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Adding attachments to pending Prior Authorizations
You may add attachments to Prior Authorization (PA) requests that are in a pending status
(Pending Review or Pending Additional Information). If the PA is approved, denied, or canceled
providers are locked out from adding new attachments.
Existing PA that did not have attachments uploaded during PA creation:
1. Search for the PA in MITS

2. Enter the 10 digit PA number in the Prior Authorization field and then click the “search” button

3. If you have more than one line item on the PA, the search results will display all line items submitted. Click on
any of the line items to open the PA. (If your PA only has one line item the PA will open after searching in MITS)

4. Once the PA is open scroll down to the Attachments panel and click the “add” button
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5. Select the “*Type of Document” you are uploading from the drop down menu, select “Upload” in the
“*Transmission Type” drop down menu, and enter a “*Description” for the attachment. You only need to enter
information in this panel for a single attachment, even if you will be uploading multiple attachments.

6. Click the “save” button at the bottom of the PA
7. Scroll to the top of the PA to address any error messages (read/acknowledge, click ignore, and then continue)

8. Scroll down to the Attachments panel again and click on the bar you just created (which includes the type of
document you selected, UPLOAD for the transmission type, and the description you just entered). Clicking on
the bar will turn it blue as shown. Now click the “upload” button.
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9. The Attachment Upload panel will display

10. Click on the bar in the top panel to turn it blue, then click the “Browse…” button in the bottom panel.

11. A pop-up window will open. Select the file you wish to upload on the PA and click the “Open” button. You
should now see information in the “*File to Upload” field. Click the “upload attachment” button.

12. MITS will give you confirmation that the file was uploaded
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To add attachments to a Prior Authorization that already has attachment(s):
1. Follow steps 1 - 3 above
2. Scroll down to the Attachments panel
3. You may enter a new bar as shown steps 4 – 7 above or skip to steps 8 – 12 and use the existing bar

Making Changes to Prior Authorizations in a pending status
You can change information on a PA that is in a pending status (Pending Review or Pending
Additional Information). If the PA is approved, denied, or canceled providers are locked out
from making changes.

Items that can be changed or added:
Requested Dates of Service

Requested Units

Requested Dollars

Procedure Code

Modifiers (add/remove)

Provider Notes

Attachment
Items that cannot be changed:
Provider ID

Individual’s Billing Number

Service Provider

Diagnosis Code
To change/update a pending PA:

1. Search for the specific PA you want to update in MITS
2. Open the PA
3. Scroll to the appropriate panel on the PA that requires an update
4. Click on the field you wish to change and make the desired change/update
OR scroll to the Provider Notes panel, click the “Add” button, and enter a comment for the reviewer

5. Scroll to the bottom of the PA and click the “save” button
6. Scroll to the top of the PA to address any error messages (if applicable)
7. Re-open the PA to verify the desired changes/updates were saved
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