to the eCAMS Health Care Engine for IHSC
eCAMS”

HCK

EXT Provider Claims Payment Status Checker
EXT Provider Claims Submitter

EXT Prowider Fiie Maintenance

EXT Provider System Administrator
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5. On the Provider Portal homepage, select the Maintain Users from the menu on the
left side of the page.

A > Provider Portal

HCE I/NPI: ! _ Nama:

Online Servicos. O &  wmyReminders ~
Claims v

pm—— FilterBy ;| — Prease Select— v Reod Status — Please Seiec~ v @ Go

e Bseve riter T

Claim Adjustment

< 0 Alert Type Alert Message Alert Date Due Date Read Auachment
e Ty av av av av av av
S Dot e No Records Found!
Manage Templates
CouNs Chimy Wrar Soved Sompies il Your Recent Online Activities s
Provider v
Maintain Provider Information 2 Account with IP Address %

Add Additional Provider 52025 08:53:22 AM

Admin v
My Interactions v
Correspondences

6. Select ADD to add a new user.

> Provider Portal > Individual Modification > Provider Disclosure > Provider Portal ) Provider User List » Provider Portal > Provider User List > Provider Portal ) Provider User List

® View History | © Add

5 Provider User List

O Close

~

@ ClearFilier | [B) Save Filter | Y My Filiers +

FiterBy: v And v @60
(] Name Domain Name ssoIn Status start Date End Date
av av av av av av
O steward, Jocelyn 2086276 Approved 0710172026 1243112999
View Page: 1 @Go | 4 PageCount | [ SaveToXLSX Viewing Page: 1 <« First || € Prev || > Next || » Last

7. Enter the new user’s information. The fields that must be completed are:
« First Name; Last Name; SSO ID(OKTA ID) — enter user's email address
« Start Date — when the user’s role(s) will be effective on the account
« Date of Birth
o User Type — there are two (2) options: Non-Physician Staff and Physician Staff
o Expiration Date

Once all required fields are complete, select OK.

#  Add Provider User L
i Middle Name:
Last Name:| " L
:
HCE Provider ID: ——— o NON-PHYSICIAN STAFF v *
=) LR

Phone Number: Status: Approved b

Comments:

| ok I © Cancel

Note: SSO ID is the email used to create the MFA and used to access the portal.

8. The new user must then complete the provider portal enrollment process described
in the General Navigation and Registration QRG.
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Maintain Existing Users

Once the new user has been added, roles must be assigned.

1. On the Provider User List page, select the new user's name (hyperlinked in blue)
under the Name column.

A v @G0 @Clearfiter | By Sawe Fiter | Y by e =
Domain Name ssoin status Start Date End Date
av av av v v
Aporoved oert7r2025 123172999

Approved  10mS2025

Go || 4 Page Count (@ SaveToXLSX Viewing Page: 1 @hist Py | 3 Mext [ Lost

2. The Update Provider User page will open. Select the Show button on the top right
of the page. Select Associated Profiles to open the Manage User Profiles page.

Ocise [Rsave Show=

B Update Provider User Assocated Profiles
First Name: John r Middle Name:
Last Name: F Date Of Birth L

OKTA Email 1: i suss

HCE Provider ID; s r User Type: NON-PHYSICIAN STAFF v *
sariDaw: 10052026 B " Expiration Date: 10102030 & "
Phone Number: Satus:  Agproved

Comments:

3. On the Manage User Profiles page, select Add.

User Login 1D S - Name:

>

With Status: 1l v @ce @ Clear Fater | B Sove Fitter

o Name: Descrption Stant Date End Date status
av av av ar v

No Records Found!

4. The Add New Profiles to User page will open. Under the Available Profiles box,
select the role or roles to assign the user. Move the selected roles to the
Associated Profiles box by using the right pointing arrows.

