Print Authorizations "ew rea‘uéc

A new feature has been added to Provider Direct which will allow
providers to print Authorization Letters on demand.

This feature has been added to the Client Gateway, you will be able to
search and select your client, and then all authorizations that are
associated with that consumer and you, as the provider, will be shown
on the bottom of the screen. You can also enter a date range which
will allow you to see all authorizations for a specific date range for date
of auth or date auth was approved. This will allow providers to find
authorization letters for clients that were created from other providers,
such as the Community Support Providers. You will not be able to see
the actual treatment authorization request, and you will not be able to
see authorization letters for services the consumer will receive from
other providers.

The list will contain the top 200 results. This means providers are
responsible for printing or saving the authorization letters to their
computer system if they feel the need to continue to reference
authorization letters in the future.

To use the new Print Authorizations Module by consumer, follow these
simple steps:
e Log into Provider Direct
e Use the navigation to go to Modules, Members and Client
Gateway
e In the top TAR section, click the new module “Print
Authorizations”
e Enter the consumer’s SSN and click the binoculars
0 You can also search by last name, first name and dob also,
but must have a 100% complete match to find results
e Once you select the client by clicking the icon to the left of their
name, you will be taken back to the previous screen to enter a
date range to filter your results if you wish. To view all auths for
that consumer, click the binoculars
e The authorizations will populate on the bottom of the screen

To search for a date range, enter the date range using mm/dd/yyyy
format, then select Create Date or Auth Date and click the binoculars
to search.
o Create date is the date the authorization was processed
and approved
o Auth Date is the date the authorization will start



From the Client Gateway, click on Print Authorizations
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To search for a specific client’s authorization letters, click the client
search icon.
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Search for the client using SSN search or Last, First and DOB search.
Select the consumer by clicking the icon to the left of their last name.

Print Authorization

Last Name: First Name: Birth [ ate: SoH: 111-22-3333 Client®: o
Search by Social Sacurity Numberis complate. Clear Selactions

Last Marne First Name Mid.  Birth Date S5 Number Address City State  Zip Phone  ClientlD
% TEST TESTER 01-01-2000 111-22-3333 111 Main Street Concord NG 28025 118729
(< i | B
Search Results 1 (SECUME
Clisnt 1D#: a Claar Selection Marne:
DoB: SE#:
Data: @ create Dt. O auth. Dt. S5}

Once you select the client, you will be taken back to the previous
screen to search again, or enter a date range to filter your search
results by consumer.
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By clicking on any of the blue Auth # links, the corresponding
authorization letter will be generated and will show on your screen.
This may take a few seconds to populate. You have the ability to print
the auth letter or export it to a different format for saving on your pc.
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If you wish to search by date range, after clicking the Print
Authorizations link, put in a date range and select create date or auth

date, then click the binoculars.
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Press the blue navigation icon to return to the Client Gateway




Print, Export, Save Authorization Letters

Once you have found the authorization and opened it up, you will see
a “"Report is being generated” screen, and then the letter will appear.
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Provider ID:

TREATMENT AUTHORIZATION NUMEER:

Insurance: State Comprehensive

Client Name:

Client Address:

Client Phone #:
Client DOB:

Client 55 #:

The following services are included in this treatment authorization:

You will not see the entire letter on the screen, you will need to use
the scroll bar to the right to view all information about the
authorization.

You have several options at the top of the screen which allows you to
export and save or print.

To export, select a format from the export dropdown box, then click
Export. . The most popular choice will be Acrobat so the file is saved in
a PDF format.
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Next select if you want to open the file to view or Save the file to your
computer.
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Do you want to open or save this file?

IE{-- MName: AuthLetter,pdf
e Type: Adobe Acrobat 7.0 Document, 7, 13KB
Fram: pbhc-web-ftp

Open ] [ Save ] [ Cancel

harm vour computer. |f pou do naot trust the zource, do not open ar
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If you choose open, the file will open on your screen.
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Provider ID:

JREATHENT AUTHORIZATION HUMESHE
Insurance: State Comprehenshee

Client Hame:

Client Address:

Client Phone #:
Client OB:

Client 55 #:

The following services are included in this treatment authorization:

Sarvice Definition: DUTPATIENT TEEATHMENT - SOREENINGYEVALUATION
Buth. Start Date: 2392008

Auth. End Date: 938 200G

Authorized Units: F

Description of Service Codes included:
S0E01 Chinbcsl Evalustiony Intake
S0E0E Interactive Dvabuation
HO031 Mental Haalth Assessment
20&01 Ombcal EvaluationyIntakes GT -- Interactive Teecommunications
HO031-5U Henkal Health Assassment

Hotwithstanding this authorization, fallure to comply with the terms and conditions of your contract with
our arganization or its policies and procedures will result in claims denial.

This instrument has besn pre-audited in the manner required by the Local Government Budget and
Financial Contral Act, General Statute 155,

Should you hawve any questions please fesl free to contact us at 1-800-539-5911,




If you click save, select a location on your computer or network to
save the file. The default name will show as AuthLetter, make sure you
change the name of the file to be easy to locate later on. After the
save is complete, you can open the file or close it.
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AUTH. STart vate: 9 9 [aliLa] CECITarET Time e
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Authorized Units: 2 VirEmSHEr et
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Description of Service Codes included:
90801 Clinical Evaluation/Intake
90802 Interactive Evaluation
HOO31 Mental Health Assessment

Printing the authorization is very simple, click the print icon on the
report menu, a screen will pop up which will allow you to select your
printer, and then click OK.
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