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How to Enter a new Prior Authorization
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OHIO DEPARTMENT OF MEDICAID Making Ohio Better

How to Enter a new Prior Authorization

* To enter a PA hold your mouse over the Prior Authorization
heading and click “New”

Super Usar Providers Cost Report Account Trading Partners Claims Episode Claime Eligibility Prior Authorization Reports Portal Admin Publications Security Trade Files

Admin Search
e s <=
Base Information

Provider NP -

Base Information

*Assignment ] Service Provider WPl

*Authorization Type [+ Service Provider Name
*Medicaid Billing Number *Contact Name
“Date of Birth "Contact Number/Ext

Last Nama Spacial Indicator |
First Name, MI LTCF Discharge Date
Ordering Provider NPT [ Search | Admission Date

Ordering Provider Name

(-Dlagnosis Codes- Primary DI is is seq o ber 1.
*9% bao rows found *

Click Add button below.
| csiens |
o Home | Privacy Statement | Contact Us
AMA & ADA Copyright

Copyright 2012 HP Enterprise Services, All rights reserved,




How to Enter a new Prior Authorization

e Base Information
» Assignment

Super User Providers Cost Report Account Trading Partners Claims Episode Claims Eligibility Reports Portal Admin Publications Sccurity Trade Files

Base Information

|44 - CHIROPRACTIC MANIPULATIVE TX )
log -

|01 - cc =
"Madicald Bllling Number (7 - BECUBITUS CARE EQUIPMENT "Contact Mama
NTAL

*Date of Birth |97 - OF *Contact Number,/ [xt

04 - DRESSINGS, SURGICAL

Last Mamé |5 - ENTERAL NUTRITION AND SUPPLIES Soedial Indicator b
Fiest Nama, M1 |06 - HEARING A1DS LTCF Discharge Date

07 - HOSFITAL BEDS

Ordering Provider NPT 34 - HOSPITAL THRATIENT Admission Date

Ordering Provider Mome |35 - HOSPITAL OUTPATIENT
08 - INCONTINENCE SUPPLIES
[Dlagnosis Cades-  Priyg . INTENSIVE BEHAVIORAL SERVICES

40 - MEDICALD SCHOOL PROGRAM i e |

|43 - MEDICAL NUTRITION THERAPY llick Add button balow.

m w2d |99 - MISCELLANECUS EQUIPHENT | |
20 « ORTHODONTICS i .

10 - ORTHOTICS (M)

|11 = ORTHOTICE/PROSTHETICS (NURSES) | |

23 - pON

39 - PHYSICIAN SERVICES

37 - PEYCHIATRIC [NPATIENT

45 - PSYCHOTHERARY

12 - REPAIRS

13 - RESPIRATORY {MTA)
[} 14 - RESPIRATORY {NURSES)
15 « SPEECH CENERATING DEVICES
10 16 - SUPPLIES (MISCELLANEOUS]
Departmant of Medicald 17 - THERAPIES b
ol 21 - TRANSPORTATION
ertors B o

How to Enter a new Prior Authorization

* Base Information cont’d
» The available Assignments are:

»01 — Compression Garments » 10 — Orthotics (MTA)

»02 — Decubitus Care Equipment »11 — Orthotics/Prosthetics (Nurses)
» 03 — Dental »12 — Repairs

» 04 — Dressings, Surgical »13 — Respiratory (MTA)

»>05 — Enteral Nutrition & Supplies » 14 — Respiratory (Nurses)

»06 — Hearing Aids »15 — Speech Generating Devices

»07 — Hospital Beds »16 — Supplies (Miscellaneous)
» 08 — Incontinence Supplies »17 — Therapies

» 09 — Misc. Equipment > 18 — Vision




OHIO DEPARTMENT OF MEDICAID Making Ohio Better

How to Enter a new Prior Authorization
* Base Information cont’d
» The available Assignments cont’d
»19 — Wheelchairs » 39 — Physician Services
»20 — Orthodontics » 40 — Medicaid School Program
»21 — Transportation »41 — CPST Services
»23 -PDN » 43 — Medical Nutrition Therapy
» 34 — Hospital Inpatient » 44 — Chiropractic Manipulative TX
»35 — Hospital Outpatient »45 — Psychotherapy
» 37 — Psychiatric Inpatient »46 — Intensive Behavioral Services
Ohio,

