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Welcome to AuthNet™

Please enter your Client Credentials to access your Dashboard.

“Access to the AuthNet Portal is restricted solely to authorized users and is
monitored for administrative and security purposes by the AuthNet team.
All users expressly consent to such monitoring at time of portal registration
Any use of this system must be in compliance with AuthNet policies,
procedures and applicable laws. Unauthorized access or use of this system
may result in portal termination and civil or criminal liability.

© 2021 AuthNet, LLC.

Practice Code *

ABC

UserID *

username

Password *

Pre-Authorization Creation and Management

Web Address: www.Auth-Netportal.com

Your Personal Access Information:

Practice Code: Username:

The first time you login:

Password:

« After you enter the information above, you will be taken to an editor and
prompted to select a security question and enter your personal answer. Your

answer will be case sensitive.

+ You will then be taken to the login screen where you will need to again enter your

Practice Code, User ID, and Password

Please change your password from the default that was provided to you, to your
own personalized password. In the top right of the portal click on the Welcome
‘Username” link and select ‘change password’ from the dropdown list.
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Accessing the Portal

i Knowledge Center ® Support  Zpic Primary Care  Welcome karriv ® LogOut
Suppuﬂ AuthNet 72Hr Submission Guidelines:
Earliest Schedule Date for New/Updated Orders Today by 3 PM EST: Tue, Jan 26
D EXPEDITED @ All D Auto Refresh

The Support button allows you to generate a ticket that is categorized as to the
topic of your question/issue and will auto-generate a ticket addressed to the
appropriate support team. The Topic dropdown at the top of the ticket holds the list
of topics available and the Details editor allows you to type in your question or
concern. The processing team will receive the tickets as will your account
managers and your question/issue will be addressed as quickly as possible.

Browser Notes

* Google Chrome is the preferred browser to access the AuthNet portal.

* Allowing popups for the AuthNet website - while logged into your AuthNet
user click on the Settings link for Chrome scroll down to click on Advanced. Then,
under the Privacy and security header, click on Site Settings and scroll down and
click on Pop-ups and redirects. You will need to unblock our site in order to view
the additionally opened tabs for patient scanned in documents and exported
summaries.

* Having trouble loading the AuthNet Portal? - updates to websites will
occasionally cause problems due to the ‘cached’' images that browsers store in
order to speed the loading of web pages. If you experience any issues with the
AuthNet Portal when using Chrome please follow these steps to clear your cache:

1. Open Chrome and at the top right of the browser either click More or the
little dots under your name (depending on the version of Chrome you are
using)

2. In the Drop-Down menu click More Tools - Clear Browsing Data

In the Pop Up menu select the time range

Leave the Browsing History box cleared, and check the box for Cookies

and other site data and Cached images and files

5. This should clear the outdated stored images of the portal and clear the

way for the portal to load correctly with the new information.

Eall

* For further help and screenshots of this process, please see page 33
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The Processing Timeline
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First-Pass* Processing Timeline

Based upon 12 noon EST submissions

WEEK 1 WEEK 2
s M T W T F § S M T W
EXP.
STANDARD
EXP.
STANDARD
EXP.
STANDARD
EXP.
STANDARD
EXP.
STANDARD
EXPEDITED
STANDARD
EXPEDITED
STANDARD

*Turnaround times for first-pass processing include eligibility & benefits
verification, authorization initiation (where required) and submission
of any required support clinical documentation (as needed), and are
defined as follows:

Standard Submissions: within 48 hours

Stat Submissians: within 24 hours

NOTE: Timeline does not indicate final decision or guarantee payer receipt
of clinicals as payer fax confirmations, responsiveness, and decision times
may vary.

Payer response rate, processing speeds, and adjudication times vary widely by payer and plan
and are out of the control of AuthNet. As a result, authorization SLA's apply solely to AuthNet's
duties and responsibilities, and do not account for additional processing or adjudication time that
may be required by the payer. We strongly recommend that payer processing time be
considered as part of the authorization timeline when submitting an authorization for processing
and scheduling patients. For any NEW/ADD-ON authorization requests with less than 2
business days to appointment time, Client is responsible for retaining and handling
authorization submission. Under current COVID protocols, this timeframe has been extended
to 72 hours until further notice (see screenshot on next page).

Notes:
Submissions sent after 3:00 pm EST will not be received for processing until following business

day.
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The AuthNet Portal

| = | Autﬁ Net i Knowledge Center @ Support  Epic PrimaryCare  Welcomekarri~ & LogOut
@ Dashisbard New Authorization.. AuthNet 72Hr Submission Guidelines:
Earliest Schedule Date for New/Updated Orders Today by 3 PM EST: Mon, Jan 25
0 Q, Filter grid search field Search for Patient EXPEDITED @ Al [ Auto Refresh
._

Requested Date Scheduled Date @ Last Modified Date

From Date MM/DD/YYY =] From To MM/DD/YYY i ] Select n E E

AuthNet ID Patient Name: Patient .. Created By ~ Date Created Scheduled Date  Location Provider Primary Insur.  Secondary In_
O ﬁ 2 -] EPC10368 No Auth Required APPLEGATE. TED 08/07/. Selleck. Kari 01/04/21 1101 AM MAIN OFFICE  Baker. Alex Medicare of Michi 01/0¢
Im) m EPC10367 New PARKER, PETER 08/07/.. Selleck. Kari 01/04/2110:45 AM Breckinridge Baker Alex Humana Aetna Better Heal. 01/1¢
O m ﬂ @ EPC10361 Updated WASHBURNE, Z.. 08/07/. Selleck. Kari 12/28/20 03:33 P.. 01/05/21 MAIN OFFICE KIDD, Stefa Humana - Emplo.. Blue Care Family .. 12/2¢
ml& x EPC10359 Incomplete REYNOLDS, MAL. 08/07/. Selleck, Kari 12/28/20 1241 PM MAIN OFFICE Baker, Alex Humana Blue Cross and BL. 12/31
) m a 0O EPC10358 In Progress FORD.HANNA  07/08/. Selleck Kari  12/28/20 1155 AM 06/24/20 MAIN OFFICE  Baker. Alex Beacon Health St. Choice Care/Hu.  12/2¢

Navigation
At the top left corner of the AuthNet Portal, you will find three navigational links.

Top Left Icon - Dashboard/Speedometer - this is your dashboard of prior
authorizations submitted and in progress, showing their pertinent info and current status.

Middle Left Icon - “i" in a circle / Incomplete - This is your Incomplete tab and will
show a list of your incomplete prior authorizations that are missing the required information
in order for AuthNet to work them.

Bottom Left Icon - Patient List - this opens the list of all current patients entered in
your database.

Search Field - this is the editor in which you can enter information to search the
dashboard by. You can type the AuthNet ID number directly in the field, or if you prefer to
search by Patient Name you can select the Search for Patient tag box to the right and then
enter the patient's name in the search field.
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Workflow

What do you need to do?

o

Create your patient in the portal by entering their demographics and insurance information.
Generate the authorization request

Fill out all required fields on the auth request - enter CPT and ICD-10 code(s) and any needed
modifiers, Location, Place of Service (will carry over with the Location), and Rendering
Provider (will carry over with the patient's demographics) and the DOS..

