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Manual Paper Process For Prior Authorization 
 

Provider 

Fax Mail Mail is received 
twice a day. 

 

ePA Phone 

Continued 
on A 

Continued 
on A 

Continued 
on B 

Continued 
on C 

ePA 
Rehab 

Continued 
on H 

DHH may initiate a 
request from provider 
or expedite a request 
already in process via 

mail, fax, email or 
phone 

 

Manual Paper Process For Prior Authorization: Legend 

 
Call Out 

Fax, Mail, 
Phone or ePA 

Process 

Start or End, 
Process User, or 
Entity 
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A 

Authorizations are sent 
for duplication check 

N 

Nurse verifies if 
PA is a duplicate 
and performs 
medical 
review/decision.  
If physician, they 
only perform 
medical review 
decision 

Y 

Research written on 
the paper 
authorization and sent 
to nurse/physician for 
medical 
review/decision 

Y N 

Continued 
on D 

Continued 
on E 

The requests are sorted by PA 
Type, screened by the mail clerk 
and stamped with the date of 
receipt. If information is missing 
it is returned to the provider with 
a form indicating information 
that is needed. 
A PA number is assigned at this 
time. 

Tagged with 
YJJJ5BBBB 

Y = Year 
JJJ = Julian Date 

5 = Document sent 
    

     

Data entry person 
keys authorization into 
PAUA.  Authorization 
is given a “Review” 
status 

In some cases, PA’s are 
handed off to physician and 

not a nurse (i.e. home 
health, PCS, PA type 99).  

Duplicate validation is 
performed by PA staff prior 

to receipt by physician.  
These are not handed back 
to a nurse but continue on D 

and E 
First duplication check 
before handing off to 

nurse. 

Manual Paper Process For Prior Authorization 
Mail and Fax 

 

PA may auto deny at 
this point.  If so, letter is 

auto-generated that 
night and sent to 

provider, recipient and 
case manager (if 

applicable). 

Continued 
on A(a) 

Continued 
on A(b) 

A(a) A(b) 

All returned requests 
are logged on the date 

of return. 

Is the request a “Chisholm Class 
Member” (CCM) request 

N 
Y Continued 

on I 
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Manual Paper Process For Prior Authorization 
ePA 

 
Data Entry Operators 
check the ePA Batch 
Processing Web 
application for PA 
Requests with 
Attachments to see if 
any new ePA requests 
h  b  i iti t d  
 
 ePA requests with 
attachments are added 
to PAUA.  If it clears the 
edits, the result is a 
“review” status 

 

Mail Clerk prints PA 
from ePA In Process 
Queue for duplication 
check 

 

 N 

Nurse verifies if 
PA is a duplicate 
and performs 
medical 
review/decision.  
If physician, they 
only perform 
medical review 
decision 
 

 Y 

 Research written on 
the paper 
authorization and sent 
to nurse/physician for 
medical 
review/decision 

Y N 

DContinu
ed on D 

EContinue
d on E 

nurse will hand off 
authorization to a physician 
for this step.  When finished, 
physician will hand back to 

nurse. 

PA may auto deny at 
this point.  If so, letter is 

auto-generated that 
night and sent to 

provider, recipient and 
case manager (if 

applicable). 

Authorization numbers are 
assigned when the PA and 

it’s attachments are merged. 

Is the request a 
“CCM” 

 
 N 

 Y 

 Continued 
on I 

Mail clerk prints PA 
request 
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Manual Paper Process For Prior Authorization 
ePA Rehab 

 HB 

 
Data Entry Operators 
check the ePA Batch 
Processing Web 
application for PA 
Requests with 
Attachments to see if 
any new ePA requests 
have been initiated. 

 
ePA requests with 
attachments, including 
CCM, are added to 
CICS.  If it clears the 
edits, the result is a 
“review” status 

 

 

Nurse uses “In 
Process Queue”, 
which includes 
CCM, to review 
documents, 
perform 
duplication 
check and 
update CICS 

  Y N

Continued 
on 

 Continued 
on 

 

In some cases the nurse 
will hand off authorization 

to a physician for this 
step.  When finished, 

physician will hand back 
to nurse.In some cases the 

PA may auto deny at this 
point.  If so, letter is auto-
generated that night and 
sent to provider, recipient 

and case manager (if 
applicable). 

