
Print Authorizations  

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: 

 

Log into Provider Direct 

 

Use the navigation to go to Modules, Members and Client 
Gateway 

 

In the top TAR section, click the new module Print 
Authorizat ions

   

Enter the consum er s SSN and click the binoculars 
o You can also search by last name, first name and dob also, 

but must have a 100% complete match to find results 

 

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 

 

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               

To search for a specific client s authorizat ion let ters, click the client 
search icon.       

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.             

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.       



 
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.           

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.                             

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 let ter will appear.                           

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.       



Next select if you want to open the file to view or Save the file to your 
computer.  

 

If you choose open, the file will open on your screen.  



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.                          

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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