If you're aware that clinical information/documentation will be required to process any
authorizations needed, please upload that information at the time of creation.

If you have any additional comments for our team, use the Notes editor to enter them.
Submit your request to our processing team to be worked by clicking the Save button when
finished and selecting yes when prompted to change the status to New.

Designate a set cadence to check the AuthNet portal once or twice each day to check for any
authorizations for which we need assistance from you. Client Action Required statuses are:
‘CAR: Response Needed", “CAR: Medical Records Needed", “CAR: Peer-to-Peer Needed",
‘CAR: Clinical Survey Available". Once you've updated them with any needed info, you will
need to save and change the status to “Client Action Completed’ to alert the AuthNet
processing team that the auth is again ready to be processed.

e Note: if an auth request is left in a Client Action Required (CAR) status and not
changed to “Client Action Completed” status - AuthNet will NOT be actively processing
the request. You must change the status to Client Action Completed in order to alert
us to resume work on the request.

What is AuthNet's process?

Pick up and process any New status auth requests in the portal

We will change the auth statuses appropriately as the request is worked (For example: New
—> E&B Initiated —> E&B Verified —> Clinicals Submitted/Faxed to Payer —> Pending Payer
Review —> Approved)

If we need any additional information or assistance from you, we will change the status to a
Client Action Required Status (CAR: Response Needed, CAR: Medical Records Needed, CAR:
Peer-to-Peer Needed or CAR: Clinical Survey Available). We will monitor the portal throughout
the day looking for those ready for us to resume by checking for Client Action Completed
statuses.

We will document all pertinent information and work the authorization requests to a
completed status.
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Authorization Statuses

The pre auth statuses are a very important element of the auth request. The status of an auth
request will let you know their current progress in completion. There are statuses for which you,
the client, are responsible and others for which we, as the processing team, are responsible.

It's critically important that someone in your clinic checks the auth requests daily and filters the
statuses to see if any need any action or attention on your side, and if so that they're handled and
updated for us so that our processing team is aware they're ready for us to resume processing.

STATUSES INDICATING AUTHNET OWNERSHIP / ACTION
BEING TAKEN

New

Check E&B

Client Action Completed (an order being returned to AuthNet after a Client completes
a requested action)

Clinicals Submitted/Faxed to Payer

E&B: Initiated

E&B: Unsuccessful

E&B: Verified

Future Scheduled Date (orders in HOLD status that are picked up for work based on
scheduled date of service)

In Progress

Pending Payer Review

Updated (an order being returned to AuthNet when a Client makes a material change
to DOS, Location, etc.)

(Cont. on Next Page)
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STATUSES INDICATING CLIENT OWNERSHIP / ACTION
NEEDED FOR FURTHER PROCESSING

CAR: Clinical Survey Available
CAR: Medical Records Needed
CAR: Peer To Peer Needed
CAR: Response Needed

Incomplete

STATUSES INDICATING FINAL DETERMINATION COMPLETE

Approved

Approved: Conditional

Approved: Partial

Cancelled (only at Client instruction)
Denied

No Auth Required

No Coverage

(Cont. on Next Page)
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OPTIONAL CLIENT-USE STATUSES (POST-AuthNet
PROCESSING)

NOTE: These are Non-AuthNet statuses that are NOT monitored, reported or used by AuthNet

PPS: Action Required (used to request action/response from internal staff on an
order, post-AuthNet processing)

PPS: Cancelled (cancels an order/date of service after post-AuthNet processing if
needed)

PPS: Completed (indicates that a patient is scheduled/confirmed or any internal
post-processing work is done)

PPS: Not Scheduled (indicates that a patient has declined to schedule after AuthNet
has already processed)

PPS: Patient Call Required (indicates a patient call is needed for scheduling or info
update)
PPS: Send to Scheduling (used to close/satisfy a PPS: Action Required and send

back to scheduling/creator)
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Steps to Creating An Auth
Request For a New Patient

el

Dashboard —

1. From your Dashboard, click on Q Filter grid... ~)Search for Patient
the New Authorization button at the top , ,
. . Requested Date Scheduled Date @ Last Modified Date
which opens the Patient Tab.
From Date MM/DD/YYY | 8 From To MM/DD/YYY | B8
AuthNet ID Status Patient Name Patient .. Created

@ AuthNet

Patients New Patient
- 2. Inthe Patient Tab, first search for your patient by typing
their name in the search bar. (If you find your patient - just

single click on their name to create an auth and skip to the

Q, Search Patients...

BE) D<o, 0oNNE . Auth Request instructions). If you do not find your patient in
: Shal the list, click on the New Patient button at the top.
@B #PrLECATE TED not already
existing, then
m PARKER, PETER create a new
@) ouNHAM. OLIVIA patient
m WASHBURNE, ZOE
m REYNOLDS, MALCOLM & &
0 Demographics
I.——I Patient / New Patient / Demographics /
3. In the New Patient editor you will Required Fields
need to fill out all the fields with a red = -
asterisk (including the Rendering Provider, Frssame”
who is actually the Referring Provider in eal g R ——
your practice). Middle Name in your clinic for this patient

from the dropdown list
Medical Record #

Radiology #

Rendering Provider *
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Rendering Provider * Sam Smith MD

Referring Provider

Suffix

F

4. After you have completed all the red

Date Of Birth * 02/04/198! i) Work . . .
-~ asterisked fields, you can click NEXT to
SSN XK click Save & Close to CREATE . . .
Select patient's gender NEWPATIENT ONLY - no continue with the creation of an Auth request,

@ Male © Female © Uniaexn - prior auth requestiscreated  or SAVE & CLOSE to merely save the patient

and not continue to create an Auth Request.
click NEXT to create patient & prior auth request —_— Save & Close

» Guarantor Details
» Employer Contact Details
» Emergency Contact Details

5. Insurance Editor -
search for the ins carrier in the
search bar and select, set the
relationship to the insured,
enter the Member ID
(required) and Group # (if
applicable), and be sure to
select the Primary, Secondary
or Tertiary radio button.
\¥hen done, click ADD at the
bottom of the editor.

Required Fields *
Insurance * Amerigroup New York s ‘ Member ID G00472683426212
Relationship Self \ search for Ins"carrier \ Group No 76590054
First Name DONNIE\ select relationship of patient to insured  GroupName
Middle Name Plan Name
Last Name DARKO Effective Date MM/DD/YYYY
DOB 02/04/1985 ] Expiration Date MM/DD/YYYY

SSN Priority * @ Primary O Secondary O T
Gender @ Male O Female O Unknown /eductible $
Max Out Of Pocket

Max Benefits ~ $

Max Visits

lBe sure to click ADD when all info is entered

Patele] Save & Close

6. When you see all of the patient's
insurances listed in the above list, click the
NEXT button to be taken to the prior auth

® form. Note: if you click NEXT before adding
o - R ' P PO the insurances in the list above they will NOT
\ ALL of the patient's ins coverage MUST appear in the be saved to the pat/'ent’s demographics.

Required Fields *

Insurance * Q Search Insurances...

