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This Quick Reference Guide (QRG) will provide an overview of the process of requesting a benefit 
extension in the Provider Portal.  

 
 
 
 
 
 
 
 
 
 
 
 
Let us look at the steps in detail for the process of requesting a benefit extension. 
 

 
 

 

Step 1: 

1. From the Provider portal home screen, select the Preauthorization tab. 

2. Select Request Benefits Extension. 

 
 
 
 
 
 
 
 
 
 

Purpose: To Request a Benefit Extension. 

 
1. Benefit Extension Details 
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Step 2: 

The Benefit Extension Details page displays.  

Note: The Date of Request will be auto-populated. 

1. Select the Request Type. 

2. Enter the Service Start Date and Service End Date. 

3. Click Next. 

 
 
 

Step 3: 

The Member Information screen displays.  

1. In the Search By field, select Member Name or Member ID from the 

drop-down menu. 
Note: For this example, we will use Member Name. 
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Step 4: 

1. Enter the First Name, Last Name, and Date of Birth. 
Note: For the first and last name, enter at least two characters.  

2. Click Search. 

 

 

Step 5: 

1. The search results display.  

2. Select the appropriate member. 

3. Click Next. 
Note: After clicking Next, the Benefit Extension Requests will either be available or 

unavailable.   
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Step 5a: 

If Benefits Extension requests are not available for a member,  

a pop-up box will appear with the following message: “Benefit Extension 

requests are not available for this member’s plan. If you need more 

information, please call Provider Services at 866-447-9717.” 

 

 

 

Step 6: 

The Requesting Provider Information screen displays.  

1. In the Search By field, select Provider Name or Provider NPI from the 

drop-down menu. 
Note: For this example, we will use Prov ider Name. 

 

 

 

 

 

Benefit Extension Requests Not Available 

Benefits Extension Requests Not Available 

Benefits Extension Requests Available 
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Step 7: 

1. Enter the Provider Name.  
Note: You can enter the Specialty, City, State, and Zip Code to further refine your search. 

Fields marked with an asterisk are mandatory. 

2. Click Search. 

 

 

Step 8: 

1. The search results display.  

2. Select the required row from the results.  
Note: You can choose either an In-Network or Out-of-Network provider.  

3. Click Next. 
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Step 9: 

The Rendering Provider Information screen displays.  

1. In the Search By field, select Provider Name or Provider NPI from the 

drop-down. 
Note: For this example, we will use Prov ider Name. 

  

 

Step 10: 

1. Enter the Provider Name. 
Note: You can enter the Specialty, City, State, and Zip Code to further refine your search. 

Fields marked with an asterisk are mandatory. 

2.  Click Search. 
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Step 11: 

1. The search results display.  

2. Select the required provider row from the results.  
Note: You can choose either an In-Network or Out-of-Network provider as required. 

 

 

Step 12: 

The Rendering Facility Information screen displays.  

1. In the Search By field, select Facility name or Facility NPI from the drop-

down menu. 
Note: For this example, we will use Facility Name.  
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Step 13: 

1. Enter the Facility Name. 
Note: You can enter the Specialty, City, State, and Zip Code to further refine your search. 

Fields marked with an asterisk are mandatory. 

2. Click Search.  

 

 

Step 14: 

The search results display.  

1. Select the required provider row from the results.  

2. Note: You can choose either an In-Network or Out-of-Network provider, as required. 
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Step 15: 

The Diagnosis Codes screen displays.  

1. Click the Diagnosis Code/Description field. 

 

 

 
Step 16: 

1. Enter a code or description using at least 3 characters.  

2. Click Search. 
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Step 17: 

The search results display. 

1. Select the appropriate diagnosis. 

2. Click OK. 

 

 

Step 18: 

To add a Secondary Diagnosis Code: 

1. Click Diagnosis Code/Description.  

2. Search for and select a Secondary Diagnosis.  
        Note: You can add up to 11 secondary diagnosis codes. 

Click Next. 
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Step 19: 

The Type of Therapy Request screen displays. 

1. Select the therapy that corresponds to the request. 

2. Complete all the mandatory fields. 

3. Click Next. 

 

Step 20: 

The Medical History And Other Medical Data screen displays. 

1. Complete all the mandatory fields. 

2. Click Next. 
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Step 21: 

The Created By screen displays. 
Note: Your name will be automatically populated in the Name field. 

1. Enter your Phone number. 

2. Click Next. 

 

 

 

Step 22: 

The Review Details screen displays. 

1. Review the Preauthorization Details. Click Edit to update information in 

any of the sections. 

2. Click Next. 
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Step 23: 

1. When you have finished reviewing or updating the information, click 

Submit. 

 

 

Step 24: 

If there is an error in your submission, you will see the following message.  

1. Review the error message to understand the issue and click Back. 
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Step 25: 

If the request is submitted successfully, the Submission Confirmation 

screen will be displayed. 

1. Note the reference ID for future reference. 

2. Click Done. 

 
  



 

 

 

 

Thank 

You 


