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Provider Portal – Submitting a Request 

Attaching Providers 
• After entering a diagnosis, the next step in entering a request is to attach providers. Click  on 

the blue ‘Attach Providers’�tab. 

• Note: You must add a Requesting and Servicing Provider. When submitting an Inpatient 
request, the Requesting Provider is the same as the Admitting Provider. Although there may be 
other choices, you should only select a requesting and servicing provider. 
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Provider Portal – Submitting a Request 

Attaching Providers 

• In the attached providers screen, you must search by facility or practice name or NPI (NOT 
individual provider name or NPI).  Choose an option from the resulting dropdown and click the 
blue ‘Search’.  The results�will appear�to�the right.�
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Provider Portal – Submitting a Request 

Attaching Providers 

• Choose the type of provider from the Provider Role dropdown menu. Only choose either Requesting or 
Servicing as Provider Role. 
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Click the settings icon on the left of the provider 
you wish to attach. Because you must enter at 
least a Requesting and Servicing Provider, 
Choose Multiple Attach. 



 
 

  
     

      
 

Provider Portal – Submitting a Request 
Attaching Providers 

• Each Provider chosen in a “Multiple Attach” appears at the bottom�of the screen while you continue�
searching. If, before you�click the green ‘Attach’ button, you�want to remove a choice, you can 
remove the provider you added by mistake by clicking on the delete icon to remove. Once you are 
satisfied with your choices, click the green attach button to add.. 

• Please note that the providers are NOT attached until you hit the green Attach button. 
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Provider Portal – Submitting a Request 

Attaching Providers 

• If you wish to remove a provider you added by mistake after you have attached them, click on 
the delete icon.  You will get a pop up asking you if you are sure you want to delete. Click ok to 
delete 
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