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Inpatient Request Entry Screen
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• Section 1 – General Information
• Section 2 – Services Information
• Additional Notes
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1. Click the green Inpatient box
2. Select New Inpatient Request (click either of the 2 links)
3. You are now on the Inpatient Request Entry Screen

1. Part I is General Information and must be completed
2. Part II is Services Information and is never completed

4. Field Completion
1. Notification Date—will default to today’s date
2. Member ID—will display as the MB number once the 

member is selected
3. Submitting Provider—name of SNF completing request 

& is found in the dropdown list, if not auto-populated
4. Facility—name of SNF where member is at
5. Treatment Setting—Skilled Nursing Facility
6. Treatment Type—Skilled Nursing Care
7. Admit Date—Date admitted (must be within 24 hours of 

admit)
8. Is This an Emergency—No
9. Primary Diagnosis—only space for 5, but can put 

additional in the iExchange Note for PHS I to manually 
enter

10. Requested Length of Stay—enter a # between 1 and 9
11. LOS Bed Type—leave blank, don’t even click in it—if 

system senses there’s something in this field, it will 
prevent the user from submitting this request & they will 
have to start over

12. Name of Person Completing Form—First Name & Last 
Initial

13. Contact Phone Number—direct line to reach person
14. Contact Fax Number—direct fax # to fax 

approval/denial ltrs
15. Additional Contact Information—someone else who is 

knowledgeable about this auth request
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This section is never to 
be filled out for a SNF 
admit.
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This is not required to be completed; 
however, it is highly encouraged.

The information within the screenshot 
are just some examples of what SNF’s 
should be including in the Note.

They are not to be putting in clinical 
information.

If there are more than 5 ICD-10 
diagnosis codes, they are to list them 
here and the PHS I will manually enter 
them when they work the request.

SNF can also indicate if there would be 
EMR access for the initial request only.

If the SNF needs to request this 
urgently, they need to indicate this in the 
Note.
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Searching for a Member
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• Search Methods
 Search by Member ID
 Search by Last Name/Date of Birth
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Click the gray Member Search button on the 
Inpatient Request Entry Screen to search for 
correct member 

The Member Search Screen appears

Search by Member ID (quickest & easiest)
Enter the member/subscriber ID 
Click Submit search button

Search by Last Name/Date of Birth
Enter the member’s last name
Enter the member’s DOB
Click Submit search button

If this is the correct member, click Select 
button which will take you back to the 
Inpatient Request Entry Screen and will 
display as the MB #

SNF can also click the View Existing 
Requests, but will only be able to see 
requests for that facility.
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Searching for a Facility
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• Search Methods
 Search by Facility Name (default option)
 Search by National Provider ID (NPI, preferred method)
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The Facility and Submitting Provider are to be 
the same entry.

To change the Search Type field, click the 
down arrow and select National Provider ID 
and then can search by the NPI #.

The Provider Search Result Screen will 
appear regardless of the search method used.  
Click the Select button next to the entry 
desired.

NOTE:  If a facility has more than one entry 
with the same NPI #, there is no way the 
provider will know which entry to pick.  The 
entries that appear in the iExchange search 
do not necessarily match what is found within 
Aerial, so the provider may pick an invalid 
entry unknowingly.  So, if the SNF picks a 
wrong entry, the request could come over as 
OON, even though it’s not.
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Searching for a Diagnosis Code
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• Search Methods
Manual entering of code (if known)
 Search by code description (only way to see an invalid code)
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Manually enter ICD 10 with the letter 
and “.” and is not case specific.

The yellow triangle means it’s an invalid 
diagnosis code and provider should be 
selecting a code that doesn’t display 
that triangle as it will prevent the auth 
from feeding over to QNXT for claims 
processing.  Click the Save button to 
return to the Inpatient Request Entry 
Screen.
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Inpatient Request Preview 
Screen

12

This screen is a summary of what was entered on 
the previous screen.

If you need to change something, click the Edit 
button and make the changes and then click Next 
Step button to return to this screen.

If everything is correct, click the Submit button.

The Projected Status will always be PEND as NHP 
has not yet made a determination.

The red Warning message may or may not appear 
depending on LOB.  MSA members are not 
attached to facilities, so they will always display a 
message.  If the SNF gets any type of error 
message regarding AF#, I need to work with IT and 
MED to resolve.
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Inpatient Request Confirmation 
Screen
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If the SNF wants a paper copy of request, they can click the 
Print Friendly Version hyperlink.

The auth # is known as the Request ID

To attach initial clinicals, click the Attach File hyperlink to the 
right of the Request ID and it will take you to the Request 
Attachments section at the bottom of the screen.

Title: Clinical (system will auto add characters)
Attachment: Click Choose File and go search on 

their computer system to where the clinicals are saved; 
highlight the file; click Open button; click Attach button.  When 
the system has attached it, SNF can click the OK button and 
they are done.
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Additional Processes
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• Check Status of Request
• Attach Additional Clinicals/Signed NOMNCs
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The SNF can check the auth status 24/7/365 
without ever contacting UM.

Click the purple Search button
Click Treatment Search (click either of the two 
links)
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On the Treatment Search Screen:

Change the Search Type in Section 1 
to Request ID

Type or paste the Request ID/Auth # in 
the Request ID field

Click Submit button

It will bring SNF right to that auth # on 
the Treatment Search Details Screen
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To check auth status on this screen, the 
SNF can look here:

Pend = no determination has 
yet been made by 
NHP

Approve = approved
Denied = denied
Void = withdrawn (will no longer 

be visible in 
iExchange even if it 
was created via 
iExchange)
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To attach additional 
clinicals/signed NOMNC once 
the auth has been created, the 
SNF will bring up the request 
and click the Request Actions 
button to the right of the 
Request ID and select Attach 
New File.  It will then take them 
to the Request Attachments 
section and follow the same 
steps as above.
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To add an iExchange Note once the 
auth has been created, the SNF will 
click the Request Actions button to 
the right of the Request ID and select 
View or Add Notes.  It will then take 
the SNF to the General Information 
section and click the Add to Notes 
hyperlink.

The Add to Notes Screen appears.  
The SNF will type in their note (up to 
4000 characters) and then click the 
Save button.

The General Information Screen will 
change to this.
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The Treatment Search Details 
Screen will then have a new red 
Informational Message alerting the 
SNF that they have updated this 
request.
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