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Provider Portal- Entering SNF/LTC/Subacute Requests 

Log In 

From the Provider Portal, choose 
Jiva under Auths and Referrals 

Each time you log in, you 
will need to agree to the 

disclaimer 
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Provider Portal- Entering SNF/LTC/Subacute Requests 

The Dashboard 

Once logged in, you�will�‘land’ on your dashboard. Your dashboard provides you quick access to the 
episodes (requests) you have submitted. Always be sure to refresh the dashboard so you will know 

how many requests you have pending for the Alliance to review. 

3 



   

 
 

Provider Portal – Submitting a SNF/LTC Request 

• From the application banner on the top of your dashboard, select 
Menu 

• Select “New Request”�from the Menu�
• You must enter Subscriber ID (CCAH ID) as the Member ID 
• Click Search 
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Provider Portal – Working in Jiva 

Submitting a SNF/LTC Request 

• Member Populates, 

• Select Add Request 

• Choose Inpatient 

When searching for a member, you will be able to see different date ranges of 

coverage. Be sure to select the ‘Add Request’ drop down on the member with the 

appropriate date range to then review based on the member’s eligibility. 
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Provider Portal – Working in Jiva 

Submitting a Submitting a SNF/LTC Request 

• You can also add a request by clicking on the member’s name (blue hyperlink) which 
takes you to the MCV. Click on +Request and choose inpatient. 
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Provider Portal – Working in Jiva 

Submitting a SNF/LTC Request 

Either method will allow you to enter an inpatient request and the process is the same for both. 
Note: LTC and SNF requests are Inpatient episodes. 
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Provider Portal – Working in Jiva 

Submitting a SNF Request 

In Jiva, mandatory fields have a *. 

Enter Request Type and Reason for Request. 

Choose appropriate Request Type: 

• If member is in the bed, the type is Concurrent Review 

• If not yet arrived, the Request type is Pre-Service 
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Provider Portal – Working in Jiva 

Submitting a SNF Request 

Under Reason for Request, choose Skilled Nursing Facility 

Under Stay Request Service Type ,Choose Skilled Nursing Facility. 
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Provider Portal – Working in Jiva 

Submitting a SNF Request 

Under Date of Service/Actual Admit Date: Choose original admit date 
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Provider Portal – Working in Jiva 

Submitting a Long-Term Care (LTC), Subacute, ICF Request 

In Jiva, mandatory fields have a *. 

Enter Request Type and Reason for Request. Choose appropriate 

Request Type: 

• If date range of service is in the past (or this is a bed hold), choose Post-Service 

• If any part of the date range requested is in the future, choose Pre-Service 
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Provider Portal – Working in Jiva 

Submitting a Long-Term Care (LTC), Subacute, ICF Request 

Under Date of Service/Actual Admit Date: 

For LTC/subacute requests, Input the first date in the data range of 
the request for this field.  For example, If your date of service for 
review is 8/1/24-7/31/25, enter 8/1/24. For Short Term Rehab, this 
will be the facility admission date 
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Provider Portal – Working in Jiva 

Submitting a LTC, Subacute, ICF Request 

Under Reason for Request, choose Custodial Care 

Under Stay Request Service Type ,Choose Long Term Care or Subacute. 
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Provider Portal – Working in Jiva 

Service Request for LTC/Subacute 

Service Request are only required for LTC/Subacute and Bed Holds 

In the Service Request section, click on the blue Add Services. The Service Request section will open. 
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For Service Type, choose Long Term Care 



  
  

  
 

Provider Portal – Working in Jiva 

Service Request for LTC/Subacute 

For Code Type: 
• If prior to 2/1/2024 choose Revenue (and enter ACM code) 
• Otherwise, choose CUS (for Custom) 
For Service Code: 
Begin typing in code (see Essette Codes on chart) 
and choose appropriately (if you cannot find the code, choose xxx) 
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Provider Portal – Working in Jiva 

Service Request for LTC/Subacute 

Enter appropriate start date. 
The service request line will always default to 365 days regardless of what is being entered by the provider 
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Provider Portal – Working in Jiva 

Submitting a SNF/LTC Request 

You will also need to enter a diagnosis, Attach Providers, 

attach documentation, and enter a note before the request 

can be submitted. 

