
 
 
Menu Item #5 – Service Authorization Menu 
 

  Service Authorization Menu 862 

  1. Service Authorization Request 

  2. Service Authorization Request Display 

  3. Display Auths from the ID Number 

  4. Display PCP Review Status 

  5. Display ASR (Auth) Review Status 

  6. Search & Display ASR Review Status 

  7. Display DD Diversion Review Status 

  8. Request Admin Non-Cert Reconsideration 

  16. CAP DT-Group PA Wait List Request 

 
 
 
From this Menu a provider can request, follow-up and display all authorization requests 
in BUI. 

  

 
 
Menu Item # 1- Service Authorization Request  
 
When you click on service authorization request you get the following screen: 
 
 

LME REQUEST FOR AUTHORIZATION  
         
   

Case Number :  xxxxxx  ?   John Doe   
   
 Add Request      
         

        
  

Enter the consumer record number and click add request. Complete the screen by entering type 
of request. If you click on the MH disability radio button, it will prompt the user to enter the 
consumer’s GAF score: 

 



 
 
If you click on the DD disability radio button, it will prompt the user to enter the consumer’s 
SNAP score: 

 
 
 
If you click on the SA disability radio button, it will prompt the user for the consumer’s ASAM 
score: 

 
 
Complete the rest of the screen as shown below: 
 

 
 
Requests for Authorization coincide with the services that are in your provider contract with 
Smoky Mountain Center. Effective dates for services are typically effective on 7/1 of the current 
Fiscal Year and end on 6/30, (Ex of a Fiscal Year: 7/1/2010-6/30/2011). It is important to be 
familiar with the services that your agency can render, according to your contract.  
 
When requesting a service authorization be sure to fill this screen out in its entirety. Subsequent 
requests will be pre-filled with information if filled in properly, but will need to be updated as 
changes occur. Such changes may include medications and diagnosis. However, if any changes 
have occurred since the last authorization request for the consumer please ensure new 



information is updated for each new request. It will give you a reminder when you submit your 
authorization. 
 
Process for adding a service to your contract  
 
If a service needs to be added to your agency contract, please advise your executive director and 
they can request it by calling the Provider Relations Line at 1-866-990-9712 and filling out an 
initial need inquiry form. A committee will review the request and either approve or deny the 
request. Your Provider Relations Contract Manager will then add it to your contract based on an 
effective date. When the contract is signed and returned to Smoky it will be uploaded into BUI 
and you will then be able to request that new service.  
 
*Note: STR Registration must be completed prior to  
 
If this information is not submitted correctly you will get an error message and you will be unable to 
submit your authorization. Enter the information as soon as it becomes available.  

 
Menu Item # 2 - Service Authorization Request Display. This Menu item allows you to enter a 
consumer record number and display all authorizations for that consumer. It looks like this: 

ASR Table Display 
        
   
 Client ID :                               ?  

   
  

   
 Display     
        

       
        
        
        

       
        

 
 
 
Menu Item # 3 - Display Auths from the ID Number 
 
The screen prompts the user for the 13-digit authorization ID number and performs a search. 
 Once it finds the corresponding auth, it displays a screen like this giving the client name and ID 
at the top of the page and displaying other authorization info.   

 



 
 
 
 
 
 
Menu Item # 4 - Display PCP Review Status allows you to view the status of a person Centered 
Plan that is currently being reviewed. 
 
 
 
 
 
 
 
 
Menu Item # 5 - Display ASR (Auth) Review Status   Enter the client ID and click Choose ASR 
Record to View. 
 

 
 
 

 
 
 
Click on ID listed on the left hand side of the screen. It then displays the screen in the same way 
our care managers see it. 
 



 
 
 
Then click Back and then on Exit to return to the main menu. 
 
 
 Menu Item # 6 - Search & Display ASR Review Status allows you to search all authorizations 
for your agency. When you click on this item you will see the following screen:  

 
ASR Search  

 
   

Wait Status   A-Z  
ASR Service Category   \dp  

 
Click search at the bottom of the screen. It will then list all authorizations for your agency. 
 