Relationship

AUTHNET PORTAL USER GUIDE_FeB2021
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The AuthNet Prior
Authorization Request

The required fields will be shown with a red asterisk in the prior auth editor. You will see an
AuthNet generated ID#, the patient's name and the current authorization Status. The
authorization status will show as Incomplete until all the required fields are completed and the
Save button is selected.

= AUthNet i Knowledge Center € Support  Epic Primary Care  Welcome karti~ (® LogOut

AuthNet ID: EPC10373 Patient: PARKER, PETER Status: Incomplete

ﬁ Dashboard  /  New Pm \ \
AuthNet ID# = n
Patient Name Request Status /, x (2]

o a

I Floating toolbar with options for Cancel, Save, Export, and ? button listing keyboard shortcuts
¥ Patient Details ¥ Prior Auth Info
Name: PETER PARKER Date Requested: 01/20/2021 =]
DOB,Age:  08/07/1979, 41 YEARS
Gender: UNKNOWN Scheduled Date: MM/DDAYYYY &
SSN: XOK=XX-XXKXK
. Location: * ﬁ']
Medical Record #:
Address: 111 MAIN ST )
Place Of Service: " v
HARTFORD MI
49057 Authorization #:
Primary Phone: (111) 555-0000
Created By: Referral Start Date: MM/DD/YYYY =]
ierovidecinfo Referral End Date: MM/DD/YYYY =
Ordering Provider: v
Number Of Visits:
Rendering Provider: Alex Baker MD v
. Network: ) In Network () Out Of Network
Referring Provider: v
Client #:
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Required Information on the Auth Request

Much of the required information will be carried over from the patient's demographics editor,
with the addition of the following fields:

Scheduled Date - This would be the date the procedure is scheduled for, if known. This is not
a required field.

Location - This is the location where the procedure will take place, select from the dropdown
list.

Place of Service - This is the type of location (Outpatient Hospital, ASC, Office, etc.) and this
field should populate itself when the Location is selected, but can also be changed for the auth
request if needed.

Rendering Provider - This field should populate itself with the information that was entered in
the patient's demographics editor.

Diagnosis Code(s) ICD-10 - all pertinent diagnosis codes related to the procedure(s) needing
prior authorization. Over time, the AuthNet Portal will remember previous ICD-10 codes you've
selected most frequently and you will see an initial ‘'short-list’ popup of the top codes
previously selected, saving you time in entry.

@ Gender Male DoB 8/7/1979
Relationship To Patient 00 - Self

L_¥ ¥ CodeSet"
Q) Search CodeSets...

¥ Diagnosis Codes *

search by ICD-10 code

O Enter ICD Code or Description — or by text <

Code Description

ﬂ #1 5B83.211A Bucket-handle tear of medial meniscus, current injury, right knee, initial encounter

Diagnosis code(s) selected will appear in the editor
in the bottom pane

w CPT Codes/Charges”’
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* CPT Code(s) - all relevant CPT codes needing prior authorization. In the CPT code editor you
are also able to enter Modifiers, Units, and even associate individual CPT codes to individual
ICD-10 codes. Over time, the AuthNet Portal will remember previous CPT codes you've

selected most frequently and you will see an initial ‘'short-list' popup of the top codes
previously selected, saving you time in entry.

¥ CPT Codes/Charges * P
Search / Enter CPT code(s) by number or text description
- (s) by P

Modifiers | | Dx Pointers

Description

| 12.314 Units | #:‘ #2
n 29882  ARTHROSCOPY, KNEE, SURGICAL; WITH MENISCUS REPAIR (M.. | il

Modifiers editor //

Number of Units
Match CPT codes

to their relevant
ICD-10 code

* Incomplete Auth Requests - if you do not enter all the required information your auth request
will be saved in the Incomplete tab and will not be processed until completed. For further
instructions to complete an incomplete auth request, please see page 18.
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Other Information found on a Prior Authorization

* The Insurance Card: You will see the patient's benefits information entered here by the
AuthNet processing team. You are also able to click the Select button in order to see a
dropdown list of all of the patient's entered insurance coverages, click the Edit button in order
to edit the patient’s info (member ID#, etc.) and click the X in order to remove a carrier from the
patient's auth request, or to move it to a different slot (move from Primary to Secondary, etc.)

¥ Primary Insurance
Select Insurance Button

Phone 800-448-6262

Policy
Member ID 775858 Effective Date Edit Ins. Info
Group No Expiration Date Button
Plan Type

Coverage
Total Remaining
Deductible Copayment
Out of Pocket Co-
Insurance

Max Benefits
Visits

Insured
Name PETER PARKER SSN HXX=XX-XXXK
Gender Male DOB B8/7/1979
Relationship To Patient 00 - Self

5

l &R o X
¥ Secondary Insurance
-

Aetna Better Health NY Z =
Phone 855-456-9126, Fax
opt3 Select
Policy Edit
Member ID 53535 Effective Date Remove Ins
Group No Expiration Date  Tnfo from
Eianiiype Auth Request
Coverage
Total Remaining
Deductible Copayment
Out of Pocket Co- %
Insurance
Max Benefits
Visits
Insured
Name BETTY PARKER SSN XHKR-XK-KRXX
Gender Female DOB 8/7/1979
Relationship To Patient 01 - Spouse

* Information Regarding Automated Processing: the status of the automated processing
* Follow Up Date: is the date that the AuthNet processing team will be following up on the
request. This field will be populated later once processing has begun.

AuthNet ID: EPC10373 Patient: PARKER, PETER Status: New
x [B
0 w Order Details
Automated processing status info
0— Automation Processing: Payer not configured for autemated authorization 4—-—’—’

Follow Up Date: MM/DD/YY () - mm—

Status: New

Order Type: Standard

The date that the AuthNet processing team will be following up with the carrier (further along in processing
and not visible when the request is newly-added to the portal

v - Dropdown list of available statuses for you to select if needed

+ e The Type of Order - Standard, Retroactive or Scheduling Only

Expedite: @@= Option to Expedite the order (default is No)

If you have opted to include the Patient Financial Responsibility calculation in your contract,

i i i e ‘
Calculate Patlent Financlal Q Yes @ No you will see the option to have that performed for the order

Responsibility:

Note: Enter note here

Enter your comments for the AuthNet processing team in this editor and be sure to click the Add Nete button
You will also see comments entered by the processing team in this editor

AUTHNET PORTAL USER GUIDE_FeB2021
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+ Status: when the request is being created, this will show as Incomplete and you will be
prompted to change the status to New when you are finished and click Save. After the auth
request has been successfully moved to the New status and beyond, this is the editor where
you will change the status as you edit it and add information if needed, so that it will be placed
back into processing.

* Order Type: the default order type is Standard which is an order that will be processed fully by
AuthNet. You also have options for Retroactive and Scheduling Only. (Scheduling Only orders
are processed only as far as the Eligibility and Benefits by AuthNet, and no prior authorization
need will be checked or initiated.)

+ Expedite: the option to expedite the order if wished.

+ Calculate Patient Financial Responsibility: if you have opted to include this service with your
contract, you will see the option to select Yes or No for each prior auth request generated.

