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Please note that certain California organizations are required to sign the CalHHS 
Data Exchange Framework (DxF) Data Sharing Agreement (DSA), as defined in 
Health and Safety Code section 130290(f).   

All capitalized terms have the same meaning as in the DxF Glossary of Defined 
Terms. 

1. Background 

1.1. What is the DxF Data Sharing Agreement? 

The DxF DSA is a single agreement made between Participants intended to facilitate data 
exchange in compliance with all applicable federal, state, and local laws, regulations, and 
policies. Participants that sign shall at all times abide by the DxF DSA, including the DxF 
Policies and Procedures and Specifications. Additional information about the DSA signing 
process is available in the DxF FAQ. This “How To Guide” focuses on how to sign the DxF 

DSA. 

NOTE: for reference, the DxF DSA pdf template and a listing of all DSA Signatories (Data 
Sharing Agreement Signatory List) can be found on the Data Exchange Framework 
website. 

1.2. How does my organization become a DxF DSA Signatory? 

To sign the DxF DSA for your organization, register for an account on the CalHHS DxF DSA 
Signing Portal and Participant Directory (referred to herein as the ‘Portal’) to complete 
information on your organization, add Subordinate Organizations (if applicable), and send 
the DSA Document for electronic signature. 
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https://leginfo.legislature.ca.gov/faces/codes_displayText.xhtml?lawCode=HSC&division=109.7.&title=&part=&chapter=&article=
https://dxf.chhs.ca.gov/wp-content/uploads/2025/07/CalHHS-DxF-Glossary.pdf
https://dxf.chhs.ca.gov/wp-content/uploads/2025/07/CalHHS-DxF-Glossary.pdf
https://dxf.chhs.ca.gov/policies-and-procedures/
https://dxf.chhs.ca.gov/policies-and-procedures/
https://dxf.chhs.ca.gov/faq/
https://dxf.chhs.ca.gov/wp-content/uploads/2025/07/1.-CalHHS_DSA_Final_v1_7.1.22-11.8.22.pdf
https://dxf.chhs.ca.gov/wp-content/uploads/2025/08/DxF_DSA_SignatoryList.xlsx
https://dxf.chhs.ca.gov/wp-content/uploads/2025/08/DxF_DSA_SignatoryList.xlsx
https://dxf.chhs.ca.gov/
https://dxf.chhs.ca.gov/
https://signdxf.powerappsportals.com/
https://signdxf.powerappsportals.com/
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2. Instructions 

2.1. How to register an account for your organization on the DSA Signing Portal. 

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

Step 2: Click “Sign in/Register” to create a new account on the DSA Signing Portal as the 
representative for your organization. 

NOTE: An organization can only be associated with one account (and corresponding email 
address), known as the “Registered User” for that organization. Only the Registered User for 
the organization can access and edit the organization’s information and DSA. 

Step 2 

https://signdxf.powerappsportals.com/
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Step 3: To register for a new account, click “Sign up now”. 

Step 3 
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Step 4: Enter your business email address and click “Send verification code”. 

Step 4Step 4 
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Step 5: Check your email to obtain the verification code. Enter the code in the Portal and 
click “Verify code”. 

Step 4Step 5 
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Step 6: Once your email address has been verified, enter your information and click 
“Create”. 

• a password containing upper- and lower-case text and either symbols or numbers, 
• first and last name, 
• job title, 
• business phone number. 

Step 5Step 6Step 6Step 6Step 6Step 6Step 6 
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Step 7: As part of two-factor-authentication, click “Send verification code”. 

Step 8: Check your email to obtain the verification code. Enter the code in the Portal and 
click “Verify code”. 

Step 7 

Step 7Step 8 
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Step 9: Once your email has been verified, click “Continue”. 

Step 9 
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2.2. How to enter the organization’s information and sign the DxF DSA. 

Step 10: Your name will appear in the upper right-hand corner of the Portal once you are 
signed in to your DSA Signing Portal account. Click “My Organizations” to begin. 

Step 11: You have navigated to the My Organizations page. 

There are two options for the organization to which the signed DSA applies: 

a. It may apply to your organization alone and your DSA will only include the Primary 
Organization. If this applies to your organization, proceed to Step 16. 

b. It may apply to your organization and all Subordinate Organizations. Subordinate 
Organizations are facilities or entities that are part of a parent Primary Organization 
where the Signatory of the parent Primary Organization has authority to sign on 
their behalf. If this applies to your organization, proceed to Step 12. 

i. For example, a hospital system may own and operate multiple entities or 
facilities (e.g., hospital, skilled nursing facility, clinical laboratories, medical 
group, health plan). The CEO of the hospital system may sign a DSA that 
includes the Primary Organization and multiple Subordinate Organizations. 

ii. If your Primary Organization has no Subordinate Organizations or facilities, 
but qualifies for more than one type, enter each type as a Subordinate 
Organization with the type and license number. 

iii. If you have Subordinate Organizations and one would qualify as two 
organization types, enter it as two suborganizations with the name, type, and 
license number as applicable. For example, a single facility may be licensed 
as an acute care hospital and an acute psychiatric hospital with an on-site 

Step 10 
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clinical laboratory. Each of the three entities may be added as a 
Subordinate Organization. 

