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1.1 — Pended for Additional Information

Summary

Record status “Pended for Add’l Info” indicates that although you have submitted a
PAR, either no documentation was received at the time of submission or a nurse has
reviewed the request and needs additional documentation to make a medical necessity
determination.

For Outpatient services you will have ten (10) business days (from the date
the PAR is set to the status of “Pended for Add’l Info”) to upload the requested
documentation. If the requested documentation is not received within the ten (10)
business days, your request will receive a technical denial and all involved parties,
including the client, will receive a denial letter.

For Inpatient services you will have one and a half (1.5) business days (from
the date the PAR is set to the status of “Pended for Add’l Info”) to upload the requested
documentation. If the requested documentation is not received within the one and half
(1.5) business days, your request will receive a technical denial and all involved parties,
including the client, will receive a denial letter.

Required Items
Before beginning, please ensure you have each of the following items:

M The review ID number
M Clinical documentation that is being requested saved on your computer in JPEG,
PDF or TIF format.
*The following guide will outline where to find out what is being requested.*
Instructions to identify the additional information that is needed

To begin, follow the step-by-step process detailed below:

1. You will receive email notification that your review has been Pended For Add’l

Info.

[From: noreply @eghs.org

ro: |

Co

Subject: eQHealth ReviewID (N
The following action has been taken on the above referenced Review ID. The review has been|Pended for Info
Provider Medicaid Number: NN
Provider Name: I \
Please access the review in eQSuite for additional information.
Thank you.
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Log into the PAR Portal/eQSuite®.

2. Go to www.ColoradoPAR.com and log into the system using your unique
username and password.

eQSuite®

Password

* *

Lngin Changefforgol password?

3. To locate the information that is being requested, you may use either of the
following methods to locate your review.

a. Click on the Respond to Add’l info tab and select Cases Needing Add’l
Info.
b. Click on the Search tab and select Cases Needing Add’l Info.

Create New Review | Respond to Add'IInfo| _ Online Helpline  Utilites  Reports  Search  Attachments

Additional Information
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4. Locate your review via either of the above methods, but DO NOT click to open.
Instead, look to the far right of the page and click on View Letter.

Teodn 54 mem

Create New Review Respond to Add | Info Online Helpline Utilities Reports Search Attachments Letters Update My §

Additional Information

Coses Needng 439 Mo

Letter Type Letter Date

Admin info requested 05/13/2016 View

I

6. A copy of the memo from the nurse will open which will outline the
documentation that is being requested for this review.

REQUEST FOR ADMIMISTRATIVE INFORMATION

we 2 PAR regy for ths clemt, Our review of this has been bec: of a lack
of information as described befow. The must be within four Cays of thes
netice. The date of the notxe Is day one,  If the NAONMMAton Is NO received within this time frame, a Lack of
Information denial will be issued. If you have QUESTIONS YOU My CONACT Our Customer service line at (888)
8019355,

The asdrmonal idormation requested is as follows:

Frovide results of images previously done.

Frovide reason for g Imaging g signs, 20d also any MD progress notes.

Frovde details about previous treatment and for what length of time they received treatment.

**Before proceeding, make sure that all requested documents are
saved to your computer and available to upload in PDF, JPEG or TIF

format.**
Instructions to upload the requested information

To begin, follow the step-by-step process detailed below:

1. Click on the Respond to Add’l info tab and select Cases Needing Add’l Info.
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Create New Review Respond to Add | Info Onlime Helpling Utilities Reports Search

dditioml Information

51123456

2. Locate your review.

Create New Beview Bespond to fAdd’] Info

Additional Information

Dinline Helpline

e oad

praced f.',v,,. e | okraciend e
ogeg nOUT AL
Usilities Reparts Search Aktachmants

Letbers Update My P |

Caper Merding Aadl lnfo

2221123456 “H tetir

3. Click open.

Additional Information

Croate Now Review Rezpond to Addl Infa Cinling Helpling LiHilities

UREVERETY

A agon .:};':’.!: QA ILITE FCRATAL
PR
o ERET
Mamipian | Dlagredte | 0120200 ﬁ:: '
g -
Eeports Search Attachmarrts

UVERETY

Yom
HCSETTAL -
IPEVIRETY | Yutw
ROGSTTAL | fatter

Letters  Update My P

Cases Mesting Adl lnds.

f DS/ITIONE | estient
l-_ 123456

T

acaon | ot | e8734r31 UnEvEReD
S .'_':: _\__ e T
fa-]
P WOARETY
dominon P—Wwv{ DRI trticapy

URSVERETTY

X
PR, iF
WROVIRRTY | g

HOSPTAL | Lime
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4. The following box will open and you will see the requested documentation from
the nurse listed again in the question box.