* Notes Editor: the AuthNet processing team will document all of their contact with the
insurance carriers in this editor. You can also enter notes for the processing team here. If you
receive a request for more information (clinical documentation, etc.) for an auth request, you
will also see notes documenting anything that is needed by the processing team - just look at
the last entry for more details as to what is needed. When entering comments, please be sure

to click the “Add Note" button to the right of the editor in order for it to be attached to the auth
request.

¢ Prior Auth Files: this is where you can upload and attach clinical documents needed for the
auth request processing. Click the Choose Files button to select the file, and then click the
Upload File button to upload them to the auth. The accepted file formats are: .pdf, jpg, .omp.
* Note: it is important to click the paperclip button on the right after you've selected the desired
file in order to attach it to the auth request. If you do not see the file in the lower pane and only
see it next to the “Choose Files” button, it is not yet attached to the auth request.

¥ Prior Auth Files

Choose Files |No file chosen
STEP 1: / /
Select @ Parker, Peter - 1-20-21 encounterjpg - Wed,

fileto 1/20/2021 4:20 PM
attach

STEP 2:

Click Paperclip Button

in order to see the attachment
in the lower pane

w Additional Information
¥ Audit Log
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Finishing the Auth Request

Once you have entered all the information and uploaded any needed clinical documentation,
please leave us a note if you have any additional information you'd like to include and then click
Save at the bottom of the auth request. When you click Save and you have entered all of the
needed information, you will see the popup appear at the top of your screen (see below
screenshot), asking if you want to change the status to New. Clicking OK and changing the status
to New will alert the AuthNet processing team that the authorization request is ready to be
worked.

Note: if you do not see this popup when you click Save, check the Incomplete tab for your
authorization request as it must be missing needed information.

sill Auth-Net WOR
I test.auth-netportal.com says jE cEUTS .

Do you want to change the status t

Click OK in order to ® Support
add the request to the Cancel “
AuthNet processing queue —
O, DONNIE Status: Incomplete

Epic H

~
~r
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Updating an Auth Request

How do you know if any auth requests need your attention? The statuses which need

your attention in order for processing to resume will begin with “CAR” (Client Action
Important Required) - CAR: Medical Records Needed, CAR: Response Needed, and CAR: Peer to

Peer Needed are all statuses needing your input before they can be further processed

by the AuthNet processing team.

Filtering your Dashboard to see Client Action Required orders

1. Click on the Dropdown arrow to the left of the Update button to filter by status. Then select
the filter labels you wish to see. (For example: CAR: Response Needed; CAR: Medical Records
Needed; CAR: Peer To Peer Needed and CAR: Clinical Survey Available are those statuses
requiring action on your part.) Then click the Update button. You will then see only those

prior auth statuses which you have selected.

[J search for Patient O EXPEDITED @ All

click the dropdown arrow to open the list of statuses
Modified Date \
From To MM/DD/YY | B8 CAR: Clinical Survey Available x @

CAR: Medical Records Needed x
CAR: Peer To Peer Needed x

(J Auto Refresh

Click the refresh

button once
you've selected
the statuses
you wish to
filter to

Patient Name Patient .. Created D Select All Select the 'CAR' statuses Provider Primary Insul

linical Sur.. GELLER, MONICA 08/07/.. Selleck, to filter the dashboard to see
Search those that are in need of your

ledical Rec.. LYNN, LORETTA  04/14/1.. Selleck, immediate attention in order ray
— to resume processing

lesponse N.. TURNER, CASSIE 08/07/.. Selleck, Qved: Partial FICE

lesponse N.. PARSONS, JIM 08/07/.. Sellfck CAR: ClinNal Survey Available ay

fedical Rec.. WONDER, WOM.. 08/07/.. Si FICE

L Records Needed

1edical Rec... DUNN, JOHN 05/20/.. Dpnahu ay
CAR: Peer Jo Peer Needed

‘eer To Pee.. DUNN, JOHN 05/20/.. Sefeck, ay

foonse Needed
tesponse N.. GALT, JOHN 08/07/.. Sellechs FICE
tesponse N.. WELLS. Elianora  07/07/.. Smith. Tom 11713718 1018 AV 07730719 MAINUFFICE

authorization and look in the Comments editor to see what is needed.

KIDD, Stefa
Baker, Alex
Baker, Alex
KIDD, Stefa
Baker, Alex
Baker, Alex
Baker, Alex
Baker, Alex

Baker. Alex

JVHL United

Beacon Healt
Medicare NC
Beacon Healt
Centerpoint
AARP Medica
AARP Medica
Beacon Healt

Aetna Better |

2. Openthe

3. Upload any missing documentation, change any codes, etc. and please leave a comment as

to the change/addition you have made .

* e Change the status of the auth to “Client Action Completed”. This is a very important
step! If the auth is saved without the status being changed, we won't know that you've
addressed it and we will not know it is ready to be worked by us again, thereby causing a

delay in processing.
4. Click Save.

AUTHNET PORTAL USER GUIDE_FeB2021
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Your AuthNet Dashboard

i Knowledge Center @® Support = Epic Primary Care  Welcome karri » ® LogOut

See the earliest schedule date e o Create a support ticket
& Dashboard New Authorization. Fut Mesa /M pidnted Griecs basau/on g DuthNet72Hr Submission Guidelines:
; Earliest Schedule Date for New/Updated Orders Today by 3 PM EST: Thu, Jan 28
the date/time of your entry
o ‘Qh\n‘:':wid Search by Auth ID# or patient name | "] search for Patient (O EXPEDITED @ All Refresh [JAuto Refresh
o= Clear Filters
O Requested Date () Scheduled Date ® Last Modified Date Status Dropdown List [
Column T — -
From Date MM/DDAYYYY m 3 From To MM/DDAYYYY [i] Select ey Export — E
Filter \ !

AuthNet ID 1 atient Name Patient DOB  Created By Date Created Scheduled Date  Location Provider Primary Insur... Secondary In.. Modified Date
0 ¢ EPC10388 No Auth Required DUNHAM, OLIVIA 08/07/1979  Loftus, Karr 01/21/2104:20 PM HomeAway KIDD, Stefa Lifewise Health PL 01/21/2104:22 PM
EPC10387 Check E&B ACKLES, JENSEN 08/07/1979  Selleck, Kari 01/21/211G:57 AM Breckinridge  KIDD. Stefa Medicare of Arizo, 01/21/2111:03 AM
EPC10385 Updated PADALECKI, JARE. 08/07/1070  Selleck, Kari  01/21/2110:54 AM Hope Clinic  Baker Alex Medicare of Michi 01/21/2111.03 AM
EPC10384 New ACKLES, JENSEN 08/07/1979  Selleck, Kari  01/21/2110:47 AM Kari Clinic Unrath, Aydan  Acce 01/21/2110:52 AM
] EPC10382 Updated LEASURE, HOPE  08/07/1979  Selleck, Kari  01/21/2110:24 AM MAIN OFFICE  Baker, Alex 01/21/2110:24 AM
EPC10380 New TUCKER. KAL 08/07/1979  Selleck, Karl  01/21/21 0812 AM Kari Clinic Baker, Alex Humana TRS Care United Healthcar. 01/21/210815 AM
EPC10378 New DARKO, DONNIE  02/04/1085  Loftus. Kari  01/20/21 0440 P.. HopeCline  Smith. Sam  Amerigroup New . 01/20/21 06:02 P..
EPC10375 New APPLEGATE, TED 08/07/1979  Loftus. Kari  01/20/21 04:31PM 01/28/21 Breckinridge  Baker, Alex Medicare of Michi 01/20/21 0432 PM

Your dashboard is your resource for all authorizations currently in process allowing you to see

their current status. The dashboard may be sorted and arranged in a multitude of ways.