How to Enter a new Prior Authorization

» Additional Required fields — Base Information

» Authorization type:

= Prior Authorization
v'MITS will select this option automatically for most PA

Assignments
= Prior Authorization — Hospital
v'Selected for surgery PAs only

= Pre-certification — Hospital

v'Selected for surgery PAs
v Automatically selected for Psychiatric Inpatient PAs




How to Enter a new Prior Authorization

» Additional Required fields — Base Information cont’d

»Medicaid Billing Number
v'Enter the consumer’s Billing number
» Date of Birth
v'Enter the consumer’s Date of Birth (MM/DD/YYYY)
» Contact Name
v'Enter the name that should be contacted with questions on
the PA
» Contact Number
v'Enter the phone number of the contact

How to Enter a new Prior Authorization

* Once you have completed all required fields * in the Base
Information section click “Next”

Admin

search m
Base Information
Provider NPI -
@rssignment iv] Service Provider NP
Ehuthorization Type v Service Provider Name
KMedicaid Billing Number Grontact Name
Ghate of Birth EEontact Number/Ext
Last Name Special Indicator ~|

First Name, MI LTCF Discharge Date
Admission Date

Ordering Provider NP1 [ Search ]
Ordering Provider Name

-Diagnosis Codes-  Primary Di is is e 1.
G

Click Add button below.

Ohio__ 1 )




How to Enter a new Prior Authorization

*The Line Item section is now open, enter all required fields *
(Depending on the request you may need to add a modifier)
* When completed click the “Next” button to proceed

Trading Partners Claims Episode Claims Eligibility

Publications Security Trade Files Admin

uper User Providers Account Reports. Portal Admin

search [N

Base Irfcernation > Line Item
Provider NPT -

Line Item
Roquested  Rogeostod  Authorioed  Autheortiod Sorvke |
Ui Trem  Units Dollars  Uinits Dollars  Service Type Code  Service Code Code Thiu  Status
A o1 1 $0.00 ] $0.00 HCPCS Procedure PERDING ADDTL INFO |
Select row above to update -or- click Add button below.
detete
Line Item 01 *Requested EIf Date 01/01/2017 *Requested Units. 1
*Service Type Code  HCPCS Procedure v *Requested End Date 127312017 *Requested Dollars $350.00
*Procedure L4360 [ Semrch ] * Modifier 1 17 [ Seareh ]
Madificr 2 [ Sewrch |
Madifier 3 [ Search |
Modifier 4 [ Sewrch |
List Price $0.00
Pricing Formala Ll
Nusnber of Days o
Number of Calories/Day a
L, Associated PA Number Bill Direct From Date Service/Rental From Date
10 Bill Direct To Date Service/Rental To Date
1 Madicakd
o [ orevioas T newt ]

How to Enter a new Prior Authorization

* Next is the Provider Notes section
¢ Click “Add” to enter notes for the reviewer or click “Next” to continue

e DO NOT enter medical information (aka “Clinicals”) here

Super User Providers Account Trading Partners Claims Episode Claims Eligibility ROGTEUTTFETTY Reports Portal Admin Publications Security
Trade Files Admin

search TS

Base Information > Line Item > Provider Notes

Provider NPI -

Provider Notes

53 Mo rows found 2@
Click Add button below.




OHIO DEPARTMENT OF MEDICAID Making Ohio Better

How to Enter a new Prior Authorization

* Once you have entered all of your notes click the “Next” button

super User Providers Account Trading Partners Claims Episode Claims Eligibility Reports Portal Admin Publications Security

rade Files Admin

search m

Base Information > Line [term > Provider Notes
Provider
Provider Notes

Date Entered  Description
A 11/29/2016
Select row above to update -or- click Add button below.

st

THIS 1S WHERE YOU MAY ENTER COMMENTS/NOTES FOR THE REVIEWER TO READ.

