
Steps to add additional documentation to a PENDED authorization: 

1. Login to Provider Portal and click on the Authorizations link. 

 
2. Click on the Authorization Status/Submission link. 

 
3. Click on the PENDED link to list PENDED authorizations the last 7 days, 2 weeks, 1 month, or 1 year. 

 
4. Locate the authorization you want to add additional documentation to and click the View link. 

  

  



5. Click on the Edit button. 

  
6. If needed, edit the Contact information. 

  
7. Click on the Add Paperwork button. 

  

  



8.  Fill in Description and Report Type. Valid Report Types are DMO Authorization, Medical Record Attachment, 

and Nursing Notes. 

 
9.  Click on “Choose file to add” to add a document. 

 
10. Click on Delete button to delete recently added document. Click on Add Paperwork button to add additional 

documentation. Click Submit button to submit changes. 

  
11. Submitting 

  



12. Document added to the Attachments section of the authorization. 

 


