Submitting an Authorization Correction Quick Reference Guide

Providers can submit a correction to a previously submitted authorization request in the WCMBP System to amend
any errors. This process reduces time and effort while preventing duplicate authorizations. The primary use of
correction by Providers is either for changing the number of units or for changing to the service dates. This QRG
explains the steps performed by Providers in the WCMBP System to submit a correction to an authorization.

Submitting an Authorization Correction in the WCMBP System

1. Login to the WCMBP System.

Select a Provider ID Number to continue to the Provider Portal:
2. Select the Provider ID used to submit the
initial authorization from the Available Available Provider IDs:| 700 v el
Provider IDs drop-down list.
CIEE
3. Select Go. '
4. Select the appropriate profile EXT Select a profile to use during this session:
Provider Bills Submitter from the Profile
drop-down list. @ [ExT Provider Bills Submitter | v 1| (5 )
5. Select Go.

6. On the menu under Authorization, select
the On-line Authorization Submission link. i v
The Authorization Request List page

displays all Authorization Requests that | On-line Authorization Submission | e

have been initiated or submitted.

Requestor Information

Initial Reguest

# Correction
Original Authorization Number (For Correction): 45
7. To initiate a correction to an Date Requested: E
authorization request, select the
checkbox next to the applicable 5 Autoriaton REESTTRT -
authorization request. riroy: - . 0=
@ Clear Fiter | B4 Save Fitter ¥ My Fiters +
8 . Se I e Ct I n it i ate Co rre Ct i o n X Th e O Auth R:guesu Clmman.lvczse D Slfl'us A“‘f Iype Lasl\in'uuu sum:\sa Date L:v'm meiam Auth mg\:usnyne So‘ucca
Authorization Request displays with the B e e A e e £
se I e Cte d Co rre cti onra d i fo) b u tto n. Entering Dursble Medical Equipment u|ju‘izazz 3 DFEC  Comection DoE

Note: If any of the following occurs, the system displays errors:
* Multiple authorizations are selected for correction
* A correction authorization with an In-Review or Entering status
* A selected authorization does not have a Service Line with an Approved status

* A correction is initiated for DEEOIC program authorization types General Medicine, Medical Transport,
Durable Medical Equipment, or Transplant




Note: The Claimant
Information and Provider
Information are pre-populated
and non-editable from the
original authorization in the
Authorization Request that
displays.

#  claimant Information
Claimant's Case ID: L]
First Name:
Date of Injury:
#  Provider Information
OWCP Provider ID:

Name:

Providing care for a family member?: Ho

Date of Birth: L

Last Name:

Tax ID (SSNFEIN): W

Fax Number:

If Yes, please provide relationship to the claimant:

9. Scroll down to make a
correction to the Service
Line Information section.

mmmmmm
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10. Make corrections to the services lines as required.

Note: While making corrections, keep the following in mind:

* Units, Cost, Duration: Cannot be less than original authorization

* From Date: Date cannot be greater than or equal to minimum Bill Paid date
* To Date: Date cannot be less than or equal to maximum Bill Paid date

© 4dd New Line

HRIRERAS Procedure Body Part i
From Date To Date Pointer Code Type 1‘ Units Purchase Cost Duration Action
Code Modifier i
ABCD Modifier
@ I 1| 09/03/2021 i | 09/03/2021 i 8000 Heres Procedure Code v |* | V5261 * | 50-Bilaleral v *|1 * | NU-Purchased New * | $6,600.00 * [-] I
2 o B 0000 v v -
3 [ B 'O000O0 vt v o
4 i B -O00O0O | v )
5 o B OOO0O v v [-)
Remarks:

same dates of service.

Note: Lines can be added and deleted until the correction is submitted.

Note: If there are no changes required on a Service Line, be sure the line gets deleted before submitting the
correction. This does not change the Service Line on the original approved authorization.

Note: Procedure Code is not an editable field. If needed, a new line can be added for a new procedure code for the
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11. Once all information is entered,
select Save Authorization at the top
of the Authorization Request. The
system validates the changes.

© Close || [ save Authorization @

Program: DFEC v
Source: DDE

Requestor Information

Initial Request
Correction

Note: If the changes are successful, the
system displays a Success message
along with a link to the Original
Authorization Number (For
Correction).

12. To open the Attachment window (if
the Authorization Type requires),
select Upload/Retrieve Attachment.

13. From the Attachment window,
select the applicable document type
from the Document Type drop-
down list.

14. Select Choose File.

15. Select the corresponding file, then
select Open. The file name displays
in the File name field.

16. Select OK to confirm the upload.
The file displays in the Attachment
List.

17. Repeat Steps 12-14 for all
attachments that need to be added.

18. Once complete, select Close.

Auth Request Number : 100686879

Qclose | @ Upload/Retrieve Attachment Show Duplicate Authorization | | [ Save Authorization | | € Submit Authorization

f Success:

Your Authorization request is saved, and you can still make changes to the request. Your request will not be transmitled for review until you click on Submit

