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What is Electronic PA ?

Electronic PA Details

ïWeb-based solution for managing medical 

information 

ïAllows providers to submit PA requests over 

the Internet by providing online access to 

enter specific information needed for the 

memberôs medical necessity review to occur
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Value / Benefits of Electronic PA

Provider Benefits

ïAuthorization Requests - Requests, whether simple or 

complex, are contained in one simple, clean web page

ï Inpatient Admission NotificationsïInpatient admission and 

Extension Requests can all be submitted securely over the 

internet

ïClinical Submission - Collect clinical information and submit it 

with an Authorization by using document attachment feature

ïSecurity - Security framework was specifically designed to meet 

the rigorous requirements of the HIPAA security and privacy 

regulations
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Required Information

What is needed to successfully submit a PA?

ï Access to KYHealth Net

ï Provider Medicaid ID # (If applicable)

ï Facility Medicaid ID # (If applicable)

ïMember Medicaid ID #

ï ICD-9 Diagnosis Codes

ï If applicable:  HCPCS codes, NUBC codes, CPT codes, or ICD-9 

Procedure codes

ï If applicable:  Service code modifiers

ïDates of Service

ï Quantities of items requested (If applicable)

ï Notes to gather appropriate clinical information

ï Attachments as applicable
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System Access
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How to access Electronic PA
Access gained through KYHealth Net

1.Using your Internet browser, navigate to the https://home.kymmis.com 

Web site either by selecting a predefined bookmark or typing the Web site 

address into the Address Bar of your Internet browser

2.Enter your user name and password in the appropriate fields
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System Navigation 

and Functionality
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Main Menu
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Navigation Bar

Navigation

ïAllows navigation to any module 

ïContains a link to the online help 
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Navigation Breadcrumbs 

Navigation with Breadcrumbs

ï Standard way of displaying current location within a browser-based 

application 

ï Can always return to the home page by clicking the Main Menu hotlink 

in the breadcrumbs
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Calendar Icons

Date Entry

ïDates can be manually typed into a text box, or 

ïSelect the Calendar icon to launch a standard calendar pop-up 

window 
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Drop-down Lists 
List Selection

ï Type directly into a drop-down list, or

ï Click the down arrow to view an entire list of choices 
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Lookup Icons and Dialog Boxes
Looking up information
ïIf advanced search options are available for a 

field, a Lookup icon is displayed

ïClick the icon to open a Lookup dialog box 
specific to the field 
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Lookup Icons and Dialog Boxes (Continued)
Looking up information

ï Entering partial information into a Lookup field, and 

pressing Enter or Tab to move out of the field, the 

Lookup dialog box is automatically opened with search 

results displayed for the partial text entered
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Detail Hyperlinks 

Additional Information

ï Text labels that have colored text and are underlined indicate a 

hyperlink 

ï Opens a details pop-up window with information relative to the field 
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Required Fields 

Required Information for submission

ïRequired fields exist in submissions that must be completed to 

successfully allow a provider to submit an electronic PA request

ï Any field or drop down selection box highlighted with a yellow 

background indicates that field is required for successful PA submission 
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Required Fields ïError Messages 

Required Information Errors

ïIf an electronic PA is submitted with one or more of the required 

fields that is not completed, an error message will appear 

ïPA submission will not be complete until the required information 

is added to the electronic PA request
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New PA Submission
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New PA - Step 1 
Select Submit Authorization Request 

ïUse the Main Menu or Navigation Bar

ïWill open the Authorization Request module 
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New PA - Step 2 
Verify Contact Name

ï Should list the name of someone at the provider office who can be 

contacted by SHPS

ï Name can be changed by deleting the current name and re-typing a 

contact name 
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New PA - Step 3 

Enter Required Information 

ïContact Phone number 

ïMember Identification Number 

ïRequesting Provider Identification Number 
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New PA - Step 4
Select appropriate Request Type

ï Select the proper type of Prior Authorization request being submitted 

ï Will advance the module to the next screen 



7/29/2010 24

New PA - Step 5 
Event Classification and Diagnosis Codes

ï Select the appropriate Event Classification (if applicable) 

ï Enter all available diagnosis codes
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New PA - Step 6 

Complete Requested Service 1

ï Service From Date

ï Service End Date

ï Provider ID and/or Facility ID

ïHCPCS, NUBC, CPT or ICD-9 Procedure code Quantity 

ïModifiers