 
Menu Item # 7 – Display DD Diversion Review Status. This item allows you to view notes from 
Care Managers who are reviewing a consumer’s status regarding emergency respite. You can 
view the decision for the number of respite days approved or if the request was denied and the 
reason for the denial. 

 
Menu Item # 8. 

 
Request Admin Non-Cert Reconsideration 

This item allows providers to request a reconsideration review for Administrative Non-
Certifications that they feel may have been made in error.  (Remember that this type of non-
certification does not involve clinical rationale, but is based upon technical, administrative 
decisions such as missing data or a request that is submitted after the start date of the requested 
authorization.) 



 
CLIENT ID:  

  ?   
 

Display All Layers.  
Display Top Review Layer.  

Add a New Reconsideration Request.  
Exit  
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Enter the consumer ID number and click add a new reconsideration request.  

064891 JONATHAN T DOE Client Status: Closed Client  
Clinical Home: 12051 SMC EMERGENCY SERVICES  

Reconsideration Request  
Please choose up to three ASR records to be included in this Reconsideration Review.  

Uniq
ue ID  

Staf
f 
ID  

Fund 
Sour
ce  

Servi
ce  

Unit
s  

Effecti
ve  

Laps
e  

Approv
al Code  

Approv
al Date  

Approv
al Staff  

Provid
er ID  

Reaso
n 
Code  

ASRs Included  

1:  

2:  

3:  

Reason you think the Non-Certification was made in error: 

 
NOTICE: This reconsideration decision is final. If the reconsideration resulted in the non-certification 
determination being upheld or partially upheld, the service provider or clinical home provider may 
resubmit an amended authorization request at any time.  

 

For questions about this determination, please contact the Smoky Mountain Center Care Management 
Department at 1 (866) 990-9712.  

Finish  
Exit  
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Once the request has been processed, you can enter the consumer’s record number and select 
“Display Top Layer”, to display the review results.  You may click “Display All Layers” to view 
the list of reconsideration requests submitted for this consumer.  You may select any one of those 
items to view the details of the review.  If you have questions, you may contact either the SMC 
Helpdesk at 828-586-5501, ext 1499 or a Care Manager at 1-866-990-9712. 
 
 
 
 
 
 
Menu Item #16 - CAP Wait List Request for a Consumer 



This menu item allows you to add a consumer to the LME CAP wait list for a series of different 
services, some special notes: 

�x All individuals who wish to be on the waiting list for CAP/MR/IDD Services 
must have a Targeted Case Manager. 

�x TCM’s must ensure that all individuals meet the criteria for CAP/MR/IDD 
Waiver services. 

�x A valid psychological evaluation measuring IQ and Adaptive Level’s must be 
submitted (within one year for children and three for adults).  These documents 
are submitted in the BUI system. 

A TCM can request that a potentially eligible person be placed on the CAP/MR/IDD wait list 
through the BUI system.     
 
When you click on Menu Item #16 - CAP Wait List Request for a Consumer 
 you will see the following screen and will need to enter the LME Client record number and 
check which service wait list you are submitting the consumer for: 

 
 
You will then see a screen with various required questions, please complete the questions and 
then click submit request at the bottom of the screen. 

You will then see a dialog box pop up and advise you that your request was successfully 
submitted. 
 

Thank You!  

 
Processing request. 

Refer to the MIS Messages box for more information. 

 

Msg Win  
 
 

 
 
 

 
It will t hen take you back to the Service Authorization menu.  You will then receive an auto-
email that looks like this: 



 
User: CHRISTINA COLDIRON at provider XXXXX requests 00000 to be added to the SMC 
CAP Wait List on date 07/15/2009 at 16:42.  Contact information is phone:(828)-586-5501  
Email:coldironch@smokymountaincenter.com .  An SMC staff member will respond when this 
request is received. 
 
 