NOTE: If you have questions about adding Subordinate Organizations to your DSA, please 
email dxfsupport@hcai.ca.gov 

mailto:dxfsupport@hcai.ca.gov
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Step 11Step 11 
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Step 12: To add a Subordinate Organization to your DSA or to the Participant Directory Listing, 
click “Add Subordinate Organization”. 

There are two options for adding Subordinate Organizations for DxF participation. 

a. Add a Subordinate Organization to your DxF DSA, which also automatically adds 
the Subordinate Organization to the DxF Participant Directory Listing. 

b. Add a Subordinate Organization to the DxF Participant Directory Listing. This does 
not add the Subordinate Organization to your signed DSA. However, by adding a 
Subordinate Organization to the DxF Participant Directory, you are agreeing to have 
them bound by the DSA. 
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Step 12a 

Step 12b 
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Step 13: You have navigated to the Subordinate Organization name search page. 
First check to see if your organization has already signed the DSA by typing the 
organization name into the search bar.  

a. If your organization appears in the search results, a DxF DSA may have already been 
signed for the organization. Do not sign a new DxF DSA and contact 
dxf@hcai.ca.gov if you have questions about the previously signed DSA or 
accessing the account. 

b. If your organization does not appear in the search results, click “Add new 

organization”. 

Step 13 

Step 13b 

mailto:dxf@hcai.ca.gov
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Step 14: You have navigated to the Subordinate Organization Information page. 

Complete the required information in the “Details” and “Mailing Address” sections for the 

Subordinate Organization. Please use a business address for “Mailing Address.” 

a. A full list of “Type” and “Sub Type” can be found on the “Help” tab at the top of the 

page. 
b. For general acute care hospitals, skilled nursing facilities, health service plans and 

disability insurers, Medi-Cal managed care plans, clinical laboratories, and acute 
psychiatric hospitals, a California state license number is required. 

i. For general acute care hospitals, skilled nursing facilities, or psychiatric 
hospitals, use the license number issued by the California Department of 
Public Health (CDPH). 

ii. For health care service plans or disability insurers, including Medi-Cal 
managed care plans, use the license number issued by the Department of 
Managed Health Care (DMHC) or the California Department of Insurance 
(CDI), or the risk-bearing organization (RBO) number. 

iii. For Medi-Cal managed care plans that are not licensed by the DMHC or the 
CDI, use the contract number issued by the Department of Health Care 
Services (DHCS). 

iv. For clinical laboratories, use the laboratory license number issued by the 
California Department of Public Health (CDPH). Do not use the federally-
issued Clinical Laboratory Improvement Amendments (CLIA) number. 
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Step 13Step 14 
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Step 15: Complete the “Methods of Exchange” section, indicating the methods by which the 
organization will be exchanging health and social services information with other 
Participants. 

Click “Save & Close” to save the information and return to the My Organizations page. 

NOTE: For more information on completing the “Methods of Exchange” or “Eligibility to Delay 
Exchange” sections, see the “DxF Participant Directory How To Guide”. 

NOTE: Repeat steps 12-15 to include additional Subordinate Organizations, if applicable. 
Subordinate Organizations that you have added will be listed in a table in the “Subordinate 

Organizations” section of the My Organizations page. 

NOTE: If you added a Subordinate Organization in error, please email dxf@hcai.ca.gov to 
request its removal. 

https://dxf.chhs.ca.gov/wp-content/uploads/2025/07/DxF-Participant-Directory-How-To-Guide.pdf
mailto:dxf@hcai.ca.gov
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Step 13Step 13Step 15 



19DXF Data Sharing Agreement: HOW TO GUIDE 
Updated 02/14/2026 

Step 16: In the “Primary Organization” section of the My Organizations page, click “Add 
Primary Organization”. 

Step 16 



20 DXF Data Sharing Agreement: HOW TO GUIDE 
Updated 02/14/2026 

Step 17: You have navigated to the Primary Organization name search page. First check to 
see if your organization has already signed the DSA by typing the organization name into 
the search bar.  

a. If your organization appears in the search results, a DxF DSA may have already been 
signed for the organization. Do not sign a new DxF DSA and contact 
dxfsupport@hcai.ca.gov if you have questions about the previously signed DSA or 
accessing the account. 

b. If your organization does not appear in the search results, click “Add new 

organization”.  