Start ‘ | DX CODES/ITEMS | | Clinical Info | ‘ SUMMARY | ‘ ADDL INFO

QUESTIOM:
Awaiting required document:Order for study (s)

ADDITIONAL INFO:
Web submitted additional info 5/25/2018|

| CcANCEL ‘ SUBMIT INFO |

5. The box titled Additional Info will be pre-populated with a date stamp: “Web
submitted Additional Info (today’s date).” Please click into this box and type a
short message to the nurse acknowledging this request. Your response
can say something such as “information has been uploaded” or can
include a detailed explanation of your clinical request.

Stat || DXCODESTTEMS || Clinicallnfo | SUMMARY H ADDL INFO

QUESTIO M
Awarting required document:Order for study (s)

ADDITIOMAL INF O
Web submitted additional info 5/25/2016- order was uploaded

X

CANCEL | | SUBMITINFO |

6. If you have all of the needed documentation ready to upload, you may click on
Submit Info.
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*DO NOT click on Submit Info if the requested documentation is not ready to
upload. Your review will be removed from this tab. You will be unable to
upload the necessary information and your review will be denied.*

If you are not ready, click Cancel. When you have the necessary
information/documents click the Respond to Add’l Info tab again.

Stat || DXCODESATEMS || Clinicallnfo |  SUMMARY H ADDL INFO |

QUESTIOM:
Awaiting required document:Order for study (s)

ADDITIO MAL TNF O
Web submitted additional info 5/25/2016- order was uploaded

- CANCEL || suBmITINFO *—

7. The following box will pop up and you should click Link Attachment.

Create New Review Respond to Add'l Info Online Helpline Utilities

Reports Search Attachments

Home

"Successfully submitted to eQHS for review.’

Review ID: 123456

I:Link Attachment || aff—

8. After you click Link attachment, the following box will open.

Print attachment coversheet(s || Upload attachment imagesi(s) |
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9. To upload your attachments electronically (this is the preferred method), select
Upload attachment image(s).

| Print attachment coversheet(s) | Upload attachment images(s) |

| Addl info for pends ¥ |
| ||“J * Remave

10.Select Addl info for pends as the type of attachment you are going to upload
and select browse to locate your saved file.

| Print attachment coversheetis) || Upload attachment images(s) |

| |Addl info for pends |
| | m’] * Remaove

-

11.1f you need to attach a second item, you should select add and repeat the above
step.

| Print attachment coversheetis) || Upload attachment images(s) |

|Addl info for pends |
| ||m-] * Remaove

A *_

=
Upload

Submitting Supporting Documentation - 2020 8



-

J ' H ® COLORADO

l e a ‘ t h c. w Department of Health Care
‘ SO LUTIONS 7 Policy & Financing

Print attachment coversheat(s) || Upload attachment images(s) |

Upload your images
Allowed file types: tif, tiff pof, jpg, jpeg, bmp

Large documents can take longer time to upload, please be patient.

'Supporting Documentation | VI@ke sure that you see a green
dot to the left of your documents ] Browse
before you click upload.

@ Clearing Your Cache

12.0nce you have selected the requested documentation, click Upload.

| Print attachment coversheet(s) || Upload attachment images(s) |

Addl info for pends

| ||“J * Remaove

e

Upload —_

13.To submit your documentation via fax, select Print attachment coversheet(s).
*Please note that you should only use this method of submission if you CANNOT
upload electronically.*
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| Print attachment coversheet(s) | Upload attachment images(s) |

Select attachment types Generate CoverSheet

) Add| info for pends

14.Select Add’l info for pends as the type of attachment you will be submitting and
then select Generate Coversheet.

*Please ensure that your pop up blocker is turned off prior to clicking on generate

coversheet.*

Close

| Print attachment coversheet(s || Upload attachment images(s) |

Select attachment types Generate Coversheet ‘
1#) Add| info for pends

15.The following screen will pop up in a separate window showing your fax cover
sheet. Print it.

This fax coversheet and your documentation should be faxed to: 1-866-940-
4288. Please use only this fax coversheet to submit your documentation. The
barcode is linked to your review and specific documenation. Please do not reuse
this coversheet.
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PAR Portal/eQSute ® x ' [ Home D) Meps//conedappreqhs

C & hups//cowebapps.eqhs.org/w

¢QHealth Solutions
Fax Cover Page

R-2246562 1-50

Provider ID
Provider Name
PAR
Client ID
Bene Name

Admut Date: 05202016

Review ID 123456

# Pages (Including this one)

Only use coversheet once.
Please do not modify or duplicate bar code or cover sheet in any way.