*Description

T

OHIO DEPARTMENT OF MEDICAID Making Ohio Better

How to Enter a new Prior Authorization

* Next is the Attachments section
* Click the “Add” button to begin the process of attaching
documentation to your PA (or click “Save” if your PA’s assignment

does not require supporting documentation)

Trade Files Admin

search [T

Base Information > Line [tem > Provider Notes > Attachments

Provider NPI -
Attachments
"5 Mo rows found 5%
Click Add button below.




How to Enter a new Prior Authorization

e Complete the required fields *

fuper User Providers Account Trading Partners Claims Episode Claims Eligibility
frade Files Admin
search

Reports Portal Admin Publications Security

Base Information > Line ftem > Provider Notes > Attachments
Provider NPI -

Type of Documont Transmission Type Description
A

_gdete | [ esa ]

Select row above to update -or- click Add button below.

If you have upioaded a document piease allow at least 24 hours for the document to be processed and to be available to ODM PA Staff for
Teview.

For attachments submitted via mail, not electronically attached, please send to the approprnate address. A button for printing a cover page
and & button to view mailing address will appear after the Prior Authorization has been submitted,

For documents transmitted via Upload, an upload button will appear after the claim has been submated. Only file types of gif, tff, bmp, Jpg,
Ppt. pptx, doc, docx, xis, xisx, pdf, txt, and mdi can be uploaded.

*Type of Document ~|

u *Transmission Type v/
hio s

How to Enter a new Prior Authorization

® Once all required fields * have been entered click “save”

Super User Providers Account Trading Partners Claims Episode Clalms ENgibility |!!!!!MHIW Portal Admin Publications Security

Trade Flles Admin

search m

Base Information > Line ltem > Provider Notes > Attachments

Provider
Attachments 2]
Type of Docusment Trarnsitssion Type Dscription
Select row above to update -or- click Add button below.
delete

1f you have upioaded a docurment please allow 3t least 24 hours for the document to be processed and to be avallable to ODM PA Staff for
review.
For attachment wia madl, not sitached, please send to the appropriste address. A button for printing & cover page
and a button to view mafling address will appear after the Prior Authorization has bean submitted.
For documents transmitted via Upload, an upioad button will appear after the claim has been submitted. Only file types of gif, off, bmp, |pg,
ppt, ppx, doc. docx, xis, wdsx, pdf, bxt. and mdi can be uploaded.

*Type of Document  OTHER N

*Transmission Type UPLOAD v

*Description DOCUMENTATION =




How to Enter a new Prior Authorization

* Once saved MITS will let you know that the PA was entered (“Status:
SUCCESSFUL”)

e Make a note of the PA number

* Click the “Upload” button to move to the attachment upload section

Super User s A Trading
Trade Files Admin

search m

Claims Episode Claims Ll PR LY Reports Portal Admin Publications Security

e following messages were generated:

Message Description Panel Field Row
Prior Authorization Status: SUCCESSFUL * Base Information
Prior Authorization Number is 2016334001 Base Information

Provider

Attachments

OTHER UFLD!\D DDCUMENI.RT'IDN

R [ D

How to Enter a new Prior Authorization

* Now the Attachment Upload section is showing. (Notice that the
Browse button is grayed out.)

* If you hold the mouse over the bar in the top section it will turn red
as shown, click on this bar to turn it blue.

Super User Providers Account Trading Partners Claims Episode Claims ] Prio horization Reports Portal Admin Publications Security
Trade Files Admin

Type of Document Reference
OTHER 2016334001 DOCUMENTATION

Please note the following Important parameters when uploading files:
» File size cannot be greater than SOMB (51200KB).

= Only file types of gif, tiff, bmp, jpg, ppt, pptx, doc, docx, xls, xisx, pdf, txt, and mdi can be uploaded.
= For Prior Authorization attachments: Select row from the list above and then use the below panel to select the file for upload.