Program: DFEC it Authorization Type: Durable Medical Equipment

Source: DDE

Requestor Information

Initial Request
Cormreclion
|Driuina| ization Number (For C i — 45|

]}

Date Requested: Requested By: LB i

[Auth Request Number : 100686879

st Authocizaton | | B Save Auoczation | | @ Subrat Authodization

ake changes {0 the request. Your request will not be frans

v Authonization Type: D

B Requester Information

nital Request

Original Authorization Number (For Comrection): e 45

L

Date Requested: Requested By: ==

#  Attachment o

Please select the file to be uploaded

Document Type : | Medical Documentation v *

Filename : [ ch m
The acceptable file extensions for the upl iff,.pdf

Filename cannot be longer than 50 characters

©0k | | OClose
#  Attachment List & 2
O image D Image Title Document Type Created By Created Date Auth Request Number
No Records Found!

<« v 4 B> ThisPC > Desktop v o

Organize v New folder

. This pC A Name - Status
2 3D Objects & Test ()
I Desktop

Quick Reference Guide

v o< >
File name: | Test | LAlFies v
OL= -
i Attachment -~
Please select the file to be uploaded
Document Type : = Medical Documentation v *
Filename : ' [ Choose File | Test pdf
The acceptable file extensions for the upload are .tiff,.pdf
Filename cannot be longer than 50 characters
(16) 18
#  Attachment List ol
O image D Image Title Document Type Created By Created Date Auth Request Number
O ATT708501567  Test pdf Medical Documentation Coy, Kimberly ~ 01-11-202213:53:04 100686889
©nDelete  View Page: 1 ®Go  «Page Count | (& SaveToCSV Viewing Page: 1
« First || € Prev || 3 Next |3 Last
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© Close || (@ Upload/Retrieve Attachment (&l Show Duplicate Authorization B Save Authorization @ Submit Authorization
19. To submit the correction, Program: DFEC v Authorization Type: Durable Medical Equipment v
select Submit Authorization. Source: DDE
The system validates the Reatetoriniormation
information. Initial Request
Correction
Original Authorization Number {(For Correction): 45
Q Close | | ® UploadiRefrieve Attachment | | fa Show Duplicate Authorization
Success:
Your Autherization is successfully submitted for review.
Note: Upon Successful System Program: DFEC - Authorization Type: Durable Medical Equipment v
. . . Authorization Status: In Review Authorization Level: Level 3
validation, the system displays a Source: DDE
success message. Requestor Information
Initial Request
Correction
QOriginal Authorization Number (For Correction): — 45
© Close @zadﬂemeve Attachment [ Show Duplicate Authorization
'Fluccess:
‘Your Authorization is successfully submitted for review.
20 Select close Program: DFEC v Authorization Type: Durable Medical Equipment v
’ . ’ . Authorization Status: In Review Authorization Level: Level 3
The Authorization Request
List displays the submitted Sidersen Do °
correction in the In Review Fiter By v and v o
StatUS @ ClearFilter [ Save Filter ¥ My Filters »
0O Auth Request # Claimant Case ID Status Auth Type Last Updated Submitted Date Level Program Auth Request Type Source
= AY AY AY AY AY AY AY AY AY AY
O memg9 Lm. e I In Review I Durable Medical Equipment 01/1172022 3 DFEC  Cormection DDE
Authorization Correction Status After Review
H  Requester informatien -
Date Requested: 01/05/2022 L Requested By: Phone Number:
] :Imm;nnnlomuuln -~
Clamants Coso 0: Oate ot ity s
. . First Nama: - Last Name: 9
Note: For Approved service lines, the e
Authorization Correction displays Bl e, -
OWCP Brovider 0 AT —
a Cancelled status since the changes are . -
. . .. Provser Type: 60 AUDiQaYSpAEc Pamsogit
incorporated into the Original IR s i
Authorization. B Service Line Information -
Soecic Body Partta be teate s
Diagnosis Codes: A HS03 & c 3
o (<1 &
Line# From Dste. To Date coserpe | cose| BodrPut Auth Amount Durat
osaz seava A HCPOSPIRCIA gt 50 2 s somo S0
Note: The Original Authorization is 0 U° rromome| Toome | DBNSE | cosepe | coge SoOPNU Leve REglesed | fuh | Rowestat | A | ouron RMOMCE s fconmens
updated to reflect the Authorization = ) e ) el PR P AR sy ) R 7
Correction changes.
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Authorization Correction Status After Review, Continued

Authorization is not updated.

Note: For Denied service lines, “""“"'“'“"’""“‘“;mMmmmm — -
the Denied status displays on I e b

the Authorization Corrections 9 =l

Details page. The Original Ojusstromoue| tooe | ‘pmer' | commme cue) Shinr el " | Oim | e | ame TOwojoseg sme || comes
Authorization is not updated. R PSP sz 3 I

Note: For Pended Further

Development service lines, Eisencn Pap miormatin -
the Pended Further e —— ¢ >

Development status displays on et [ (Ve

the Authorization Corrections Omeronoue Topse | PGt codetme oo (oo e " i man  amom foweo el s | conmme
Details page. The Original S J— HOPOS Fecst® s 50 3o B i) |8
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