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AUTHORIZATIONS DASHBOARD

The Authorization Dashboard is divided into
four working tabs — Action Required,
Completed, Submitted and Draft tabs.

Users can review existing prior authorization
request information, export lists of
authorization requests, enter new
authorizations requests, check the status of
pending authorizations, enter requests for
extensions or reconsiderations, respond to
requests for additional information and
enter discharge dates.

The tab highlighted in blue is the current
working dashboard shown on a user's
screen.

The default open tab when logging into the
provider portal is the Action Required tab.
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Case # Member Name MemberNumber Review Type Service Type Case Status Due Date + RequestDate Service Date Ordering Previder

206945 Happy, JOY 1028110339 Initial In Progress 11/14/2022 11/14/2022 MATTHEW HAMILTON

‘ AW 1-10of 1 tems

« The Action Required tab is the default tab seen upon
system login.

 This tab lists authorization requests in which clinical
ACTIONS reviewers have requested additional information (i.e,
clinical documentation, test results) before a

REQUIRED determination can be made.

« The number next to Action Required indicates the
TAB numlber of authorization requests that have been sent to
the provider for additional information.
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Case # Member Name Member Number Review Type Service Type Case Status  Due Date +  Request Date  Service Date Ordering Provider
I 206545 Happy, JOY 1028110339 Inival In Progress NNG2022 14202 MATTHEW HAMILTON I |
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Click on the row of the listed
authorization request to |}

open the request summary
and view notes related to the
additional information —

Members: 1028110339 11/14/2022 11/14/2022 i
needed et S OT/26/1965 ,
. ase® 20604 13t A istiondk: Notassiied

SUMMARY NOTES & ATTACHMENTS LETTERS

ADD NOTES AND ATTACHMENTS

Notes

Danielle Guidry 12/13/2022
Please submit the most recent clinicals for this member.

Danielle Guidry 11/14/2022
Emergent Inpatient admission to Acute Care due t0 sepsis post I&D procedure

Attachments

Clinical document SERVICE PLAN.pdf



RESPONDING TO

ACTION REQUIRED
AUTHORIZATION
REQUESTS

* Providers can respond to Action Required
requests by adding notes or requested
attachments to  that authorization

SUMMARY NOTES & ATTACHMENTS LETTERS
itzaw:'"‘-':":sl Choose F :* file chosen ‘__ 1__ | req U eSt
Notes
Notes
[ & 372202

________________
1111111111

« Under the Notes and Attachments tab,
click on the Add Notes and Attachments
icon.

 Tosubmit an attachment, click the Choose
File icon and upload the attachment from

, local computer files.
o B « Notes can be added to the Notes text field.

« Click Save & Continue to return the
authorization request back to the clinical

reviewer.




The request is then sent
back to the clinical
reviewer with the
oveans » | R TS Y EEnETET attachments and/or
MemberNumber ReviewType ServiceType CaseStatus DueDate + RequestDate ServiceDate  Ordering Provider n OteS e nte red a n d Wl | |
Nno longer be listed on
the Action Required tab.

Case # Member Name
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Extend Case » Member Name

+ 202144 Test Miste

Member Number Review Type

Service Type

COMPLETED'

TAB

Authoriz aton @

2144

Completed Date -

Duscharge Date

Cave Status

Certfed

et fed

Request Date

The Completed tab lists all authorization requests with a final

determination entered by the clinical reviewer.

The determination is listed in the Case Status column.

If a request is certified in total or partially certified,an
authorization number will also be visible in the authorization #

column.

Access the request summary by clicking on the row of the request.

From the Completed tab, providers can request extensions by
clicking the + icon to the left of the row in the Extend column.



SUBMITTED
TAB

Case ®

206945

-----
y 2
206923

206319

Member Name
Happy, JOY
Rubble, Betty

LANE PENNY

Beauty, Sleeping

Member Number

AN 1AS8E
028110339

1030557880

S s
252568863

1408701968

Review Type Service Type | Case Status | Request Date

niva

nitial

niva

ninal

The Submitted tab lists authorization requests that
have been submitted by the provider, but a clinical
review and determination has not been made.

The status of these requests will display as In Progress.
Access or open a request by clicking on the row.