Attachment Upload

wm

*File to Upload

Ohio__




How to Enter a new Prior Authorization

* Once the bar in the top section is blue you may click the “Browse”
button below

Super User Providers Account Trading Partners Claims Episode Claims Eligibility Prior Authorization Reports Portal Admin Publications Security
Trade Files Admin

Attachment Upload

Type of Document Reference
OTHER 2016334001 DOCUMENTATION

Please note the following important parameters when uploading files:
= File size cannot be greater than S0MB (51200KB).

= Only file types of gif, tiff, bmp, jpg, ppt, pptx, doc, docx, xls, xlsx, pdf, txt, and mdi can be uploaded.
= For Prior Authorization attachments: Select row from the list above and then use the below panel to select the file for upload.

Attachment Upload (7] B

upload attachment |

*File to Upload Browse... | -

How to Enter a new Prior Authorization

* After you have clicked on the Browse button a window will open

* Select the document on your computer that you wish to upload and

@‘O-' 4 b Libearses b Documents b = 63 W Search Dosuments p

Nednesday D1UDAR0T 2:18:25 PM

Organize = New folder = = [0 & | [s Portal Admin Publications
*  Documents library sl
Al Libraries Inchodes: 2 hocatioens s
= Documnts
o Music
! Pictures Adobe POF
B videos Custom Office Templites
I E—
- v
" chnp‘m ) 8 OVMO Labed i the file for upload.
& osak iy | Fidderd
@ gonmtresosal | & Goupin
o SHARED (asoci | (S My Data Sources
o Claims bnages 0\ B My Music
T 10118067 (V\s.soc My Received Fles
* SHARED (Vuwsoci I Network Monitor 3
| Onehiete Notebosi
i Heswork 8" Connmner Documentation 17472017 2:20 PM Mac rersct Woed O 12K8
File pame: Comsumer Documentation - |Anfeses =]
[ =
b -




OHIO DEPARTMENT OF MEDICAID Making Ohio Better

How to Enter a new Prior Authorization

* Once the document is displaying in the File to Upload field click the
“Upload Attachment” button

Super User Providers Cost Report Account Trading Partners Claims Episode Claims Eligibility Prior Authorization Reports Portal Admin Publications
Security Trade Files Admin

Attachment Upload
Type of Document
OTHER.

Reference
2017004001 DOCUMENTATION

Please note the following important parameters when uploading files:

= File size cannot be greater than 50MB (51200KB).

= Only file types of gif, tiff, bmp, jpg, ppt, pptx, doc, docx, xlIs, xIsx, pdf, txt, and mdi can be uploaded.

= For Prior Authorization attachments: Select row from the list above and then use the below panel to select the file for upload.
Attachment Upload

[z]
upload attachment

*File to Upload \\s.socisi01.isi.oitfs.ohio.gov\odmhome\users\10118067\Docun| Browse...

OHIO DEPARTMENT OF MEDICAID

Making Ohio Better

How to Enter a new Prior Authorization

e MITS will give you a Tracking number. This lets you know that you
performed the correct steps to upload a document.

'elcome,

iuper User Providers Cost Report Account Trading Partners Claims Episode Claims Eligibility Prior Authorization Reports Portal Admin Publications
iecurity Trade Files Admin

Attachment Upload
Type of Document
OTHER

Reference

2017004001 DOCUMENTATION
Please note the following important parameters when uploading files:

= File size cannot be greater than 50MB (51200KB).

