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ProAuth Reference Guide 
for Post Acute-

Authorization Extension 
Request: 

Home Health Care 
 

Follow the steps below to enter an electronic prior authorization into Security Health Plan’s computer 
system, ProAuth system.. 

 
1. Log into the Provider Portal. 
2. Select   from the top of the page. 
3. Search for member by using the First name, Last name and DOB or Subscriber, Member, 

Medicare or Medicaid #. 
 

4. Click . 

5. Click . 
6. To view pending authorizations, 

7. To create a new authorization, click . 
8. Select authorization type; Medical referral, Medical admission, or Pharmacy. 

 
9. Click . 

 
10.  Click on Dasboard 

 
a. Input members ID or authorization number 
b. Clear the date of service from date 
c. Click filter 
d. Highlight the row that you want to extend the authorization 
e. Click extend 
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11. Extend Inpatient Authorization section 
a. Serval field will automatically populate 
b. Input the Place of Service 
c. Requested Units 
d. Start and End Date 
e. Click next 

 

 
 
 
 
 
This information should appear: 
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Note: In the top right it will indicate what is required: add note, add attachment or clinical criteria 

 

 

 

 

 
12. Click  in upper right hand corner of the screen. 

i. Fill out these sections 
• Requested for 
• Initial or Concurrent 

*** If for concurrent request the signed POC should be submitted 
• Diagnosis 
• PHM (past medical history) 
• Clinical notes 
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• Criteria Met 
• Notes- document member’s safe discharge plan 
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13. Click  in upper right hand corner of screen. 
i. Browse for file, select the file, and click  or double click to load file. 
ii. Select Document Type. 
iii. Click . Document will appear as an Attached File. Add additional documents if 

needed. 
iv. Click . 

14. Note: Uploaded documents must be one of the following formats: pdf, doc, docx, jpg, or jpeg. 
15. Note: Maximum upload is 25MB 

16. Click  in upper right hand corner of screen 
i. Select the appropriate clinical criteria for the review 
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i. Click  to begin the review 
 
                     Cpt codes that drive the IQ reviews 
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ii. Click on the appropriate criteria that member meets based on clinical assessment. 
 
 
 
 
 

iii. Click on  to view the overall review entered. 
 
 
 
 

iv. Click on  once the review has been completed 
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v. A secondary box will appear to confirm the review has been completed. Click on 
Complete Review to submit the review. 

 
 

 
 
 
 
 
If this box appears: 

i. This is an indication there the diagnosis that was submitted in not in the IQ subset. 
ii. Click ok 
iii. Click anywhere on the screen to continue with the submission 
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17. Complete the admission details: Admission type, place of service, level of urgency, requesting 
provider and contact information of who is submitting the request. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

a. Click on  to submit this authorization request to Security Health Plan. 
 

18. A pop up box will appear to confirm all information submitted is accurate and true. (must answer 
yes or no) 
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19. Give you an overview of what was submitted 
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20. Once submitted authorization status will appear: 
 

 
 
 
 
 
 

 
 
 

21. Provider can click “return to Dashbaord to look at the entire authorization for status of extension: 
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