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This Quick Reference Guide (QRG) will provide an overview of the steps needed to search for and view 
preauthorizations on the Provider Portal. 
 

 
 

 
 
 
 
Let us look at the steps in detail for the process of searching for a viewing a preauthorization.  
 

 
 

Step 1: 

To search for a previously created preauthorization in the Provider portal: 

1. From the menu, click Preauthorization. 

2. From the dropdown list, select Search Preauthorization. 

 
 
 
 
 
 
 
 

Purpose: Search for and view a Preauthorization 
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Step 2: 

 

1. In the Preauthorization Requests screen, you can search for a 

previously created preauthorization by Reference ID, Member ID, 

Member Name, Requesting Provider Name, and Requesting Provider 

NPI. 
Note: For this example, we will use Reference ID. 

 
 
 

Step 3: 

To search by Reference ID:  

1. In the Search By field, select Reference ID. 

2. In the Reference ID field, enter the Reference ID. 

3. Click Search. 
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Step 4: 

1. The search results display. 

2. Click the Reference ID from the search result to view the 

Preauthorization details. 
Note: The status of the request can be Pending Decision, Denied, Fully Approved, Partially 

Approved, or Voided. Status definitions can be found in the bottom of the Preauthorization 

details page. 

 
 
 

Step 5: 

The Preauthorization Details page displays with the status and other details. 
Note: You can click Ask a Question to go to the Message Center to ask a question about 

your preauthorization request. 

1. If you need to add supporting documentation, click Add Supporting 

Documentation. 
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Step 6: 

1. Click  and locate your file.  

2. Click Upload. 

3. Once you have uploaded all supporting documents, click Done. 

 
 
 
 
 
 
 
  



 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Thank 
You 


