Entering Authorizations and Requests
In CCAH Provider Portal
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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
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the search result page.
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> Mot From the Notes box on
the right side of the
* Diagnosis screen. Click on ‘Add
Notes'
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Enter Note Type as "Web Note' for new requests. To manage existing requests, choose one of the other
note types.
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You (and the nurse) will see the note in the Episode screen.

*  Mote Add Motes  View Episode Motes

Username : Sheridan, Elizaheth testing
Title :

Hote Type : Web Mote

Source : Episaode Mate
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Adding a Diagnosis to a Submitted Request
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The episode screen will open. From the
— Diagnosis box on the right side of the
- screen. Click on ‘Add Diagnosis’
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itis, Without Perforation OrAbscess

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
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[0 0 k.35 200--Acute Appendicitis With Generalized Peritonitis, Without Perforation OrAbscess
(010 AA0.0--Sepsis Due To Streptococous, Group A



Adding a Document to a Submitted Request
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The episode screen will open. From the Document box on the right side of the
screen. Click on ‘Add Document’
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Add Document

Document Tile *

Enter Document Title and
: Type. Click Browse to open to
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Add Document Confirm that the
document is now

ROCUMRTETING™" ishe showing next to

DocumentTyse | cymeal Record Browse. Click Save to
attach document and
return to the Episode
screen where you can
confirm the document
has been added to the
Document Received Date * 400409094 episode.

Docurnent Description

Select Document * — Document (1).pdf

Document Received Time * 0

¥ Documents
} Episoides View Member Wiew
Hame Type Document Recerned Date Date Added

L3 labs Clinical Record 0452452024 20:22:00 0452472024 20:29:48




For Further Assistance

Please reach out for questions - if we are unavailable by phone then we
can be reached by email:

Utilization Management (UM) - Ph: 831-430-5506,

email: listauthcoordinators@ccah-alliance.org

Non-emergency Medical Transportation (NEMT) - Ph: 831-430-5640,
email: listhemtauthorizations@ccah-alliance.org

Enhanced Care Management/Community Supports -

email: listecmauthorizations@ccah-alliance.org (change requests or
questions on specific authorizations) or listecmteam@ccah-alliance.org (all
other questions such as program questions, claims questions, capacity
updates, etc.)
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