* You may search by the Auth ID or the patient’s name. If you search by the patient name, be
sure to click the search by patient check box to the right of the search field.

* You may select multiple statuses to view by clicking the dropdown box for Statuses. See
the above screenshot, this dropdown is located just to the left of the Refresh button. Then just
click the Refresh button after selecting the filters you'd like to see in the list.

+ Drag column labels to the left or right, rearranging the columns you see on the dashboard -
just left click on the label of the column you'd like to move and drag it to where you'd like to

see it

e Sorting columns by date or alphabetically - to sort the column, just left click on the header of
the column.

¢ Access the AuthNet Knowledge Center - for access to the portal user's guide, and other
information.

* Column filters - there are little lines to click on the little lines to the
the right of some of the column headers: right of the desired column to

: . : the dropd ti
Status, Location, Provider, Primary R B oo
Insurance and Secondary Insurance. /

They are a link to an editor where you

can select options you'd like to see, or Provider Primary Insur.. _ ‘secondary In. Modified Date
not see, etc in that column. For example, Smith.Sam  Amerigroup Ney[Contains 20/21 04:41 P
if {(k)]uB((j:oBgOt want to Se? tEoset(}?]rdl.erS Baker, Alex Medicare of Mic FillB 20/21 04:32 PM
W1 coverage - ClUCK on the lnes lear Fil

. g . Baker, Alex Humana 20/21 04:31 PM
to the right of one of the insurance
columns and select “Contains” and then = Baker Alex Medicare of Michi. 01/04/2111:45 AM
type the word “BCBS" under that. You Baker, Alex Humana Aetna Better Heal.. 01/19/21 12:19 PM
will Only see BCBS orders. These filters = KIDD, Stefa Humana - Emplo.. Blue Care Family .. 12/29/20 06:43 A.

are removed when you log out of the

= Baker Alex Humana Blue Cross and BL.. 12/31/20 08:41 AN
portal or enter an auth request, etc.
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(7] pashboard

e ‘ QFilter grid... ’ (J search for Patient

O Requested Date O Scheduled Date @ Last Modified Date

Edit button
From Date MM/DD/YYYY =] From To MM/DD/YYYY =]

AuthNet ID Status Patient Name Patient ..

EPC10378 New DARKO, DONNIE  02/04/... Loftus, Kar

EPC10375 New APPLEGATE, TED 08/07/.. Loftus, Kar
Dm EPC10373 New PARKER, PETER ~ 08/07/.. Loftus, Kar

* Opening an Auth in edit or view mode - to open an auth in view mode - left click anywhere on
the line. To open an auth automatically in Edit mode - click on the green edit button to the far
left in the line. Note: Even if you open an auth in View mode - you can still edit it by clicking the

green edit button at the top of the auth.

AuthNet ID: EPC10378 Patient: DARKO, DONNIE Status: New
ﬁ Dashboard / Update Prior Auth — o
i i | i in Vi 2
o options available to Edit the auth request if you entered in View Mode A °
w Prior Auth Info
o= ¢
Name: DONNIE DARKO Date Requested: 01/20/2021 i
DOB, Age: 02/04/1985, 35 YEARS
Gender: MALE Scheduled Date: MM/DD/YYYY i)

* Clearing your filters - click on the Clear Filters button to set your Dashboard back to the
default setting, without any selected filters

* Viewing expedited requests only - there is a radio button at the top to select which will
restrict the auth requests shown on the dashboard to display only the expedited requests.
Expedited requests will appear red in the dashboard.

i Knowledge Center ® Suf

3} Dashboard New Authorization.. AuthNet 72Hr Sub
Earliest Schedule

0 I QFilter grid... [ search for Patient O EXPEDITED @ All
Y 1 ]
le= O Requested Date O Scheduled Date ® Last Modified Date select to see only your expedited orders in the dashboard
From Date MM/DD/YYYY | 8 From To MM/DD/YYYY | B8 ‘ Select
AuthNet ID Status Patient Name Patient .. Created By Date Created Scheduled Date  Location
0O m EPC10378 New DARKO, DONNIE  02/04/.. Loftus, Karri  01/20/21 04:40 P.. Hope Clinic  Smith, Sal
0 EPC10375 New APPLEGATE, TED 08/07/.. Loftus, Karri  01/20/2104:31 PM 01/28/21 Breckinridge — Baker, Ale
O EPC10373 New PARKER, PETER  08/07/. Loftus, Karri  01/20/210319 PM Breckinridge  Baker, Ale
0 [>] EPC10368 No Auth Required  APPLEGATE, TED 08/07/.. Selleck, Kari  01/04/2108:01A.. MAIN OFFICE  Baker, Ale
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The Incomplete Auth Tab

Incomplete authorization requests - if you are entering an auth request and you're bumped out
of the request before all required fields are completed, or you close your browser before saving,
etc., your auth request may end up in the Incomplete tab and not be visible on the Dashboard.

Please be sure to frequently check your Incomplete Tab in order to be sure there aren't orders
that you inadvertently left unfinished.

To finish an Incomplete request:

1. Click on the Incomplete tab and then click on the green edit button next to the auth request in
order to open it in edit mode.

2. Once you have entered all needed info and changed the status to New when prompted upon
saving, your auth request will then appear in the Dashboard.

O Stat @ All

click on the green Edit button to open
and complete the request

To Date mm/dd/yyyy ‘ Select

AuthNet ID Patient Name Patient DOB Created By Requested Date Scheduld

EPC10377 Incomplete PARKER PETER 08/07/1979 01/20/2104:39 PM  01/28/21
EPC10376 Incomplete STUBBS JANIE 08/07/1979 01/20/21 04:35 PM
EPC10372 Incomplete DARKO DONNIE 02/04/1985 01/19/21 0329 PM

The Patient tab is the button on the far left with the patient bed icon. Here you will find your
existing patients database, and you're also able to create new patients from this tab if needed.
Before creating new patient authorizations, you will always want to search to see if the patient
has been previously entered so you can prevent duplicate patients from being created.

