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VIEWING EXISTING

AUTHORIZATION
REQUEST SUMMARY

« Authorization request details
- E can be viewed for any PAR
listed in the four
Authorization Dashboard
tapbs: ,

, - Action Required

- v \ \ o — - Completed

- Submitted

- Drafts

» Click to choose the
Authorization Dashboard tab
then locate the request in

ALy

« Click anywhere on the line of
that request to open the
request details. IS




Rubble, Betty : .
1030557880 11/14/2022 11/16/2022
01/29/1969

« The member banner is in the top left corner of
M E M B E R the window and contains the member name,
memiber |ID#, DOB, case number, status,
severity, and an authorization number if a
BAN N E R determination has been applied to the
request.

- The authorization request’s request date,
procedure date, and case history list is locatad
at the top right of the member banner.



SUMMARY TAB

« The summary tab
displays a summarization
of all information entered rrg e
for the authorization
request to include the
requesting provider,
servicing provider, place
of service, diagnoses,
reg uested services, and a
determination if one has
been applied to this
request.

* This page can be printed
If needed (see Printing
Ssummary Page).




NOTES &
ATTACHMENTS TAB

Rubble, Betty T et Dt Preced e Tale
103055 7880 11/1472022 11/16/2022
01729/ 1969

« To view notes and attachments

I:I = for the request, click on the Notes
e & Attachments tab.
—_— « Notes are listed in most recent
[ e | order at the top of the widget.
| — | « Documents added to the request

as an attachment are listed under
the Attachment widget.



ADDING NOTES & ATTACHMENTS

« Users can add additional notes |
and/or documents as o s
attachments to a request.

« Click onthe ADD NOTES AND
ATTACHMENTS icon. In the pop-
out window, users can type a
note in the text field.

« Clickon ADD ATTACHMENT to
begin the attachment process.




ATTACHMENTS

To upload, after clicking the Add Notes
and Attachments icon, tap the Choose
File icon on the Add Attachment pop-

up window.

Select the local computer file by clicking
the file name and click Open.

Select the attachment type from the
drop-down list (attachment type is not
a required field and can be omitted or
skipped).

Click the OPEN icon.
Repeat for each file to attach.

Add Attachment

Add Attachment

FFFFFFFF




Attachments Discharge Summary.docx

ATTACHMENTS /

1>

* The uploaded file will be
lIsted In the Attachments cvca | soescommer |
Line of the Notes and
Attachments window. o

* Click Save and Continue
to save the attachment to
the authorization request.

« ANy Nnew notes or
attachments will be listed
on the Notes and
Attachments tab. | ”

Initial

Attachments




Test, Mister mequest Date Procedure Date
1024247372 08/25/2022 09/07/2022
05/24/1969

= —

» Letters associated with the authorization request
can be found under the Letters tab.

« Letters are generated by the Clinical Reviewer and

LETTE RS TAB are populated automatically from eQSuite to the

Provider Portal.

« Letter types include Approvals, Denials and
Discharges.



Test, Mister Request Date Procedure Date Initial
Members 1024247372 08/25/2022 09/07/2022

> 2002 S o o - Toview a letter, click the Letters tab.
* |Inthe list, click on the letter name
— — . to open the letter in a PDF window.
== | @ sbousblnk | N « To print the letter to a local desktop
== -+ w~a[c s sk porinter, click the Printer icon at the
rrro— S— I top right of the PDF window.

p === « To save a copy of this letter to the
local computer files, click the Arrow
or download icon at the top right of
the PDF window.

e * To close the PDF viewing window,
-—= e click the gray X at the right top
- corner of the window.




ACTIONS ICON

« The ACTIONS Icon includes a
nested menu which lists
available options based on the
status of the existing
authorization request (e.g., In
Progress, Completed, Denied).

« TO view the menu options for
the authorization request, click
the ACTIONS icon at the top
right of the authorization
request details page.

* The nested menu will display.

08/10/2022

Proca s Nate
roceqgure Late

08/15/2022




CREATE FAX
COVER SHEET

« Users can create a customized fax
cover sheet that contains a
member specific QR code.

e This QR code enables the eQSuite
system to automatically route and
attach the accompanying
document to the member's
authorization request from which
the fax cover sheet was created.

» Click the Actions icon and then
select Create Fax Cover Sheet from
the menu options.

P -t = =y
o uned Tk B b L L
neguest Late rocegure Uate

08/10/2022 08/15/2022

CREATE FAX COVER SHEET m

S -

REQUEST EXTENSION

REQUEST CANCELLATION

REQUEST RECONSIDERATION



* Enter the necessary To and
From information in the
Create Fax Cover Sheet
window, including phone
and fax numbers.