= Only file types of gif, tiff, bmp, jpg, ppt, pptx, doc, docx, xls, xlIsx, pdf, txt, and mdi can be uploaded.
= For Prior Authorization attachments: Select row from the list above and then use the below panel to select the file for upload.
Attachment Upload
upload am:hme.m|

*File to Upload

Browse...
Upload Success

\\s.socisi01.isi.gjtfs.ohio.gov\odmhomel\users\10118067\Documents\Consumer Documentation.docx has been uploaded. The tracking number is
Ohio 6897588. &
1 Medicald
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How to Search for a Prior Authorization

=
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OHIO DEPARTMENT OF MEDICAID Making Ohio Better

How to Search for a Prior Authorization

* If you want to search for a PA you have already entered hold your
mouse over the Prior Authorization heading and click “Search”

super User Providers Account Trading Partners Claims Episode Claims Eligibility Prior Authorization Reports Portal in Publications Security Trade Files Admin
new Search
Prior Authorizat New

Prior Authorization Medicald Billing Number
Submission Date Date Of Birth
Inpatient Procedure [ Search | HName
Procedure [ search | Procedure Code Thru [ Search ]
Revenue Code [ Search | Revenue Code Thru [ Search |
Status | Diagnosis [ Search ]
Assignment Code ~ oo ]
Ordering Provider NPT dear |
Records 20 v _ edad |




OHIO DEPARTMENT OF MEDICAID Making Ohio Better

How to Search for a Prior Authorization

* If you have the 10 digit number of the specific PA you wish to find,
enter it in the “Prior Authorization” field and click “Search”

* If you do not have the PA # you may instead use the “Submission
Date” or “Medicaid Billing Number” & "Date of Birth” fields
(NOTE: Only use one of these options) and click “Search”

uper User Providers Account Trading Partners Claims Episode Claims ENquIIIIyIM!MH Reports Portal Admin Publications Security Trade Files Admin

[ocarch 8

Prior Authorization Search:

Prior Authorization 016334001 % Medicaid Billing Number
Submission Date * Date Of Birth ‘_
Inpatient Procedure [ Search ] Name
Procedure [ Search ] Procedure Code Thru [ Search ]
Revenue Code [ Search ] Revenue Code Thru [ Search ]
Status » Dlagnosis [ search |

Assignment Code ~i *

Ordering Provider NPT

Al

Records 20 ||

fig

How to Search for a Prior Authorization

* If you only entered 1 line item the PA will now be open

¢ If more than 1 line item was entered on the PA, each line item is
displayed in the search results

Super User Providers Cost Report Account Claims Eligibility Reports Portal Admin Publications
[ecorc 8
Prior Authorization Search: NPI - [7]=]
Prior Authorization 2017010178 Medicaid Billing Number
Submission Date Date Of Birth
Inpatient Procedure [ Search | Wanne
Procedure | Search | Procedure Code Thru | Seasch |
Revenue Code [ Search ] Revenue Code Thru [ Search |
status [ V] Diagnasis [ Search |
Assignment Code | ~
Ordering Provider NPT trar
Records [20 v T
Search Results
Price Last  First oA Seevice  Primary aedering
Authorization  Medicald Biling Wamber  Name  Name St Asslgnment  Service Type Code  Service Code  Code Thru  Disgnosks  Auth N AuthEnd  Auth Units  Austh Deltars  Provider NPT
2017010178 A 10 E118 01/10/2017 12/317217 1 8.04
- 017010178 A 10 Elld 01/10/2017  12/31/2017 1 46.07
017010178 A 10 E118  OL10/2017 12/31/2017 1 46.07
2017010178 A 10 E118  04/10/2017 12/31/2017 1 28.04
L

Jepartment of Medicald

ey




How to Search for a Prior Authorization

* The search results shows the consumer’s Billing Number, Last & First
Name, Status of the PA, Service (Procedure) Codes requested, and
the Authorized Dollar amount (if approved). The most common
statuses are:

» A — Approved » | - Pending Additional Information
» C - Canceled » M — Modified Approved
» D - Denied » P — Pending Review

Search Results

Prior Last First PA Service Primary

Authorization Assignment Service Type Code M Code Thru Diagnosis Auth Eff Auth End Auth Units
2017010178 » ) A 10 HCPCS Procedure  A5513 E118 01/10/2017 12/31/2017 1 28.04
2017010178 Billing Last First 10 HCPCS Procedure  A5500 E118 01/10/2017 12/31/2017 1 46.07
2017010178 Number Name Name A 10 HCPCS Procedure  A5500 E118 01/10/2017 12/31/2017 1 46.07
2017010178 here here here A 10 HCPCS Procedure A5513 E118 01/10/2017 12/31/2017 1 28.04

edicald

Ohio

How to Search for a Prior Authorization

* If you hold or move your mouse over any of the bars in the search
results it will turn red as shown

