Provider Portal Quick Reference Guide

How to Copy a Case
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Summary

There may be times in which a previously submitted request needs to be copied to create a new
request. The copy feature will copy most of the information from the case that is being copied. This
document will describe the process for copying a request.

Search for Case ID
Enter the Case ID into the Search bar. Press enter or click anywhere outside of the box to
navigate to the case.
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Change Context

Copy Button
Click on the Copy button.

N

CONSUMER NAME GENDER DATE OF BIRTH MEMBERID CONTRACT

TEST MEMBER 1 M 01/01/1960 (64 Yrs)  000000001A  Maine ASQC

CASE ID CATEGORY CASE CONTRACTCASE SUBMIT DATE SRV AUTH

210470003 Outpatient Maine ASO 0211672021

UM-OUTPATIENT CASE SUMMARY ACTIONS = EXTEND EXPAND ALL

Confirm Selection  ——
Click Yes, if you want to copy the request

otherwise, click no. Please note, copying a
request does not create a Continued Stay
Review. YES NO

Do you want to copy this record?
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Complete the Request

You will now be in an unsubmitted request. Click on the ribbons to expand each section to
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complete it.
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