B AuthNet:m_

i Knowled

Patients = New Patient Creation

Patient Database

Q Search Patients

Date Of Birth
m DARKO, DONNIE 02/04/1985 Male

(_? t'y| APPLEGATE, TED 08/07/1979 Male

m PARKER, PETER 08/07/1979 Unknown

AUTHNET PORTAL USER GUIDE_FeB2021 23



The Patient’s Record

If you enter a patient's record you will see tabs for the Insurance editor and also the patient's
history of all previous prior authorizations. You may edit their information in the editors. At the
bottom you will see Next and Save & Close buttons. Clicking the Next button will take you to the
Insurance Editor and then all the way out to create a new prior authorization request. Clicking the
Save & Close button will save the demographic changes you've made and will NOT generate a
new auth request, but will save the changes you've made.

g AuthNet

a
Demographics
Insurance \

Patient / Update Patient / Demographics / YOUNG, BRETT

i Knowledge Center @ Support  Epic Primary Care  Welcome samantha~ C

8

History of all the patient's prior authorizations

Insurance Editor

Required Fields *
¥ Patient Demographics

First Name * BRETT Marital Status
Last Name * YOUNG Email
Middle Name Address * 654 BRIE LANE
Medical Record # Address 2
Radiology # City* HARTFORD
Rendering Provider * Alex Baker MD 7 State Michigan
Referring Provider v Zip~® 40957
Suffix Phone * 5558675309
Date Of Birth * 08/07/1979 i) Work Phone (3000 Y0063
SSN SOOC-HX-X00C Mobile (3000) 300636008
Gender " Male Female Unknown . .
Clicking Save & Close allows you to edit the
» Guarantor Details Clicking Save will allow you to patient's information WITHOUT creating
» Employer Contact Details continue to progress through the anew prior auth request. This button
» Emergency Contact Details editors, and create a new prior DOES NOT create a prior auth.
auth request at the finish

The Patient’s History Tab

Z AuthNet

i Knowledge Center & Support  Epic Primary Care

\ Patient's history button

Patient's history of all prior authorization requests

Insurance

Patient / Update Patient / History / YOUNG, BRETT

New Authorization

AuthNet iu
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Requested Date Scheduled Date Location Provider Primary Insurance

1/28/202110:17:00 AM Diagnostic CENTER Alex Baker MD Aetna Better Health NY



Administrative
T a S k S B e =« \Welcomolari+  LogOut

& Users

2Hr Submission Guidelig

hedule Date for Ne; | i Linked Users : Wed, Jan 27
Changing Your Password Oheiof 4, poes
1. Click on the Welcome Username link at the top right of Locations
the portal to open the dropdown menu & Providers
2. Select - Change Password n E W Insurances E

ovider REOERALY 5 CodeSets fied Date

DD, Stefa Medicare of & Email Customization /2111:03 AM
Set Your Email Notification dorex  Medgaool /211103 AM
nrath, Aydan Access Mec /211052 AM
P refe re n Ces aker, Alex Aetna - Am¢ = [SwiteniAccount /211024 AM
. . o . . ker, Al HumanaTR ¥ Notice Archive /210815 AM

The AuthNet portal will send email notifications to notify you 1
mith, Sam Amengrou# &, User Preferences ?/21 06:02 P..

when auth request statuses are changed to the statuses you

have selected. Important statuses to select include: CAR:

Response needed; CAR: Medical Records Needed,; CAR:

Clinical Survey Available; and CAR: Peer-to-Peer Needed. To

select the status changes to be notified of:

1. Click on the Welcome Username link at the top right of the portal to
open the dropdown menu

2. Select - Email Customization

3. Select the Statuses you wish and click Save

aker, Alex Medicare of )/2104:32 PM

& Practice Settings
aker, Alex Humana Aetna Better Heal.. 01/20/21 04:31 PM

Change Your Automatic Timeout Setting

1. Click on the Welcome Username link at the top right of the portal
2. Select Settings
3. Set the time you prefer and click Save

Adding/Editing User Roles

1. Click on the Welcome Username link at the top

right and select Roles == Authlet
2. Your account comes with two default Roles - = S on chclc
Admin and Staff
3. To Edit a Role label or description - click on the & Roles
green edit button to the left of the role. dit a role . Create a new
4. To Edit a Role- click on the gray button with the i Q Segrch Roles... role
gears next to the label ol Role Name
5. Select the permissions you would like that type le= (@ x G edit permissions
of user to have and click Save | staf of a role

4
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Adding Users to the Portal

1. Click on the Welcome Username link at the

e Required Fields *

i Knowledge Center

o= User Name * Marlene <@ create username
tOp I’Ig ht Of the pOI’tal tO Opel"\ the dI’Ode\X/n Password * s <@mm—— assign a temporary password
men u Password strength: e e e e e
Frsthame -— user's info
2. Select Users o —

3. Click the New User button at the top of the

Phone Number (000 X0 4 optional field

screen

Email ID <@ user's email address
4. Complete the fields and Click Save B
5. Follow the steps below to Assign Providers I W users ol
to the user e ie dropdoun

status change notifications

Assigning Providers to a User
THIS IS AN IMPORTANT STEP - once you have created the user

list

you will need to assign the

Provider(s) to that user that they will have access to. If this step is missed, the user will see
the authorizations for ALL providers and patients in the clinic. If you don't want the user to

have access to ALL providers, be sure not to forget this step.

1. From the Users Dashboard - click on the green button just to

Users

the left of the username

i Knowled

‘ Q, Search Users... click here to assign users’ access to providers

User Name First Name

Tony
Kari

Ashien

2. Select the + symbol in the green box

Last Name
BLAIR

Selleck

HENSLEY

i Q_Search Providers... ‘

at the top of the list on the left to o oseer el R
select all providers in the database 8 User Access

for the user to be linked to, or o .

individually by selecting the +tothe ™ B_“ S

left of each desired Provider name. (€9 24ves opeRATOR MD

3. Cl_|Ck Save (£ John Heart MD

Kari Selleck MD
n Ken Selleck DO
o Murial BECKER MD
o Sam Smith MD

IMPORTANT NOTE: if NO
providers are selected for the click miia  ons o proside
user (no providers are showing et S

the right pane), the user will have access

to ALL providers' orders. However, they

will not receive any email notifications of

status changes as they are not linked to

any specific providers.

AUTHNET PORTAL USER GUIDE_FeB2021

e Alex Baker MD
e Stefa KIDD DO

Providers showing in the right-hand
pane are the only providers the user
has access to I'n
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Resetting a User's Password

From the Users Editor, click on the gray button
just to the left of the username in order to reset

their password. Then enter the new password &R Users "1
and verify by entering it again and click Save. sers

Password reset
Q Search Users... button

Deactivating Users

1. Click on the Welcome Username link at the
top right of the portal

2. Select Users

3. Click the blue box with the X next to the @ CVMCs Ashien
name of the user(s) you'd like to deactivate -

4. Confirm the deactivation

User Name

Adding/Editing Locations

1. Click on the Welcome

Username link at the top Edit Location
rlght Of the portal' to Open e DIAGNOSTIC CENTER n (602) 867-5309
the dropdown menu ) Inemonic dr‘:::(u:,:,’noﬁ::of SS 1221 N. Center Street
2. Select Locations to see a list - Place of Service
. . w. 1164495255 types - select one
for the location
of the Locations entered in iy, [ - 5% [rmse
the database s l J—
3. To Edit an existing Location
. K Place of Service ' Independent Laboratory @ 1P 85711
- click on the green edit 3 e
button to the left of the
Location Name € Aoortion L i Al - select
. . cupuncture iagnostic X-Ra: O prionat=selec
4. To Add a Locatlon - Cl'ICk the g:dju:ct\vte Dental Services g I*D/IRIg/CA':' S:a: ' m] ?::T:clgtbi::e“t Lo
New Location button at the € Aicoholsm
top B Allergy Test
5. Enter the Required fields n Ambulatory Service Center Facility

(those with a red asterisk)
and click Save.