In Progress 11/14/2022

In Progress 11142022

Service Date

Ordering Provider
MATTHEW HAMIUON
MATTHEW HAMILION

MATTHEW HAMILION

AYESHA HAMEED
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1 SUBMITTED m NEW REQUEST ][ EXPORT TO EXCEL J[ EXPORT TO PDF ] + FILTERS

Delete Member Name Member Number Review Type Service Type RequestDate + Service Date Ordering Provider Servicing Provider
5] Test, Mister 1024247372 Extension 11/14/2022 9/7/2022 ROBERT EDELMAN GROUP PC MOUNT KISCO MEDICAL
B Flintstone, Pebbles 1031735560 Initial 11/14/2022 11/14/2022 MATTHEW HAMILTON MATTHEW HAMILTON

* The Drafts tab lists requests that have
been initiated by the provider but have

tb leted omitted f
DRAFTS TAB iicareview oo =02mimea ot

* Drafts will only be seen by the user who
iNnitiated the authorization request.



Draft authorization requests can be deleted.
REDI-RE;IFNI_G  Click the trash can icon to the left of the request

FrOW.

« Confirm the deletion by clicking OK in
the confirmation pop-up window.

* The request will then be removed from the draft

list.
JESD R e
cctest.eghs.com says ‘
Delete Member Name Member Number ___Rexia.o Servicing Provider
Are you sure you wish to delete this tem?
: ROUP ) Tk MEDICAl
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- e 5 = e
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o Flimstone, Pebbles 031735560 nta n ) N MATTHEW HAMILTON




AUTHORIZATION DASHBOARD
FILTERS

« Each Authorization Dashboard tab has a Filter icon located at the top right of the screen.

« Users can filter the dashboard by selecting a filter or filters. Click the Filter icon to view
the pop-out filter menu options. Filter options include:

e Member First Name
« Member Last Name

Member Number
Case #(NOTE: This isa unique number to ) e

FLOYD, PINK

lllllll

identify the authorization request in the T I ey
eQSuite System) e —— S Pl I | P
« Authorization # L e —— S— . =

Servicing Provider

Service Type (NOTE: This column will be blank)
Service Date

Created On

« NOTE: The Filters tab does not include the option to filter by review type. The user can click
the column header labeled Review Type to filter the authorizations by review type.



FILTER BY MEMBER FIRST AND/OR
LAST NAME

o F_||termé:; the displayed dashboard by(a member’s — - i
first and/or last name will display only requests
related to that member. | -
« Click the Filter icon at the top right of the =
screen and select Member First Name and/or bomiee coopmaee
Member Last Name from the menu list. ik

. T%pe the member’'s name in the filter text box
that displays at the top left of the screen and click
the checkmark to apply the filter. e e

. The dashboard will then filter by the e LT =

requested member name.

« NOTE: When filtering by a member’s first and/or
last name, the first and last name will be under
the same column titled Name. The first and last
name are separated by a comma. The search
results will yield any first or last name that
matches the name entered in the search.

Extend Case # Member Name Member Number Review Type Service Type Authorization # Completed Datd MEMBER LAST NAME Case St

3 » 3 P
a _a. 4a a

Name Member Number Review Type Service Type Authorization # Completed Date . Discharge Date CaseS
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Member

Number Review T)

ype ServiceType Authorization# Completed Date

FILTER BY
MEMBER NUMBER

» Filter the displayed dashboard by a
member number by clicking the
Filter icon and selecting the
Member # filter option from the
pop-out menu list.

e Enter the member number in the
filter text field at the top left of the
screen and click the checkmark to
apply the filter.



FILTER BY CASE
NUMBER

s \ = « Case numbers are applied to each request
. Z R oo by the eQSuite system and are unigue to
that authorization request.

* Filter the displayed dashboard by a specific
case number.
» Click the Filter icon and select the Case #
filter option from the pop-out menu list.
» Enter the case number in the filter text field
STT— at the top left of the screen and click the
W s o s e =5 || o checkmark to apply the filter.
22752304 niial 20461 E} ertified .
| T e « NOTE: The case number will be the OHCA
authorization number. All requests will have
a case number. The eQSuite authorization

number will only be applied to a request if
approved. All denied requests will only have a
case number.



