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External Providers - Requesting a Referral 

What is a Referral? 

• A referral is a request for an office visit.  Requests for outpatient services such as 
MRI, DME, procedures, physician administered drugs, etc. are requested as outpatient 
services.  Only requests for office visit (consultation and follow up visits) are requested 
as referrals. 

• A PCP initiates the initial request for a consultation or consultation with follow up 
visits. 

• Additional follow up visits for continuing care may be requested by the Specialist if 
the provider has access to make requests through the portal or the specialist may ask 
the PCP to request additional follow up visits. 

• A specialist may request member to be seen by another specialist. 

• Through Jiva (online auth and referral request platform), you may request a PCP 
referral, OON referral, or a Specialist to Specialist Referral. 
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Provider Portal – Working in Jiva 

Submitting a Referral 

• Select “New Request” from the Menu 

3 

You must use Subscriber ID as the Member ID. Click Search. 
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Provider Portal – Working in Jiva 

Submitting a Referral 

• Member Populates, 

• Select Add Request 

• Choose type of request – a referral is an Outpatient Request 
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Provider Portal – Working in Jiva 

Submitting a Referral 

• 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 outpatient. 
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Provider Portal – Working in Jiva 

Submitting a Referral 

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

Submitting a Referral 

In Jiva, mandatory fields have a *. Enter Request Type and Reason for Request. 
In the dropdown you may choose OON Referral, PCP Referral, or Specialist to Specialist Referral. 
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If the PCP is requesting an initial consultation, consultation with follow up visits, or just 
follow up visits for continuing care, choose PCP Referral. 
If a specialist is requesting follow up visits for continuing care, or making a request for 
an initial consult/follow up with a different specialist, choose Specialist to Specialist 
Referral 



Provider Portal – Working in Jiva 

Submitting a Referral 

If you change the Request Priority from Routine to Urgent, you MUST enter a note explaining 
why your request is urgent. 
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Provider Portal – Requesting a Referral 

For Outpatient requests, the Service Type, Code Type and Service Code are also 
required. Referrals require code type CUS (for Custom). If it is a CUS Code Type, you will 
need to enter the first few letters of the code to get dropdown choices. 

Custom codes for referrals include CON to bring up choice of ConsultVisit or 
ConsultvVsit with FollowupVisit and FOL to bring up Follow Up Visit only for continuing 
care. 
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Provider Portal – Requesting a Referral 

Continue as previously instructed to: 
• Add diagnosis 
• Attach providers 
• Upload a document (if required) 
• Complete Provider Contact Information 
• Add a note (if required). 

When you have completed the submission, click the green Submit button to submit. 
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