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Search and Manage Prior Authorizations

To review and communicate in a Prior Authorization, select Referral/Prior Authorization and
Search and Manage Prior Authorization.
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Search and Manage Prior Authorizations Continued:

The Filter Options on the Search Prior Authorization screen will be used to filter the types of
authorizations you want to view or manage. These filters can be used separately or together to define the
view you are seeking.

Provider/Group: The Provider/Group is who originally requested the services or who is assigned to service the
authorization. One or more providers can be selected as a filter for this screen.

Additional Options: The user can choose an additional filter of Prior Authorization ID, Member ID, Medicaid
ID, Member Name (subject to 15 day timeframe) or SMA MRN (subject to 15 day timeframe).
Criteria: The user then places the value for this option in the Criteria box provided.
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Search and Manage Prior Authorizations Continued:

Once all the Filter Options are selected, select the Apply Filter button and the screen refreshes with new

results.

The New Referral/Prior Auth button will launch to create a new referral or prior auth.

The Reset Filter will clear out all selections so the user can select new Filter Options

The Refresh button will refresh the screen with the latest authorization information
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Search and Manage Prior Authorizations Continued:

To view the Prior Authorization Details, select the hyperlink prior auth ID# (i.e. S09173934) and the Search Prior
Authorization screen expands to display the details. Web Notes are what the user entered to communicate to the
insurance prior auth team and the RN Notes are what the insurance prior auth team is communicating back to the

Providers.
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Search and Manage Prior Authorizations (end)

The definitions of the columns are:

Priority: Indicates the priority of the prior authorization selected by the requesting provider/group.
ID: The authorization ID number assigned when the prior authorization was created

Patient: Supplies the patient information.

Submitted: Date the authorization was submitted.

Requesting Providers: Requesting Provider name.

Status: The current status of the authorization, such as Approved, Pending, Voided or Disallowed.
Providers: Servicing group name.

Buttons:

Comments icon: Allows a quick view of comments associated with the prior authorization.

Copy icon: Selecting this icon will allow a copy the prior authorization.

Print icon: Selecting this icon provides the user the ability to print the authorization.

Fax icon: Selecting this icon provides the user the ability to print our special fax coversheet with bar code technology to
attach records (when required by the UM PA team) for a Pending prior authorization case.
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