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Please note that, as stated in the Participant Directory Policy and Procedure, 
Participants are solely responsible for ensuring the accuracy of their exchange 
choices selected in the Participant Directory. Choices may not be verified by CDII 
nor the Intermediaries that may be chosen within the directory by Participants. 

1. Background 

1.1. What is the Participant Directory? 

The Participant Directory is both an application and a listing. The Participant Directory 
listing is a listing of organizations’ choices of Intermediaries and/or technologies to 
exchange Health and Social Services Information (HSSI) under California’s Health and 
Human Services (CalHHS) Data Exchange Framework (DxF). The listing will be published by 
CDII as both a machine readable (flat file) and a human readable (Microsoft Excel) file, 
available for download from the Center for Data Insights and Innovation’s (CDII) Data 
Exchange Framework web page. This “How To Guide” focuses on the Participant Directory 
application. 

1.2. What does my organization need to do to be included in the Participant Directory 
listing?  

Data Sharing Agreement (DSA) Signatories must log in to the CalHHS Data Sharing 
Agreement Signing Portal  (referred to herein as the DSA Signing Portal) to complete, or 
update, their Participant Directory choices and those of any subordinate organizations.  
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2. Instructions 

2.1. How to find the Participant Directory and where to go to enter your choices for how 
to exchange. 

Step 1: Go to the DSA Signing Portal at https://signdxf.powerappsportals.com  

Step 2: Sign-in to your organization’s DSA signing portal account.  

NOTE: If your organization has not signed the DSA, you may not yet have an account to log 
in to. Please select “Sign in/Register” to create your account today. 

 
Step 3: Click on “My Organizations”.  

 
  

Step 2 

Step 3 

https://signdxf.powerappsportals.com/
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Step 4: You have navigated to the Data Sharing Agreement page.  

Confirm that the “Account Status” for your Primary Organization is “DSA Document Signed”.  

NOTE: You will only be able to navigate to the Participant Directory forms if your “Account 
Status” reflects that your DSA is signed. If your “Account Status” says “Created”, click on 
your Primary Organization name to get started with the steps to sign your DSA. See the 
“Help” page of the portal for additional guidance on signing your DSA.  

Please email dxf@chhs.ca.gov if you believe the status reflected in your Primary 
Organization’s “Account Status” is inaccurate.  

 
  

Step 4 Step 4 

mailto:dxf@chhs.ca.gov
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Step 5: After confirming that your “Account Status” reflects “DSA Document Signed”, click 
on the “Participant Directory” button to fill out your Participant Directory choices.  

 
  

Step 5 
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2.2. Completing Participant Directory choices for the Primary Organization 

Step 6: You have navigated to the Participant Directory summary page.  

The “Primary Organization” section lists your Primary Organizations in a table. The 
“Subordinate Organization” section lists Subordinate Organizations in a table, if applicable.  

NOTE: Subordinate Organizations included in your signed DSA will populate the table in the 
“Subordinate Organizations” section. Subordinate Organizations added while in the 
Participant Directory pages will not be added to your signed DSA nor the DSA Signing 
Portal.  

 

Step 6 Step 6 
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Step 7: Click on your Primary Organization’s name to complete the Participant Directory 
information for the Primary Organization.  

 
  

Step 7 
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Step 8: Skip past the “Copy the choices for this Primary Organization to all Subordinate 
Organizations” checkbox until Step 10 below. 

For the Primary Organization, begin with the checkbox field labelled “I exercise my option to 
delay providing exchange of HSSI under the DxF until January 31, 2026”:  

• Do not select the “exercise my option to delay” checkbox if the Primary Organization 
will start exchanging January 31, 2024, and proceed to Step 9,  

• Select the “exercise my option to delay” checkbox to delay exchange until January 
31, 2026, as outlined in the Participant Directory P&P section II.1.b.i, if your Primary 
Organization will begin exchange in 2026, then click “Save & Close” at the bottom of 
the page.  

NOTE: Only organizations who are permitted by Health and Safety Code section 
130290(b)(2) and/or the Requirement to Exchange Health and Social Services Information 
P&P should check the “exercise my option to delay” checkbox. Organizations that exercise 
the option to delay exchange of HSSI may also delay completing their Participant Directory 
exchange choices in Step 9 until January 31, 2026.