* The fax cover sheet form is
oreloaded with provider
information; enter changes
or additions as necessary

| — and then click CREATE.



FACSIMILE COVER SHEET

Pages ind. coversheet |4

CONFIDENTIALITY OF INFORMATION

10 armange for Mhe retum of Mo documents you have feceived

EEE
o

SAZ0ISAUUECEP 19157 1980A8X

This fax transmission i intended only for use of the INANIGUA! Of ently 10 which 1 s addressed and may COntain INformation that is
privileged and confidential If you e not the intended recipient, you are hereby notiied that any dissemination, detrbution, of
copying of this transmission is striclly prohdited. If you have received this ransmession in ermor, please notfy our office immedciately

e The Facsimile Cover Sheet will
open in a PDF window.

« Users can print the PDF to the
local printer by clicking the
orinter icon.

e The form can be saved to the
local computer files by clicking
the download arrow icon.

» Click the X at the top right of
the window to close. L,



PRINT SUMMARY PAGE

* The Summary Page contains information about the
authorization request and can be printed for the user'’s
records. The summary page can be printed in two ways:

- From the Actions icon
- From the Finalize tab



= 1 25 -‘,-oq . m ™ -
Seguest Date Srocedure Date

08/10/2022 08/15/2022

inmal

PRINT FROM
T H E ACTI O N S REQUEST EXTENSION
I CO N REQUEST CANCELLATION

Click the ACTIONS icon in the
request summary and select
Print Summary Page from
the menu options.



;:”( Provider Portal

Test, Mister
Member#: 1024247372
Date of 8irth: 05/24/1969

Case# 204882 Status: Certified in Total Type:

Authorization#: 180979

Severity. Standard

SUMAMARY NOTES & ATTAGHMENTS LETTERS

REQUEST DETAILS

Requesting Provider

Servicing Provider

Place of Service

Requested Dates

§72445N

S75891A

REQUESTED SERVICES

MDA Foctest e Com g Provide Dasrbowd

Request Date
Procedure Date
08/25/2022
09/07/2022
Initial

[=]

ROBERT EDELMAN
Urology
GROUP, PC MOUNT KISCO MEDICAL

90 S. Bradford Rd
Mount Kisco, NY 10549

22 ON CAMPUS-OUTPATIENT HOSP
09/07/2022 10 11/07/2022

Nondisp Fx Of Low Epiphy
(Separation) Of L Femr,
TThn(Primary Diagnosis)

Inj Oth Blood Vessels At Hip And Thi
Lev, Right Leg, Init

Print

Destination

Pages

Copies

Layout

Color

More settings

2 sheets of paper

PR HP7981AB (HP Officej] «

All v

1

Portrait v

Color v
v

* IN the pop-out window,
select the printer
destination and click the
Print icon.

* Thiswill print the
summary page to the
user's local desktop
printer.



PRINT FROM THE

FINALIZE TAB
 After entering and submitting o =)

a new authorization request
users can print the
authorization request
summary.

e On the Finalize tab, click the
Print icon at the top right of the

page.




$€ provider Portal
A/ ...'

Test, Mister

Member®: 1024247372

Date of 8irth: 05/24/1969

Case® 204882 Status: Certified in Total Type:

Authorization#: 180979

Severity. Standard

sunaasY NOTES & ATTACHMENTS

REQUEST DETA

Requesting Provider

Servicing Provider

Place of Service

Requested Dates

S72445N

S75891A

e e ee

Request Date
Procedure Date
08/25/2022
09/07/2022
Initial

| e

ROBERT EDELMAN

Urology

GROUP, PC MOUNT KISCO MEDICAL
90 S. Bradford Rd

Mount Kisco, NY 10549

22 ON CAMPUS-OUTPATIENT HOSP

09/07/2022 1o 11/07/2022

Nondisp Fx Of Low Epiphy
(Separation) Of L Femr,
TThn{Primary Diagnosis)

Inj Oth Blood Vesseis At Hip And Thi
Lev, Right Leg, Init

w2

Print

Destination

Pages

Copies

Layout

Color

More settings

2 sheets of paper
5 HP7981AB (HP Office]
All -
1
Portrait v
Color o
v

* [N the pop-out
window, select the
orinter destination and
click the Print icon.

* This will print the
summary page to the
user’s local desktop
orinter.



