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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: 
 

 The review ID number   
 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.  
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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. 

 

 
 

 
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. 
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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. 

 

 
5. The following box will pop up and you should select View. 

 
6. A copy of the memo from the nurse will open which will outline the 

documentation that is being requested for this review. 

 
**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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2. Locate your review. 

 
 
 

3. Click open. 
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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. 

 
 

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. 

 
 

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. 

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

 

 
 

8. After you click Link attachment, the following box will open. 
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9. To upload your attachments electronically (this is the preferred method), select 

Upload attachment image(s). 

 
10. Select Addl info for pends as the type of attachment you are going to upload 

and select browse to locate your saved file. 

 
11. If you need to attach a second item, you should select add and repeat the above 

step. 
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12. Once you have selected the requested documentation, click 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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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.* 
 

 
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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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. 

 
 
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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 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.  

 
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).  
 

 
 

2. Log into the PAR Portal/eQSuite®. 

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

 
 
 
 
 
 

3. Begin by selecting the Attachments tab in eQSuite®.   
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4. Locate your review number.  

In the Record Status column it will say Awaiting Required Attachments.  
 

 
5. Click on Link Attachment. 

 
 
 
 

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

 
 

 


