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Review Typical Workflows
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Order Tracking: Order > Authorization > 
Requisition Common Workflows
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Order Overview – Tie-Outs
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• Creating an order is driven by your service catalog setup, which 
drives:

• Order Specialty

• Order Type / Unit

• CMS Intervention Type

• If a LIFEplan Attachment is required

• If Dx is included on the LIFEplan problem, this code will 
flow to the Authorization

• Default Order Details

• If an Authorization will be created

• If a Requisition will be created (and what type)

• CPT / HCPCs / REV codes added to Authorization
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Authorization Overview – Tie-Outs
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• Many elements on the authorization are 
driven by the data entered in the Order

• Notes from Requestor = Order Details

• Diagnosis = LIFEplan Attachment

• Services = Codes set in Service 
Catalog

• Date of Service = Date of Service

• End of Service = Inactivate Date or 
Expiration Date

• Amount Requested & Units in Service 
Line = Amount Requested
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Completing a Requisition – Contracted 
Services
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• Important Fields for tracking purposes:

• Vendor = who is providing the service 

• Date / Time = when is the service 
happening

• Results Expected check box = are 
we expecting results to come back 
from the vendor (Drives status –
Pending vs. NRE) 

• Services = Order Details OR Free Text
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Resulting Requisitions 
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Closing the Loop – Contracted Services 
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Using Scan Forms 

• Care Management > Document 
Management

• Upload consult/results document

• Attach to the Requisition form

• Scan form is routed to user to 
review and complete the result

• Once scan form is signed and 
closed, requisition status is 
updated to FLD
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Closing the Loop – Contracted Services 
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From PPT’s Requisition Quick View

• Participant Record > Requisitions Quick 
View

• Select specialty link of requisition to be 
resulted

• Select “New” Fulfillment

• Progress note is created – follow link to 
Progress Note

• Document the fulfillment and mark as 
fulfilled
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Closing the Loop – Contracted Services 
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From Requisition Manifest

• Utilization Management > Requisition Manifest

• Filter on multiple options (Vendor, Status, Type, Start Date etc)

• From list of requisitions, select requisition # and complete process 
same as from the requisition Quick View
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Closing the Loop – Procurements
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From Package Arrival Tool

• Utilization Management > Package Arrival

• Utilize filters to search by Type, Status, Vendor, Participant, Dates

• Select check box to fulfill the procurement requisition
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Closing the Loop – Procurements
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Other Options: Document Management and Requisition Quick View

• Care Management > Document Management

• Follow same steps as resulting a contracted service requisition from the Document Management Tool

• Participant Record > Requisitions

• Follow same steps as resulting a contracted service requisition using the quick view
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Closing the Loop – Labs
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Manually - from Lab Reqs and Results 

• Care Management > Lab Reqs & Results

• Navigate to beaker (Pending) Icon

• Select the correct order

• Select “Manual Result”

• Place check marks on what tests you are resulting

• Opens scan form in participants record

• Assign an appropriate MRC and Description

• Upload Results

• Sign and Close
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Closing the Loop – Labs
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Manually – from Lab Manifest

• Care Management > Lab Manifest

• Enter search parameters

• Select “Manual Result” from the Status column

• Place check marks on what tests you are resulting

• Opens scan form in participants record

• Assign an appropriate MRC and Description

• Upload Results

• Sign and Close
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Tracking Requisitions
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Monitoring and Tracking Your Requisitions 
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Requisition Form Report

• Care Management > Form 
Reports > Requisition Tab

• Smart Table

• Filter by 19 data points

• Export to CSV

Requisition Manifest

• Utilization Management > 
Requisition Manifest 

• Available in v5

• Filter by Center, Type, 
Status, Vendor, 
Participant, Req #, 
Start/End Date

• Cannot export to CSV

Order Authorization Report

• Utilization Management> Reports 
> Order Authorization

• New in 22.08

• Combines Order, Authorization, 
and Requisition reports

• Smart Table

• Filter by 38 data points

• Export to CSV
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Monitoring and Tracking Your Requisitions 
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• Filter by Specialty

• Filter by Vendor 

• Filter by Participant

• Filter by Estimated DOS 
(scheduled service on the 
requisition)

• Filter by Requisition Status 

• FLD = Fulfilled 

• PND = Pending

• NRE = No Results Expected

• CNL = Canceled
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Tips and Tricks
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Tips and Tricks - Creating Multiple 
Requisitions from One Order

20

Example: Diabetic participant, PCP places order to see 
Podiatrist every 2 months

• Rather than creating a new Order > Auth > Req every 2 months, 
create 1 order and auth good for 1 year and spin off additional 
requisitions for scheduling purposes 
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Tips and Tricks - Resolving Common 
Scenarios
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Correct Order was placed but needs to be canceled

• Part of the order was completed

• Discontinue the Order

• End the Authorization

• Partially Result and Cancel the remainder of the Requisition

• None of the order was completed

• Cancel the Authorization

• This will cancel the Order and delete the unsigned requisition 
or cancel the signed requisition
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Tips and Tricks - Resolving Common 
Scenarios
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• Order was placed by mistake

• EIE the Order

• Cancel the Authorization (no services were rendered)

• This will automatically delete the unsigned requisition OR cancel the 
signed requisition

• Cancel any appointments made on calendar

• Why can’t I delete an Unsigned Authorization?

• Common Help Desk Question

• You cannot delete an unsigned authorization that is tied to an Order

• Need to make an appropriate determination (Canceled, Not 
Certified, Certified in Total, etc.)
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Resources
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Resources
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HELP Documentation:

• Orders, Authorizations and Requisitions

• Uploading & Attaching Scans and Files

• Package Arrival Tip Sheet

• Lab Manifest and Lab Reqs and Results Tools

Account Analyst:

• Workflow questions / suggestions 
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