NEW REQUESTS USING A
PREVIOUS PATIENT'S

AUTHORIZATION | _
REQUEST G,

authorization requests for a PRANT SUMMARY PAGE
returning patient using ] R T RSt
information on a previous I—
requeSt inthe Completed REQUEST CANCELLATION

dashboard. .

» Click the Actions Icon at the top SAFE MODIF
right of the request summary.

« Select Create New Request
from the menu options.

« Users can create new e




e All information from the

previous request is copied onto
the new one in a draft.

 Update or change any
information that is different (i.e,
dates of service, diagnosis,
service codes etc.).

Request

ntial request



inhal

Reguest Date Procedure Date
EXTENSION REQU ESTS 08/10/2022 08/15/2022

Case History *

« Extensions can be requested for CREATE FAX COVER SHEET

any Completed authorization

PRINT SUMMARY PAGE
request that has been approved or -

« From the request's Summary page, REQUEST CANCELLATION
click the ACTIONS icon and select e
Request Extension from the menu TR il = s e PR
options. SAFE MOOIP



Provider Portal

Extend Case # Member Name Member Number Review Type Service Type Authorization #
EXT E N S | O N R E Q U E STS +] 204882 Test, Mister 1024247372 Initial 204882
+ 204658 Cooper, Minnie 1291897513 Initial 204658
+ 202144 Test, Mister 1024247372 Initial 202144

« Extension Requests can also be
initiated from the Completed tab.

Clinical

« Locate the authorization request you Enter dlinical information
wish to extend and click the +icon in -
the left Extend column.

Diagnoses™ Search for diagnoses...

« Update any relevant information on
the Request tab (e.g., Ordering or brimary  Diagnosis
Servicing Provider, level of care, etc). °

e On the CLINICAL tab enter the
Services Code to extend. Set the Services* 0129
START date as the same date of the
last authorization’s EXPIRATION date |
SEMI PRIVATE - 2 BED -

« Continue with Attachment and Note. PSYCHIATRIC 08/16/2025 for

F250 - Schizoaffective Disorder, Bipolar Type

0129 - ROOM & BOARD - SEMI PRIVATE - 2 BED - OTHER
ug/11/2025 ] 5 ! 'NIT\“"



REQUEST
CANCELLATION

« Authorization requests that are In
Progress or without a determination
entered, can be cancelled.

« Click ACTIONS at the top right of the
request summary.

« Select Request Cancellation from
the menu options.

- - -~
s 1ot Nizra o~ re -tz
ANEUUESL Lo -w‘:d./ < -'.,,.t

08/10/2022 08/15/2022

CREATE FAX COVER SHEET

PRINT SUMMARY PAGE

REQUEST EXTENSION

REQUEST CANCELLATION




AUTHORIZATION
CANCELLATION

* An attachment or a note is required to =
submit a cancellation request. Attachments} Choose FileNdq file chosen

* Click Choose File to add an attachment
(document) from your local PC files. Notes Please cancel this request

* Type a note in the Notes text field.

» Click Save & Continue to send the
cancellation request to the assigned

reviewer.
. ' . SAVE & CONTINUE
 The reviewer will cancel the request in

the back office of the eQSuites system.

« Cancelled requests will be filed under
the Completed tab with a Case Status as
Cancelled.



4345 N. Lincoln Blvd.
Oklahoma City, OK 73105 mysoonercare.org
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eQSuite Care Coordination Provider Portal Access:
https://eqsuite-ok.acentra.com/

GET IN TOUCH

oklahoma.gov/ohca Agency: 405-522-6205

Helpline: 800-522-0114
BH ¢ Press 6 then 2

Help Desk » Press 2 then T
000


https://eqsuite-ok.acentra.com/
https://eqsuite-ok.acentra.com/
https://eqsuite-ok.acentra.com/

	Slide 1: Care Coordination Provider Portal 
	Slide 2: Viewing Existing Authorization Request Summary & request action details
	Slide 3: Viewing existing authorization request summary
	Slide 4: Member banner
	Slide 5: Summary tab
	Slide 6: Notes & attachments tab
	Slide 7: Adding notes & attachments
	Slide 8
	Slide 9
	Slide 10: Letters tab
	Slide 11
	Slide 12: Actions icon
	Slide 13: Create fax cover sheet
	Slide 14
	Slide 15
	Slide 16: Print summary page
	Slide 17: Print from the actions ICON
	Slide 18
	Slide 19: Print FROM THE FINALIZE TAB
	Slide 20
	Slide 21: new requestS using a previous PATIENT’S authorization request
	Slide 22
	Slide 23: Extension REQUESTS
	Slide 24
	Slide 25: Request cancellation
	Slide 26
	Slide 27