Step 17 

Step 17b 

mailto:dxf@hcai.ca.gov
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Step 18: In the “Signatory” section, determine who is authorized to sign the DSA on behalf of 
the organization. 

a. If you as the Registered User for the organization is authorized to sign, select “Self” 
in the dropdown. 

b. If another person in the organization is authorized to sign, select “Other” and enter 
their name, contact information and title. 
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Step 19: Complete the required information in the “Details” and “Mailing Address” sections 

for the Primary Organization. Please use a business address for “Mailing Address.” 

a. A full list of “Type” and “Sub Type” can be found on the “Help” tab at the top of the 

page. 

Step 18 
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b. For general acute care hospitals, skilled nursing facilities, health service plans and 
disability insurers, Medi-Cal managed care plans, clinical laboratories, and acute 
psychiatric hospitals, a California state license number is required. 

i. For general acute care hospitals, skilled nursing facilities, or psychiatric 
hospitals, use the license number issued by the California Department of 
Public Health (CDPH). 

ii. For health care service plans or disability insurers, including Medi-Cal 
managed care plans, use the license number issued by the Department of 
Managed Health Care (DMHC) or the California Department of Insurance 
(CDI), or the risk-bearing organization (RBO) number. 

iii. For Medi-Cal managed care plans that are not licensed by the DMHC or the 
CDI, use the contract number issued by the Department of Health Care 
Services (DHCS). 

iv. For clinical laboratories, use the laboratory license number issued by the 
California Department of Public Health (CDPH). Do not use the federally-
issued Clinical Laboratory Improvement Amendments (CLIA) number. 
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Step 17Step 19 
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Step 20: Complete the “Methods of Exchange” section, indicating the methods by which 
the organization will be exchanging health and social services information with other 
Participants. 

NOTE: For more information on completing the “Methods of Exchange” and “Eligibility to 

Delay Exchange” sections, see the “DxF Participant Directory How To Guide”. 

Click “Save & Close” to save the information and return to the My Organizations page. 

https://dxf.chhs.ca.gov/wp-content/uploads/2025/07/DxF-Participant-Directory-How-To-Guide.pdf
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Step 21: You have navigated back to the My Organizations page. 

Review the “Primary Organization” and “Subordinate Organizations” section tables to 
ensure the information you have added is correct and that the Participant Directory 
choices have been made for the Primary and Subordinate (if applicable) Organizations. 

Step 13Step 13Step 20 
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NOTE: The “DxF ID” field is a unique identifier generated by HCAI that is included in the DxF 

published listings. 

Step 20Step 20Step 21 
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2.3. How to sign the DxF DSA. 

Step 22: Once the information on the Primary and Subordinates (if applicable) is complete 
and you are ready to sign the DSA, click “Send DSA for Signature” on the My Organizations 
page. An email will be sent from CalHHS DSA Portal via Adobe Acrobat Sign 
(adobesign@adobesign.com) to the person listed as the Signatory. 

Step 22 

mailto:adobesign@adobesign.com
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Step 23: The Primary Organization Account Status will now reflect “DSA Document Sent” on 
the My Organizations page. 

Step 23 
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Step 24: In the email sent to the Signatory, click “Review and sign”. 

Step 24 
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Step 25: Clicking “Review and sign” in the email will open a secure website in your web 
browser. Review the DSA document for accuracy including the last page that lists any 
Subordinate Organizations to which the signed DSA shall apply. Click “Click to Sign” to sign 

the DSA. 

NOTE: if you need to make any changes to the Primary or Subordinate Organization 
information, please do so in the DSA Signing Portal before signing the DSA. 

Step 25 
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Step 26: Once the DSA has been electronically signed by the organization’s Signatory, 
confirm that the “Account Status” for the Primary Organization is “DSA Document Signed”. 

Please email dxfsupport@hcai.ca.gov if the status reflected is inaccurate. 

As needed, return to the DSA Signing Portal and “DxF Data Sharing Agreement How To 
Guide” in the future to make modifications to your DSA. If updates are made, the DSA can 
be resent for signature to reflect changes made to your organization’s DxF DSA. 

See the DxF website for weekly updates to the DxF DSA Signatory List. 

Should you have any questions, please email dxfsupport@hcai.ca.gov 

Step 26 

mailto:dxf@hcai.ca.gov
https://dxf.chhs.ca.gov/
https://dxf.chhs.ca.gov/wp-content/uploads/2025/08/DxF_DSA_SignatoryList.xlsx
mailto:dxf@hcai.ca.gov
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