Note: You may select multiple Benefit Service Types from the left side pane. Any Assigned Service Types you
see on the right side of the editor will appear in the Insurance Card editor on the auth. You may also select a
Default type which will become the top benefit type for that location when viewed on the auth in the portal.
The others will also be available, but not be the top/default benefit visible but can be toggled to.
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Adding/Editing Providers

Click on the Welcome Username link at the top right of the portal

Select Providers to see a list of the Providers entered in the database

To Edit an existing Provider - click on the green edit button to the left of the Provider name
To Add a Provider - click on the Add Provider button

Select "Rendering Provider”, select a specialty, and enter the other required fields (those with
a red asterisk)

Click Save

o~

o

Epic Primary Care  Welcome kbarker~ ® LogOut

o Required Fields *

ProviderType  Rendering Provider 4 © Individual ~ Organization

Specialty | Family Practice ak\ Credentials *

Mnemonic NPI*
First Name * Email

Middle Name Phone

Last Name * Fax

Cancel

Adding/Editing Insurance Carriers

1. Click on the Welcome Username link at the top right of the portal to open the dropdown
menu

2. Select Insurances to see a list of the default insurances in the database (at last count over
4,400 entries)
Note: you may search for the insurance carriers in the search bar at the top. A good practice is to
start your search with the most uncommon word in the insurance name. i.e. when looking for
Blue Cross Blue Shield of North Carolina, if you search for the word ‘north” first, instead of Blue,
etc. it will be faster. There are many ‘blue’ entries in the list and not as many ‘north's etc.

3. To Edit an existing Insurance Carrier - click on the green edit button to the left of the
insurance entry

4. To Add an Insurance Carrier - click on the New Insurance button at the top

5. The New Insurance editor only has one required field - Name. However, it will be very helpful
if you can include the phone number, and address if known.
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Creating/Editing CodeSets

An AuthNet CodeSet is a grouping of ICD-10 and CPT codes you may frequently use in your
practice. You have the ability to create the CodeSet with a descriptive name and save all the
desired codes together so they can be brought onto the auth request with one selection. This is
much quicker than having to select each ICD-10 code and CPT code individually. The steps to do
this are as follows:

ﬁ CodeSets 7/ New CodeSet
o Required Fields *
CodeSet Name * venous E— Name your CodeSet
o-
CodeSet Description Ablation & Varithena G Optional - add a description of the code
grouping
Va
IcD Q Search ICDs... <@m=— search for your ICD-10 codes and select them Add
CPT Q, Search CPTs... @mm=— search for your CPT codes and select them Add
Type Code Description
a ICD 183.811 Varicose veins of right lower ex.. The codes you've
a ICD 183.812 Varicose veins of Left lower ext.. selected will appear in
the lower pane and will
a CPT 36465 njx noncmpnd sclrsnt 1 vein all be saved with the
a CPT 36475 Endovenous rf 1st vein / CodeSet Name you've
created
1togof4 First Previous Pagei1of1 Next Last

1. Click on the Welcome Username link at the top right of the portal to open the dropdown
menu and select CodeSets

2. To Create a new CodeSet - click on the New CodeSet button at the top

3. Enter a CodeSet Name - this is required

4. Enter a CodeSet Description - this is not required, and can be a description of the grouping of
codes

5. Search for and select each ICD-10 code you would like saved with the set

6. Search for and select each CPT code you would like saved with the set
Note: you may select and save many codes in a CodeSet

7. To Edit an existing CodeSet - click on the green edit button to the left of the CodeSet to open
in edit mode.
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Using CodeSets

AuthNet ID: FMC7224 Patient: WIGGINS, Conchita Status:
@ Name ROSY HUFF SSN XXX-XX-XXXX

Gender Female DOB 4/7/1947
o Relationship To Patient 00 - Self

Y ¥ CodeSet”

/ Search for the CodeSet you wish to select
| venou € l Add

1. On the Prior Authorization N onous
request editor - type the S
name of the CodeSet you
wish to access into the
search bar (just above the
ICD-10 search bar) and select bigiHaushcSim
it when it appears in order to
populate your prior
authorization with all the —
codes saved with the

CodeSet

@ Click on the dropdown box to select

Lrorer Icw coue or escription [s

Code Description

Q Enter CPT Code or Description

Code Description ‘ DOS(mm/dd/yyyy)

No Rows To Show
9 ¥ CodeSet”
Q, Search CodeSets Add
o ik G 2. Then delete any codes
O Enter ICD Code or Description = from the aUth that are nOt

needed by clicking on the
PE— delete button to the left of

a #1 183811 Varicose veins of right lower extremity with pain

#2 183812 Varicose veins of left lower extremity with pain the |nd|V|dua|. COde label
n\ They will return the next time

You may detach any individual codes by clicking on the X you se[ect th|5 CodeSet' but
they will not save with this
auth request

Then save the auth request as usual

¥ CPT Codes/Charges *

Q

Q Enter CPT Code or Descrjp#fn

3. Finish and save the auth
request as usual

Description | DOS(mm/dd/yyyy)
u 36475  Endovenous rf 1st vein Off Campus-Outpatient
n 36465  njx noncmpnd sclrsnt 1 vein Off Campus-Outpatient
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Frequently Asked Questions

| just created an auth request but | don't see it in the
dashboard. Where did it
go? @ AuthNet

Check your Incomplete tab and see if it is *s)]  Dashboard
there. If there is any required information
missing when you hit the Save button, it will
be in Incomplete status until the rest of the o=
information is entered.

i QG erenr— Your Incomplete auths will be here |

O Requested Date O Scheduled Date @ Last Modified Date

From Date MM/DD/YYYY i From1

AuthNet ID Status Patien

Can | request a change to Ba 4 v e—— =
an auth that has already &l Pacsozos  Updated =l

been processed?

Yes, you can. Just open the auth request in Edit mode and enter a comment in the Notes section
describing what you need. Then change the auth status to Updated to alert the AuthNet team
that you have made a change that needs to be addressed.

What if | need an auth processed more quickly than usual?

Select the Expedite button
in the Order Details. It will
shorten the processing ™ Order Details

time for first touch to 24 FollowUpDate: | MM/DD/YYYY @
hours. Of course, if you're
doing this on a Friday
afternoon, it will not be OrderType:  Standard B

addressed until Monday at
the earliest. Submissions .

Seﬂt after 3:00 pm EST \X/lu Note: Enter note here.

not be received for

processing until the
following business day.

Status: Updated v
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How can | create an additional auth request for an existing

patient?