 
  

Step 8 

https://www.cdii.ca.gov/wp-content/uploads/2024/01/CalHHS_Participant-Directory-PP_Final_1.18.24.pdf
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https://www.cdii.ca.gov/wp-content/uploads/2023/11/CalHHS_Requirement-to-Exchange-Health-and-Social-Services-Info-PP_Final_11.15.23.pdf
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Step 9: If your Primary Organization will start exchanging January 31, 2024 (checkbox in 
Step 8 not selected), there are additional exchange choices to complete (see screenshot 
at the bottom of Step 9 showing the three choices to be competed). For each of the three 
types of exchange, one choice must be selected.  

NOTE: If a Primary Organization will not be exchanging HSSI under the DxF, but its 
Subordinate Organizations will be exchanging, select “NOT APPLICABLE” for each exchange 
type choice at the Primary Organization level. You will then make choices at the 
Subordinate Organization level (Steps 11-12).  

“Choice for exchange entity to use to request HSSI from me” exchange choice:  

• In this field, click on the dropdown to select the method by which your Primary 
Organization chooses to receive requests for HSSI from other Participants.  

• The dropdown selections include, or may include: 
o Nationwide networks and frameworks, 
o DxF Qualified Health Information Organizations (“Qualified HIOs” or QHIOs), 
o Intermediaries that are also Participants (have signed the DSA), 
o Intermediaries that are not Participants (have not signed the DSA) that have 

been vetted by CDII, 
o “SELF” indicates that your organization uses point-to-point interface(s) to your 

own technology (see more information about “SELF” below), 
o “OTHER” indicates that your organization exchanges via an Intermediary not 

listed in the dropdown (see more information about “OTHER” below), 
o “NOT APPLICABLE” indicates that the Participant does not maintain any Health 

and Social Services Information (HSSI). 

“Choice for exchange entity to use to send me HSSI” exchange choice:  

• In this field, click on the dropdown to select the method by which your Primary 
Organization chooses to receive HSSI from other Participants.  

• The dropdown selections have the same meaning as those outlined above for the 
“Choice for exchange entity to use to request HSSI from me” field, with the following 
exception: 
o “NOT APPLICABLE” indicates that the Participant elects not to participate in this 

optional exchange type. 

“Choice for exchange entity to use to request notifications of ADT events from me” 
exchange choice: 

• In this field, click on the dropdown to select the method by which your Primary 
Organization chooses to receive requests for ADT event notification from other 
Participants.  
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• The dropdown selections have the same meaning as those outlined above for the 
“Choice for exchange entity to use to request HSSI from me” field, with the following 
exception: 
o “NOT APPLICABLE” indicates that the Participant is not a Hospital or Emergency 

Department, or is a Skilled Nursing Facility (SNF) that elects not to participate in 
this exchange type (optional for SNFs). 

NOTE: Intermediaries that provide a service to another Participant to facilitate DxF 
exchange must enter a choice other than “NOT APPLICABLE” for that exchange type. 

 
  

Step 9 Step 9 Step 9 
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Step 9.1: If you have selected “SELF” for any of the three types of exchange, you must 
provide a “URL providing a description of how to contact you to establish the point-to-
point interface” and / or “Business Email Address” and “Business Phone Number” for the 
technical point of contact for establishing a point-to-point interface.  

NOTE: You may list only one URL or one technical point of contact even if selecting “SELF” for 
more than one exchange type. 

 
  

Step 9.1 Step 9.1 Step 9.1 Step 9.1 
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Step 9.2: If you have selected “OTHER” for any of the three types of exchange, the 
Intermediary exchange entity “Name”, “Email” and “Phone Number” (XXX-XX-XXXX) are 
required for each selection of “OTHER”.  

Continue through Step 10 below to complete the choices for your Primary Organization. 

 
  

Step 9.2 Step 9.2 Step 9.2 Step 9.2 
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Step 10: If your Primary Organization has Subordinate Organizations listed in the signed 
DSA, the Participant Directory information will need to be completed for each Subordinate 
Organization.  