I ADDITIONAL INFORMATION REQUESTED BY «QHEALTH SOLUTIONS I

16.You will know that you have successfully uploaded or faxed the documentation
because this review will no longer be listed under the Respond to Add’l info tab
and also because you will see the record status of this review change to “At

Nurse Review.” You can view the status of your request by clicking on the
Attachments tab.

Attachments

[ inprecess | |DiCompletedinpatient Completed Outpatient

Accoued  Receipt
Mariber  Date

‘I
123456 08162018 psav2oe (fhume | 22 2 lamachments
Pl T —

I:I OSFLE/01E 051972016 Mume \

RevewiD Clieed 1D  Firsl Name Larst Pame AdwinDate  PAR

What to Expect Next

Once the required documentation has been received, your PAR as well as the
requested documentation will be reviewed. On average, it will take up to four (4)
business days from the time your documentation is received and complete for most

PARs to receive an update. It will then receive one of the following statuses or
determinations.
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M Clinical documentation to support your request saved on your computer in JPEG,
PDF or TIF format

Use this chart to identify the minimum documentation that is required for each
type of PAR. Please ensure that you select the correct attachment type for your
provider type.

Provider Type Attachment Type

Diagnostic Imaging Order for Study

DME Other Supporting documents (including Questionnaires)
Med/Surg/Inpatient Supporting Clinical Documentation

LTHH Plan of Care (POC and other supporting Documentation)

PDN Health First Colorado (Colorado’s Medicaid Program) PDN Acuity Tool
PDN POC and Other Supporting Documentation

Therapy(s) Prescription for Services and Other Supporting Documentation
Audiology Prescription for Services and Other Supporting Documentation

Vision Prescription for Services and Other Supporting Documentation

Molecular Testing Prescription for Services and Other Supporting Documentation

Instructions
To begin, follow the step-by-step process detailed below:

1. You will receive email notification that your review is Awaiting Required
Attachments.

From: noreply @eghs.org

To:

Co

Subject: eQHealth ReviewID ([N

The following action has been taken on the above referenced Review ID. The review has beenlAwaiIing Required Attachments. I
Provider Medicaid Number: IR
Provider Name- N \

Please access the review in eQSuite for additional information.

Thank vou.

If you receive this email but you have already uploaded attachments, it is likely
that the attachments were not uploaded under the correct attachment type. You
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will need to re upload your attachments under the correct attachment type from
[table 1.0] (see also step 8).

Attachments

s,
" Prodess (omp 2
I - A s S

Accourt  Recey
ReviewiD Chent D First Name Last Name AcmaDate PAR 3 o Recoed Status
Number Dute

05/28/2016 Attacheners

2. Log into the PAR Portal/eQSuite®.

Go to www.ColoradoPAR.com and log into the system using your unique
username and password.

eQSuite® Login

Username Pass word

lI J

Login -— forgot password?

3. Begin by selecting the Attachments tab in eQSuite®.

Timeoulin: 59:37 mins

Create New Review Respond to Add’l Info Online Helpline Utilities Reports Search Attachments Lette

Attachments ﬁ
= = J «
"o | ety GOy
ReviewlD | ClientID | First Name Last Name AdmitDate | pAR | Account | Receipt
Number Date
At
o Link
==, 05/23/2016 05/10/2016 | Nurse | —2= | HOE Attachment(s)
Review | Attachment
Review -
£y Open Link
| 05/16/2016 05/11/2016 | Nurse | oot | SO Attachment(s)
N Review chment
Review
at
o Link
. 05/11/2016 05/11/2016 | Nurse | —=t | =0F Attachment(s)
Review | Attachment
Review
i Open Link
[ 05/11/2016 05/11/2016 | Nurse | —oon | =CE Attachment(s)
- Review | Attachment
Review
At o
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4. Locate your review number.
In the Record Status column it will say Awaiting Required Attachments.

Create Mew Review Respond to Add’l Info Online Helpline Utilithes

Attachments
. [l e ey | Aot =
= i
= CILINE | WebPama | S0 MK
B Eaipchengs
m Cos Ak
3 DINI0LE | WebPama W T S
o Eey EElachenget
i

D2/IL200E | Wb Partial

Al

CLENT TEsT DALI0LE D5/E0E | Reguires

123436 ‘\|_ B o M—

5. Click on Link Attachment.

123456

6. After clicking link attachment, the following box will pop up.
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