FILTER BY SERVICING PROVIDER

CASE »

Filter the displayed dashboard
by the Servicing Provider listed on
the authorization request.

Click the Filter icon and select
Servicing Provider from the
poOpP-out Mmenu options.

In the Servicing Provider
Search window, enter the
servicing provider's information
iNn the search fields —one or

Mmore search fields can be used.
Click the Search icon.

Search results will populate at
the bottom of the window.
Select the correct provider from
the search results list to apply
the filter.



Servicing Provider Search

Name

l New York University

Provider ID

l

NPI

TIN

City

ZIp

l

Specialty

l Select specialty...

Results
Facility Name Address
New York University 355 W 52nd St New York, NY 10019 New York 10019
New York University 9785 QUEENS BLVD REGO PARK, NY 113743319 REGO PARK 113743319
| New York University 530 1ST AVE NEW YORK, NY 10016 NEW YORK 10016 |
New York University 360 BARD AVE STATEN ISLAND, NY 10301 STATEN ISLAND 10301

Facility: New York University

Member Name

POLKA, DOT

Member Number Review Type  Service Type

1257657104

Initial

[ NEW REQUEST 1( EXPORT TO EXCEL ]‘ EXPORT TO POF J-

189037

6/9/2022

.

Date  Caset!
Certik|
1-1of ftems




FILTER BY
SERVICE DATE

The dis ‘a yved dbasmboa ra ] - | Eepe— . |
can be téred : e S mrn comnn 25 :
req uested se rwce d te ¢ wix o goees Lo | oo
%the service date Is t e T
irst day of the reqg uested vomes comtime i
serwcey T o

« Click the Filter | |con and L L.
selectthe S er¥|ce
menu option from t

oop-out menu. f

- Click the ca Ier};cﬁ Ico e
located In the ter :
TO enter the Serwce te

ﬁ(terﬁe d.he date In t B

« Click the checkmark to
apply the filter.

lllllllll NAME

111111 MEADOWS, GRASSY 1546145022 Initial 191469 6/21/2022 Certi®



Created On: Last 6 months x
- B2
Extend  Case# Member Name Member Number Review Type Service Type  Authorizati mph har
FLOYDPINK 102275230
=
Member Name Member Number ype ServiceType Authorization# Completed Date “™*™ATNANE  cagq o'
[P
FLOYD, PIN 22752304 22 ASE e
AUTHORZATION #
M 22
ERVICING PROVIOSR
- SERVICE TYPE .
22 SeRvicE DATE et

FILTER BY CREATED

ON (DATE RANGE)

» Filter the dashboard by the date
range in which the authorization
request was created.

 Click the Filter icon and
select Created On from the
pop-out menu options.

» Click the dropdown arrow on the
filter field and select one of the
date range options.

* Click the checkmark to apply the

filter.



CLEARING
| FILTERS

» To clear any set filters, click
the X on the right side of
the set filter.

« The dashboard will refresh

to Its default state to
iNnclude all authorization
requests.

Created On: Last 6 months x

ACTION REQUIRED ()

Extend Case #

-

B

+ + + +

204613

204882

204658

198379

192257

191469

190596

191194

susmITTED ()

COMPLETED 1w

Member Name

FLOYD, PINK

Test, Mister

Cooper, Minnie
Jetson, Judy
MONTANA, HANNAH
MEADOWS, GRASSY
Bond, James

MEADOWS, GRASSY




EXPORT TO
EXCEL OR PDF

Users have the option to export the
dashboard from any of the four
authorizations tabs (Action Required,
Completed, Submitted and/or Drafts)
to PDF or Excel.

Click the Export to Excel or Export to
PDF icon at the top right of the screen.

The exported document will download

to the bottom or top of the screen to be

opened and/or saved to the user's
computer.

The information exported from the
dashboard will reflect any filters set on
the dashboard.

Member Number Review Type Service Type  Authorization #  Complet
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4345 N. Lincoln Blvd. oklahoma.gov/ohca ‘ Agency: 405-522-7300

Oklahoma City, OK 73105 mysoonercare.org

Helpline: 800-987-7767
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