“Copy the choices for this Primary Organization to all Subordinate Organizations” 
checkbox:  

• Select the “Copy the choices” checkbox (see Step 10 screenshot below) if your 
Subordinate Organizations use the same methods for exchange as the Primary 
Organization. Checking this box and clicking “Save & Close” will copy the Primary 
Organization’s exchange choices to all Subordinate Organizations and complete 
the Participant Directory choices for your Primary Organization.  

• Do not select the “Copy the choices” checkbox if your Subordinate Organizations do 
not all use the same methods for exchange as the Primary Organization. You may 
edit Participant Directory exchange choices for any Subordinate Organization by 
following Steps 11-12 below if the Subordinate Organization has exchange methods 
that differ from the Primary Organization. Click “Save & Close” to complete the 
Participant Directory choices for your Primary Organization.  

 
  

Step 10 
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2.3. Completing Participant Directory choices for Subordinate Organizations 

Step 11: Navigate to the Participant Directory main page by clicking the “Back to Participant 
Directory Summary Page” button if “Save & Close” did not bring you back to the Participant 
Directory main page.  

In the “Subordinate Organizations” section, listed are Subordinate Organizations 1) included 
in your signed DSA and 2) that you may have added via the Participant Directory pages.  

All Subordinate Organization that will be participating in exchange under the DxF must 
complete the Participant Directory choices for how to exchange.  

Click on a Subordinate Organization’s name to complete the Participant Directory choices 
for how to exchange.  

IMPORTANT ACTION: If there are Subordinate Organizations not listed in your signed DSA but 
that will participate in exchange of HSSI under the DxF, proceed to Steps 13-15 to add these 
Subordinate Organizations to the Participant Directory. 

NOTE: Adding Subordinate Organizations to the Participant Directory will not revise nor 
amend your signed DSA. To add Subordinates to your signed DSA, navigate to the Data 
Sharing Agreement main page by selecting “My Organizations”, and in the “Subordinate 
Organizations” section, click the “Add Subordinate Organization” button. On the DSA 
Signing Portal “Help” page, see Steps 14 and 15 on editing or amending a signed DSA. 

 

Step 11 
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Step 12: You have navigated to the “Participant Directory Subordinate Organization 
Choices” page where you will add details about how your Subordinate Organization will 
exchange as part of the DxF. 

Complete the Participant Directory choices for all Subordinate Organizations by following 
Step 15.  

 
  

Step 12 
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2.4. Adding Subordinate Organizations to the Participant Directory 

Step 13: IMPORTANT ACTION: If you have identified a Subordinate Organization (or more 
than one) missing from the “Subordinate Organizations” list that will participate in the DxF, 
click the “Add Subordinate Organization to Participant Directory” button.  

NOTE: Adding Subordinate Organizations to the Participant Directory will not revise nor 
amend your signed DSA. 

 
  

Step 13 
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Step 14: You have navigated to the “Participant Directory Subordinate Organization 
Choices” page where you will add details about how your additional Subordinate 
Organization will exchange as part of the DxF. 

To add a Subordinate Organization to the Participant Directory, fill in the “Name” field in the 
“Subordinate Organization Name” section. 

 
 

  

Step 14 
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Step 15: In the “Copy the choices for this Subordinate Organization from those of its 
Primary Organization” checkbox:  

• Select the “Copy the choices” checkbox if this Subordinate Organization uses the 
same methods for exchange as the Primary Organization. Checking this box and 
clicking “Save & Close” will copy the Primary Organization’s exchange choices to this 
Subordinate Organization and complete the Participant Directory choices for the 
Subordinate Organization.  

• Do not select the “Copy the choices” checkbox if this Subordinate Organization does 
not use the same methods for exchange as the Primary Organization. Follow Step 9 
to complete the “Participant Choices” section for the Subordinate Organization.  

 
 

 

 

   

Step 15 
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Step 16: Review all choices saved as they appear in the tables on the Participant Directory 
summary page. 

As needed, return to the Participant Directory and “How To Guide” in the future to make 
modifications to your choices. See the CDII DxF web page for weekly updates to the 
Participant Directory listing. 

Should you have any questions, please email CDII at dxf@chhs.ca.gov  

 
 

Step 16 Step 15 Step 15 Step 16 
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