* Click on any of these bars to open your PA

Search Results

Prior Last First PA Service Primary
Authorization Medicaid Billing Number Name Name Status Assignment Service Type Code  Service Code Code Thru Diagnosis
2017010178 A 10 HCPCS Procedure A5513 E118
2017010178 A 10 HCPCS Procedure A5500 E118
2017010178 A 10 HCPCS Procedure  AS5500 E118
2017010178 A 10 HCPCS Procedure A5513 E118




OHIO DEPARTMENT OF MEDICAID Making Ohio Better

How to Search for a Prior Authorization

* Once the PA is opened, the Base Information section is displayed
first.
» This section cannot be changed after the PA has been
submitted

Super User Providers Account Trading Partners Claims Episode Claims EWHIR\'MRmm Portal Admin Publications Security Trade Files Admin

search new
Provider NPI -
[71=]

Base Information

-Diagnosis Codes- Primary Diagnosis is sequence number 1.

1ig

OHIO DEPARTMENT OF MEDICAID Making Ohio Better

How to Search for a Prior Authorization

e The Line Item and Provider Notes sections are next

R [ ]
ogeested Authvoriced erie

Rungueesitend  Adsthorired
Liee Plom  Units. Deollars Uity Ocllars. Sorvicn Type Code  Servios Code  Code Thrs  Status
a 1 $350.00 o $0.00 HCPCS Procedure  LAJED PENDING ADOTL INFO
Type changes below.
Line tem 01 *Requested Ll Date 01/01/2017 “Requested Unlts 1
*Service Type Code  HCPCS Procedure | *Requested End Date | 13/31/2017 *Requested Dollars. $350.00
*Procedure L4360 [ Sescch | Modifier 1 LT [ Search |
Modifier 3 [ Search |
Maodifier 3 [ Search |
Madifier 4 [ Search |
List Price 50.00
ricing Formuta |
Number of Days 1]
Number of Calories/Day 0|
Assockated PA Number Bl Direct From Date Service/Rental From Date
Bill Direct To Date Service/Rental To Date
Authorized Units Autharized Dollars $0.00 Authorized Eff Date 01/01/2017
Quantity Used Units Quantity Used Dollars £0.00 Authorized End Date  12/31/2017
Balance Units Balance Dollars $0.00 Status PENDING ADDTL INFO
-Reason Code-
Mo povrs, foumad
-Related Code-

Diate Entered Description
11792016 THIS 1S WHERE YOU MAY ENTER COMMENTS/NOTES FOR THE REVIEWER TO READ

lcakd
Select row above to update -or- click Add button below.
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How to Search for a Prior Authorization

* The Attachments section is next followed by the External Notes

section last
_
e m\mm

Ty of Docament
OTHER UPLOAD
Sebect row above to update -or- click Add button below.

BTN [ | ueiss | piotcomrpags] maey ataress

1f iyou have uploaded a document please allow at least 24 hours for the document to be processed and o be available to QDM PA Stalf for review.

iy atthched, please send 1o the SECFOprBte Sodress. A button for prNInG B Cover Page aed A ULten 1o view malkng Address wil
od.

For attachenents sebmitted via mail, pof electronical
appear after the Prior Autherization has been submits,

For documents transmitted via Upload, an upload buttcn will appear after the chim has been submatted. Only hie types of gif, Uft, b, §pg, g, PPLL, doc, docx, wis, xixx, pe¥, b,
and mdi can be uploaded.
Type of Document i

Transmissian Type |
Description

ine umber  Date Malled  Description
1 11/29/2016 PLEASE SUBMIT AT LEAST ONE ATTACHMENT FOR ODM TO DETERMINE MEDICAL NECESSIT
Select row above to view complete description.

i



