
 
 
 
 

1. Ensure to upload additional documentation for your authorization request. This is crucial for the 
timely process of the authorization. This may be done by dragging and dropping your files or 

selecting BROWSE to locate the necessary documents. If applicable, multiple documents may be 

uploaded at once. Compatible document formats include doc, docx, pdf, jpg, gif, bmp, and tiff. Max 

file size is 30 mb. 

2. If the wrong document has been uploaded, you may cancel by clicking REMOVE. 

3. Documents may also be faxed to support your authorization request. A fax cover sheet will be 

provided after you submit the authorization. *The cover sheet is specific to the patient and 
will include this particular authorization number, as well as this patient’s information. In 
addition, you need to fax separately each patient record with its individual cover sheet. 

4. Once all documents have been uploaded, click CONTINUE. 
 

                                                     
 

NOTE: If you choose to FAX the medical records, you must use the FAX cover page on the authorization details page by clicking the Download Fax 

Cover Sheet. This unique FAX cover page contains an important number linking the additional documents to the specific case. Do NOT substitute 

this unique cover page with another or your authorization may not be processed. 17 
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Upon submission, you will receive the following notification. Click View Auth Details to view the 

details of the authorization. Click Download Fax Cover Sheet to download a fax cover sheet if you 

choose to fax in medical records. Remember that each fax cover sheet is unique to the patient and 
unique to each referral so you must print a cover sheet for each referral. In addition, it’s required to 
fax separately each patient record with its individual cover sheet. 

You can also find a link to the fax cover sheet on the authorization details page. Your submitted 

authorization request will be displayed under Recently Submitted Referrals. 
 

 

 
 

NOTE: Recently Submitted Referrals section displays the 20 most recent authorization requests sorted by date. 
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