Authorization numbers are 
assigned when the PA and 

it’s attachments are merged. 
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Manual Paper Process For Prior Authorization 
Mail, Fax, ePA and ePA Rehab 

 

D 

Price Clerk writes 
reimbursement 
amount for 
authorization PA 

Mainframe updates are downloaded to the 
servers nightly. Keyed off entries will have 
MMIS letters generated and sent out to 
the providers, recipients and case 
managers (if one is on file).  Paper 
authorizations are warehoused. 

Authorization is 
denied and reason 
is written on PA 

E 

Data Entry person 
keys off 
authorization 
decision 

Not the same 
person who 

originally keyed in 
authorization into 

CICS 
 

Home Health, PCS, 
Rehab, etc. do not 

need pricing so 
these bypass this 

step. 
 

All PA types receive 
approval letters except 

PA type 07 (Air 
Ambulance) 
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Manual Paper Process For Prior Authorization 
Phone 

 

C 
Process here is 

between a provider, 
PA Telephone Rep 
and a review nurse 

 
PA Telephone Rep 
writes down 
information from the 
provider on a PA01 
form. 

PA Telephone Rep 
performs duplication 
check 

Nurse performs 
medical 
review/decision 

Research written on 
the paper 
authorization and sent 
to nurse for medical 
review/decision 

Y N 

Continued 
on F 

Continued 
on G 

In some cases the nurse 
will hand off authorization 

to a physician for this 
step.  When finished, 

physician will hand back 
to nurse. 
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I Process here is 
nurse only 

 

Approval for this request 

Nurse performs 
duplicate validation 
and medical review 
process. 

N Y 

“PAL” 
Continued 
on K 

Continued 
on J 

Manual Paper Process For Prior Authorization 
Chisholm 

 

N 

“Denied” 
Continued 
on L 

Manual Paper Process For Prior Authorization 
Phone 

 

F 

PA Telephone Agent 
or Pricing staff 
assigns 
reimbursement 
amount for 
authorization to be 
entered into CICS  

Authorization is 
denied and reason 
is written on PA. 

G 

PA Telephone 
Agent enters 
authorization into 
PAUA-1 (PAUA-5 
for hardcopy). PA 
number auto 
assigned by system  

Mainframe updates are downloaded to the 
servers nightly. Keyed off entries will have 
MMIS letters generated and sent out to 
the providers, recipients and case 
managers (if one is on file).  Paper 
authorizations are warehoused. 

All PA types receive 
approval letters except 

PA type 07 (Air 
Ambulance) 

If the request is 
Chisholm the phone 
agent handles the 

contacts and performs 
the PAL process. 

If the phone agent 
cannot get the 

information the request 
is given a hardcopy 

number (media code 5) 
and handed off to PAL 
to begin the process. 
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J 

Nurse enters results on 
CICS using PAUC 
transactions.  Nurse 
assigns reimbursement 
amount for 
authorization to be 
entered into CICS  

If additional 
information is 
needed prior to 
issuing a denial, 
Nurse sends the 
request to PAL (Prior 
Authorization 
Liaison).  PAL 
process begins  

K 

Nurse keys off 
request authorization 

Mainframe updates are downloaded to the 
servers nightly. Keyed off entries will have 
MMIS letters generated and sent out to the 
providers, recipients and case managers (if 
one is on file).  Paper authorizations are 
warehoused 

Manual Paper Process For Prior Authorization 
Chisholm 

 

L 

Nurse keys off 
request with free 
form message 

PAL process begins 

Once PAL process is 
complete request is 

handed back to nurse 
for medical 

review/decision 
 

approve/deny 

 

  Y N 

Continued 
on J 

 Continued 
on L 

Certain codes are not 
referred to PAL so 

nurse can deny 
 

All PA types receive 
approval letters except 

PA type 07 (Air 
Ambulance) 