You are also able to view and print the auth (Episode 

Abstract). 

These instructions are included on the following slides for 

your convenience. 
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Provider Portal – Submitting a SNF/LTC Request 

Notice you can free-text search 

for a diagnosis in addition to 

simply entering the actual • Enter the Diagnosis or Diagnosis Code 
diagnosis code. 
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Provider Portal – Working in Jiva 

Submitting a SNF/LTC Request 

• What if you realize you entered the wrong diagnosis? Notice there is no action icon to change 
the diagnosis because there is only one diagnosis, so it is primary. You cannot delete a primary 
diagnosis. 

Simply go back and add the correct diagnosis and click on the star to make it the primary diagnosis 

Notice that you now have an action icon next to the incorrect diagnosis 

because it is no longer the primary diagnosis 14 



 
 

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. 

20 



 
 

 

Provider Portal – LTC/SNF/Acute Rehab Request 

Attaching Providers 

• In the attached providers screen, you must search by facility or practice NPI (or name– just 
NOT individual provider NPI or name). Choose an option from the resulting dropdown and 
click the blue ‘Search’. 
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Provider Portal – Submitting a SNF/LTC Request 

Attaching Providers 

• After clicking on the blue Search tab, the results will appear to the right. Choose Requesting 
from the dropdown under Provider Role 
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Provider Portal – Submitting a SNF/LTC Request 

Attaching Providers 

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. Repeat process and choose Servicing as 

Provider Role and click Multiple attach again. 
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Provider Portal – Submitting a SNF/LTC 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 SNF/LTC 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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Provider Portal – Submitting a SNF/LTC Request 

Attaching Documents 

You need to attach a document with relevant clinical information supporting the request being made on behalf of the member. Only 

one document can be attached upon submission, but you will be able to add additional documents after submitting the request 

(1) To upload supporting documents, enter document title and hit browse. (2) Double click on the document to 

upload and click ‘open’. 
1 

2 

(3) The uploaded document title is displayed 

next to the Browse button 
3 
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(instructions for adding additional documents included later in this document) 



Provider Portal – Submitting a SNF/LTC Request 

Submitting Provider Contact Information 

You need to provide contact information for the requesting provider, This includes: 

• The name of the person making request (or who the Alliance can call with questions) 

• The office phone and fax number of the contact person 

• The name of the treating or referring provider 

• (Optional) any additional contact information 

27 



 

   

 

   

 

   

Provider Portal – Submitting a SNF/LTC Request 

Adding a Note 

Choose Note Type ‘Web Note’, enter note details: 
Please indicate 

• the type of authorization that is being requested (bed hold, initial, reauthorization, short 

term rehab) 

• for LTC, Subacute and ICF requests add the date range that needs to be reviewed to ensure the 

Alliance is reviewing the correct dates. 

• Add any other information you would like to share with the Alliance.  

Click on green Submit. 
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Provider Portal – Submitting a SNF/LTC Request 

Submitting a SNF/LTC Request 
After submitting, the Request Details Page will be displayed. If the dates shown do NOT match what 
you entered, please double check to make sure you entered your notes with details on what you 
are requesting so we can make changes on our end once we review 
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Provider Portal – Submitting a SNF/LTC Request 

Submitting a SNF/LTC Request 

From the Request Details Page, you can click on Episode Abstract to review and print a pdf of the 

authorization or you can click on the ‘Authorization Type’ hyperlink (OP) to open the episode to add further documents. 
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   Provider Portal – Submitting a SNF/LTC Request 