At the top of your Dashboard, click on the New Authorization button. In the Patient editor that
loads, search for your patient. If they are in the list, when you single click on them the portal will
generate a new authorization request for that existing patient.

i Knowledge Center ® Support  Epic Primary Ca
L]
Wh at If I do N 't wan t to AuthNet 72Hr Submission Guidelines:
Earliest Schedule Date for New/Updated O

arch for Patient O EXPEDITED @ All [J Auto Refresh

see my 1st - open drop down list here

2nd - click this box to

fin Ished/Completed auth /DD/vavelecaaz e Statuse ‘ BB
Approved: Partial x +25 .

.
requests in my
P Created By UnSelect All
d h b d ? 18/07/1979 Loftus, Karri 01/ Lifewise Health PL.
as oa r . 8/o7/1070  Selleck Kari o1/ ! 3rd - click this boXvedicare of Arizo..

18/07/1979  Selleck Kari 01/ [ PPS: Cancelled to de-select the  wedicare of Michi.

18/07/1979 Selleck, Kari 01/ PPS: Completed / completed 1 Access Medicare ..

. 18/07/1979 Selleck, Kari 01/ PPS: Not Scheduled orders Aetna - American..

In your dashboard, click on the B/o7/1578  Selleck Kari 0L/ g pps;pationt Cal Req Humana TRS Care

dropdown arrow to open the list of B/oi7i5e5 IGO0 7 o, send to scheduling Amerigroup New .

Statuses CI.iCk the Select All bOX at the 18/07/1979 Loftus, Karri 01/ Updated Medicare of Michi..
18/07/1979 Loftus, Karri 01/207210319 PM Breckinriage  Baker, Alex Humana

tOp. Then' deseleCt any Statuses you dO 18/07/1979  Selleck, Kari  01/04/21 08:01 A. MAIN OFFICE  Baker, Alex Medicare of Michi..
not wish to see. In this case, PPS: T R

Completed.

I'm searching for my patient’'s auth request in the dashboard
but | can't find them.

Be sure you clicked the Search for Patient selection if you are searching for the patient's name
and not the authorization ID number.

P pasnboard

o | thomas| ( [J search for Patient O EXPE
IO_-| O Requested Date O Scheduled Date @ Last Modified Date
From Date MM/DD/YYYY =] From To MM/DD/YYYY ] Select

AuthNet ID Patient Name Patient DOB  Created By Date Created

In order to search by patient
NAME you must tag this box
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I've already created
my patient’s auth
request and now |
need to change their

insurance information.

Open your patient's auth request in
Edit mode and scroll down to the
insurance card editor. The small
button to the top right of the card
that looks like a paper and pencil is
the edit button. Click on that
button to open the insurance card
in edit mode where you can
change their insured information,
member ID#, etc.

¥ Primary Insurance

Member ID

Deductible $
Out of Pocket $
Max Benefits $
Visits

Lifewise Health Plan of Washington

877-342-5258 opt. 4

Edit button

Policy

45652123 Effective Date MM/DD/YYYY

Coverage

Total Remaining
$ Copayment $

$ Co-Insurance

Insured

Name OLIVIA

Gender Female

v

Relationship To Patient

bos 08/07/1979 =]

[self

| edited my auth request and uploaded the needed
documents or changed the codes, but why hasn't it been

worked on yet?

Check to be sure that you changed the Status of the auth request to Client Action Completed. If
you have left it in a CAR status - our processing team doesn't know that you have addressed it
and that it is ready to be worked again. Once you have changed the status our processing team
will pick it up and resume working on it shortly.

Can | print the prior authorization request?

Yes, click on one of the two Export buttons - either at the very bottom of the auth request or on
the floating toolbar on the right in order to open another tab in your browser with the auth
summary where you can then print it. If the summary is not exported, check your browser
settings to be sure that you have allowed popups in the AuthNet portal.

x a(@)e]

t team, please process directly

Export Button

AUTHNET PORTAL USER GUIDE_FeB2021

Export button at

the very bottom
of the auth \

Cancel ' Export '
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—Xpanded Chrome
Browser Directions

Allowing popups for the AuthNet website - while logged into your AuthNet user click on
the Settings link for Chrome and then scroll down to click on Advanced.

Add a new page
scroll all the way to the bottom of the Chrome
Dt ' TR — Settings editor to click on 'Advanced’

Gmail Images/ ::% e /
click on the dots

to open Chrome
Settings

Then, under the Privacy and security header, click on Site Settings and scroll down and click on
Pop-ups and redirects.

Q_  Search settings

& Site Settings @
4 Pop-ups and redirects Q Search
Al sites s
View permissions and data stored across sites
Blocked (recommended)
Permissions
Block Add
® Cookies y .
Allow sites o save and read cookie data click on the dots to
Locaton Nojsites'added open editors to allow
9 ek before accessing d popups for AuthNet
m Camera N Allow Add
Ask before accessing
et \ H
o Microphor , @ auth-net.com :
¥ Ask before accessin 9
(1 https://admin.auth-netportal.com:443 »
o Notifications
* Ask before sending
(4 https://secure.auth-netportal.com:443 »
¢y Javascript .
Allowed
(1 https://secure.auth-netportal.com »
Flash
B st o
(4 secure.auth-netportal.com
Images
]

Show all

Pop-ups and redirects
Blocked

@

You will need to unblock our site in order to view the additionally opened tabs for scanned in
documents and exported summaries. If you are not able to open scanned documents to the
authorizations or export a summary of an authorization Chrome is blocking the AuthNet portal
from opening that additional (pop-up) tab.
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Having trouble loading the AuthNet Portal? - updates to websites will
occasionally cause problems due to the ‘cached’ images that browsers store in order to
speed the loading of web pages. If you experience any issues with the AuthNet Portal when
using Chrome please follow these steps to clear your cache:

1. Open Chrome and at the top right of the browser either click More or the little dots
under your name (depending on the version of Chrome you are using)

1ac+print+screen&aqs=chrome.2.69i57j015.4598j0j7&sourceid=chrome&ie=UT.. ® ¥ s O
bl E Zoho Home f‘ ADMIN Portal 4 CLIENT Portal 5 # New Tab 8T
1. Settings New Window 3N

!, Q New Incognito Window QRN
History >
Settings Tools Downloads gl
Bookmarks >
2. More Tools
Zoom - 100% +
ireen Shot on a Mac
g Command + Shift + 3 Print... #P
1o g v e 1 i Cast.
iad 3F
: Save Page As... ®S >
[
Create Shortcut... it Cut Copy | Paste
1f{e Clear Browsing Data... CrE Settings 8,
Extensions Help 4
Task Manager
Developer Tools 32l 3. Clear Browsing Data

2. In the Drop-Down menu click More Tools - Clear Browsing Data

In the Pop Up menu select the time range

Leave the Browsing History box cleared, and check the box for Cookies and other
site data and Cached images and files

Eal o

Clear browsing data

Basic Advanced

Timerange Last4 weeks -

Browsing history

This should clear the outdated stored images of the
T e . eck Cached Images portal and clear the way for the portal to load correctly

Download history d fil
None and files . . .
. . with the new information.
Cookies an site data
Fro ites (you won't be signed out of your Google Account)
. ached images and files
22MB

[ Passvords and othersignin data click Clear Data

2 passwords (synced)
—  Autofill form data \

Cancel Clear data

O 0O O

<]
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