Add New Profiles to User A

User Name: ey, st

StartDate: 10052026 @ * EndDate: 10/10/2030 & *

Available Profiles Associated Profiles
EXT Provider Claims Payment Status Checker a A
EXT Provider Claims Submitter
EXT Provider File Maintenance
EXT Provider System Administrator
«
v v

©O0K O cCancel
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5. Once all desired roles have been selected, select OK.

e J
i 168-Supervisor Request

Add New Profiles to User -~ bd-Suparvt q

169-Upper Management Request

170-Shared Duties

User Name: "y 171-Special Project

Start Date: | 10/05/2026 i i End Date: 10/10/2030 i i 172-Divisional Restructuring
Available Profiles Associated Profiles 173-Administration Realignment
EXT Provider File Maintenance a EXT Provider Claims Payment Status Checker & 174-Cross Administration Merger
EXT Provider System Administrator EXT Provider Claims Submitter 175-External Agency Request

176-Vendor Request

177-Other External Request

8

egisiative Mandate
AO Directive
180-Other Management Dispute Request

v v 181-Inter Agency Dispute Request

itial Entry - New State Employee

QoK | O cancel 183-Initial Entry - New Provider

184-Data Entry Corrections

185-Job Duties Reassigned

186-Security Violations v

6. On the Manager User Profiles page, the roles selected for the user will be listed.
The roles will be in a Review status. To approve the roles, check the box(es) of the
new roles added and select Approve.

Ociose || ©Add |@Aumm |eRea=c: Show

2 Manage User Profiles

Filter By: - Plaase Salect - v With Status: Al ¥ @Go @ Clear Filter [N SaveFilter 7 My Fillers =

Name Description Start Date End Date Slatus
av Aav av Ay av

EXT Provider Claims Payment Status Checker EXT Provider Claims Payment St.... 10/05/2026 10710/2030 In Review

[EXT Proviger Claims Submilter EXT Provider Claims Submitler 10/05/2026 11072030 In Review

@ Delete | View Page: | 1 (O Go | <Page Count SaveToXLSX Viewing Page: 1 First | € Prev | ¥ Next | 2 Last

NOTE: Only select the roles in Review status to approve. Roles previously assigned
that have an Approved status do not need to be approved again.

7. The Update Status window will open. The administrator can add a Reason Code
for assigning/adding the role to the user. Use the drop-down menu to select the most
appropriate reason code. The administrator also has the option of adding Remarks
if needed. Once all entries are made, select OK.

Update Status Lo

Info! Organization Unit associations cannot be defined when multiple profiles are selected.

Status Type: Approved v

None v

© 0K | © cCancel
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8. After completing the entries in the Update Status window, the Manage User
Profiles page will display. The user’s roles/profiles will now have a status of

Approved. Select Close to exit the page.

© Close | Qadd & Approve | @ Reject

iii  Manage User Profiles

Filter By: | - Please Select — v With Status: Al ~ OGo
O Name Description
av av
[ EXT Provider Claims Payment Status Checker EXT Provider Claims Payment St....
L EXT Provider Claims Submitter EXT Provider Claims Submitier
@ Delete  View Page: 1 @®Go  <sPage Count | (§ SaveToXLSX Viewing Page: 1

Show ¥
-~
(@ Clear Fiter &) Save Fitter ¥ My Filters =
Start Date End Date Status
av av av
10/05/2026 101072030 Approved
10/05/2026 101072030 Approved
< First € Prev > Next | 3 Last

9. On the Update Provider User page, select Save and then Close to complete

adding the user roles/profile process.

|0c|me B save I

1§ Update Provider User

First Name: John

Last Name:
OKTA Email 1D: | s s
HCE Provider 1D: —

Start Date: 10/05/2026 B "

Phone Number:

Comments:

Middie Name:

Date Of Birth:

User Type:
Expiration Date:

Status:

12121982 W "

NON-PHYSICIAN STAFF v
10102030 &

Approved v

CONFIDENTIAL & PROPRIETARY
© 2019-2026 Acentra Health, LLC. All Rights Reserved.
This document contains proprietary and trade secret information of Acentra Health, LLC and its

affiliates and is provided to the United States Government under a limited license pursuant to
Contract No. 70CDCR26C00000002. Exempt from disclosure under the Freedom of Information

Act. For Official Use Only

Effective
10/12/2026




