
Modifying Requests 
Jiva Training Manual 

Entering Authorizations  and Requests 
in CCAH Provider Portal 



Provider Portal –Working in Jiva 

Modifying a Saved Request (Not yet Submitted- Draft) 

Requests that have been saved without submitting are in draft status and cannot be worked on by the 
Alliance.  Access saved requests to complete and submit. Click on the pending submission bar in the 
Work in Progress Widget to work on a saved request. 
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Provider Portal –Working in Jiva 

Modifying a Saved Request (Not yet Submitted) 

Click on the gear icon next to the episode you wish to edit. Then, click ‘edit request’. 
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Provider Portal –Working in Jiva 

Modifying a Saved Request 
Make the necessary changes and once completed, click submit If needed, you may choose to save as 
draft to save and complete changes later. If you choose ‘Delete’, you will get a message that the 
request was deleted.  Keep in mind that you can only delete draft requests (episodes that have not 
been submitted). 
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Adding a Note to a Submitted Request 

From either My Requests Widget or 
by choosing the Search Request in 
the Menu dropdown, navigate to 
the search result page. 

From the settings icon next to 
the correct request, choose 
‘Open’ 



The Episode screen will 
open. 

From the Notes box on 
the right side of the 
screen. Click on ‘Add 
Notes’ 



Enter Note Type as ‘Web Note’ for new requests. To manage existing requests, choose one of the other 
note types. 



You (and the nurse) will see the note in the Episode screen. 



Adding a Diagnosis to a Submitted Request 

From either My Requests Widget or 
Search Request in the Menu 
dropdown, navigate to the search 
result page. 

From the settings icon next to 
the correct request, choose 
‘Open’ 



The episode screen will open.  From the 
Diagnosis box on the right side of the 
screen. Click on ‘Add Diagnosis’ 

Enter the diagnosis and click the green ‘Done’ button. You will be returned to the Episode screen and 
can confirm that the Diagnosis has been added 



Adding a Document to a Submitted Request 

From either My Requests Widget or 
Search Request in the Menu 
dropdown, navigate to the search 
result page. 

From the settings icon next to 
the correct request, choose 
‘Open’ 



The episode screen will open.  From the Document box on the right side of the 
screen. Click on ‘Add Document’ 



Select the document you wish 
to add and click ‘Open’ to 
attach. 

Enter Document Title and 
Type.  Click Browse to open to 
your saved documents. 



Confirm that the 
document is now 
showing next to 
Browse. Click Save to 
attach document and 
return to the Episode 
screen where you can 
confirm the document 
has been added to the 
episode. 
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