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VIEWING EXISTING 
AUTHORIZATION 
REQUEST SUMMARY

• Authorization request details 
can be viewed for any PAR 
listed in the four 
Authorization Dashboard 
tabs: 

          Action Required
          Completed
          Submitted
          Drafts
• Click to choose the 

Authorization Dashboard tab 
then locate the request in 
the list. 

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



MEMBER 
BANNER

• The member banner is in the top left corner of 
the window and contains the member name, 
member ID#, DOB, case number, status, 
severity, and an authorization number if a 
determination has been applied to the 
request. 

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



SUMMARY TAB

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

• This page can be printed 
if needed (see Printing 
Summary Page).



NOTES & 
ATTACHMENTS TAB

• To view notes and attachments 
for the request, click on the Notes 
& Attachments tab.

• Notes are listed in most recent 
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 
attachments to a request.

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

• Click on ADD ATTACHMENT to 
begin the attachment process.



• 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.

ATTACHMENTS



• The uploaded file will be 
listed in the Attachments 
Line of the Notes and 
Attachments window. 

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

• Any new notes or 
attachments will be listed 
on the Notes and 
Attachments tab.

ATTACHMENTS



LETTERS TAB

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

• Letters are generated by the Clinical Reviewer and 
are populated automatically from eQSuite to the 
Provider Portal. 

• Letter types include Approvals, Denials and 
Discharges.



• To view a letter, click the Letters tab. 
• In the list, click on the letter name 

to open the letter in a PDF window. 
• To print the letter to a local desktop 

printer, click the Printer icon at the 
top right of the PDF window. 

• 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. 

• To close the PDF viewing window, 
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.



CREATE FAX 
COVER SHEET

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

• 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.



• 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 
preloaded with provider 
information; enter changes 
or additions as necessary 
and then click CREATE.



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

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

• 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.



1 6  |  O K L A H O M A  H E A L T H  C A R E  A U T H O R I T Y

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



PRINT FROM 
THE ACTIONS 
ICON

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



• In the pop-out window, 
select the printer 
destination and click the 
Print icon. 

• This will print the 
summary page to the 
user’s local desktop 
printer.



PRINT FROM THE 
FINALIZE TAB

• After entering and submitting 
a new authorization request 
users can print the 
authorization request 
summary. 

• On the Finalize tab, click the 
Print icon at the top right of the 
page.



• In the pop-out 
window, select the 
printer destination and 
click the Print icon. 

• This will print the 
summary page to the 
user’s local desktop 
printer.



NEW REQUESTS USING A 
PREVIOUS PATIENT’S 
AUTHORIZATION 
REQUEST

• Users can create new 
authorization requests for a 
returning patient using 
information on a previous 
request in the Completed 
dashboard.

• Click the Actions Icon at the top 
right of the request summary. 

• Select Create New Request 
from the menu options.



• 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.).



EXTENSION REQUESTS

• Extensions can be requested for 
any Completed authorization 
request that has been approved or 
denied.

• From the request’s Summary page, 
click the ACTIONS icon and select 
Request Extension from the menu 
options.



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

• Locate the authorization request you 
wish to extend and click the + icon in 
the left Extend column.

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

• On the CLINICAL tab enter the 
Services Code to extend. Set the 
START date as the same date of the 
last authorization’s EXPIRATION date

• Continue with Attachment and Note.

EXTENSION REQUESTS



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.



• An attachment or a note is required to 
submit a cancellation request. 

• Click Choose File to add an attachment 
(document) from your local PC files. 

• Type a note in the Notes text field.

• Click Save & Continue to send the 
cancellation request to the assigned 
reviewer. 

• 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.

AUTHORIZATION 
CANCELLATION
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4345 N. Lincoln Blvd.
Oklahoma City, OK 73105

oklahoma.gov/ohca
mysoonercare.org

Agency: 405-522-6205
Helpline: 800-522-0114
BH  Press 6 then 2
Help Desk  Press 2 then 1

G E T  I N  T O U C H

eQSuite Care Coordination Provider Portal Access:
https://eqsuite-ok.acentra.com/ 

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