Printing the Auth 

From the Episode Abstract, you may print a copy of the auth if you desire by choosing Episode Abstract 
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   Provider Portal – Submitting a SNF/LTC Request 

Printing an Auth 

Choose Printable view and then print the auth (episode abstract) 
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   Provider Portal – Submitting a SNF/LTC Request 

Reviewing a Request 

From the episode screen, you can review details such as status and Decision. In the example below, the status is 

‘Open’ and the decision is ‘Pending’ 
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Provider Portal – Submitting a SNF/LTC Request 

Adding Additional Documents 

You can also add additional documents from this screen to be sure the document is added to the specific episode. On 
the right side, slide down to the Documents widget and click on Add Document 

Note: Be sure to attach documents to the episode view, NOT the member view 
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Provider Portal – Submitting a SNF/LTC Request 

Adding Additional Documents 

The Add Document Screen will open. Enter a title for the document, choose Browse and add the document and then 
click the green Save button. 
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Provider Portal – Submitting a SNF/LTC Request 

Adding Documents 

You will be brought back to the episode screen where you can repeat the process to continue adding documents or 
close out of the screen by clicking the black box with white X 
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Provider Portal – Submitting a SNF/LTC Request 

Submitting Additional documents via Fax 

If you do not have access to upload a document and must fax it in, you will need to print the view episode abstract and fax to 831-430-5850. 

However, if the Alliance reviews the request prior to the fax being received, you may receive an incomplete notice. 
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Provider Portal – Submitting a SNF/LTC Request 

Search for an Authorization 

You may search for an authorization you requested to print or review: 

1) From your dashboard, navigate to My Requests . 

2) Click on the gear icon next to the episode (authorization) you wish to modify and choose View Episode Abstract 

1 2 
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Provider Portal – Submitting a SNF/LTC Request 

Search for an Authorization 

You may also search for any authorization on any member to print or review: 

1) From your dashboard, navigate to Menu and choose New Request. 

2) Enter Subscriber ID (CCAH Member ID) and click the blue Search 

3) Click on the Member’s Name to open their Member Overview 
4) From Episodes on right side of screen, click on gear icon of episode auth you 

wish to review/print and choose View Episode Abstract 
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Provider Portal – Submitting a SNF/LTC Request 

Modifying a submitted request to add notes and/or documents 

You may add documents and notes to submitted requests that are still open (meaning it has not yet been approved). 

1) From your dashboard, navigate to My Requests . 

2) Click on the gear icon next to the episode (request) you wish to modify and choose Open 

1 2 
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Provider Portal – Submitting a SNF/LTC Request 

Modifying a submitted request to add notes and/or documents 

1) From the right side of the Episode Screen, choose Add Notes to add a note 
(if this is a PCR, choose Note Type Change Request) 

2) From the right side of the Episode Screen, slide down to Document Section and choose Add 
Documents to add a document 

1 
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Provider Portal – Submitting a SNF/LTC Request 

Additional Information: 

For PCRs after episode is closed, meaning a decision has been approved, the 
request needs to be submitted via fax only. The portal does not have a way for 
PCR to be submitted for closed episodes. 

Jiva will not allow authorization requests to be submitted for members that are 
currently not eligible. Although a request could be for a past date range in 
which the member was eligible, the system will not allow you to submit the 
request. It needs to be faxed in. 
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Provider Portal –Submitting a SNF/LTC Request 

Checking status of a Request 
Jiva provides real-time request status. To find a list of all your requests and their status, you can locate the My 
Request widget on your dashboard which reflects the total number of open requests submitted by you. 

Click the blue text to open the complete listing of all requests submitted by the user. 

User can filter requests by type, status, and date. Requests can be sorted by auth type, member name, date, 

and status, 

After opening My Requests, open the settings icon at the left of the 

desired line item and select either “Open” to access the whole 

request, or “View Episode Abstract” to view or print an episode 
43Abstract (auth). 
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