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TBI WAIVER- SERVICE REQUEST

UM Request 



TBI Waiver Case Managers will be able to:

1. Submit requests for authorization
2. Attach documents, faxes, or other forms to the request
3. Review the results of the request
4. Communicate electronically with Kepro 
5. Manage and track requests for authorization
6. Download authorization notices  

Provider Portal-UM Request
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CREATE CASE. In Case Type select UM. Under Case Parameters, select Case Contract 
WV TBIW and Request Type Outpatient. 

How to Create a UM Request 



To search the consumer, you must enter the Consumer ID or Last Name and Date of 
Birth, then select SEARCH. 

Click the radio button to select the member.  

How to Create a UM Request 
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Expand the Clinical section, then expand Service Details to enter required 
information.  

Enter Place of Service = Home and Service Type = Traditional or Personal 
Options depending on the Servicing Provider.  

How to Create a UM Request 
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Select Provider or Facility from the drop down, enter NPI or Provider/Facility 
Name, and click Search.  Select the provider from the list to add to the 
request.

How to Create a UM Request 



After completing all sections, click CREATE CASE.

How to Create a UM Request 
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The next page that renders will be the shell of the case and will reflect Un-
Submitted.  This means the case request has been started, but not yet submitted to 
Kepro for review.  Enter the rest of the clinical information pertaining to the request. 

How to Create a UM Request 
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Expand Consumer Detail.  Under Member ID/Plan select Medicaid Benefit 
Plan or Medicaid Benefit Plan-SSI.  These are the only correct options to 
select for this section.

How to Create a UM Request 
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At Case Creating, the Servicing Provider will default to the Requesting 
Provider.  To change the Servicing Provider, expand Provider/Facility, 
expand Servicing Provider, and click Change Provider.

How to Create a UM Request 



19

Once all diagnosis codes are entered, expand Procedures.  Enter Request 
Type Prior Auth.  Enter applicable procedure codes, Enter Procedure Code 
or description, then click Search.  Select the appropriate procedure codes to 
be added. Once all codes are listed, select Add Procedure.

How to Create a UM Request 



20

Below is the list of applicable procedure codes (and modifier) by Service 
Type.

Service Type Service Description Service Code Modifier

Traditional Case Management G9002 U2

Traditional Personal Attendant S5125 UB

Traditional Non-Medical Transportation A0160 UB

Traditional Personal Emergency Response Unit S5161 U5

Personal Options Personal Attendant S5125 UC

Personal Options Non-Medical Transportation A0160 U2

Personal Options Personal Emergency Response Unit S5161 U5 UK

How to Create a UM Request 
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After entering Service Details, expand Diagnosis to enter all applicable diagnosis 
codes.  Click Add Diagnosis and search by diagnosis code or description.  Select 
the needed diagnosis by clicking the Select Box.  The diagnosis will be added to 
the Selected Records section.

Once all diagnosis codes are entered, select
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After entering the procedure codes, an outpatient request will require 
detailed information for each requested code.  Once all the codes are 
entered, they will be displayed in a stacked layout.  

How to Create a UM Request 
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To enter details for each procedure code, expand the line for each code 
entered and complete required fields.   

How to Create a UM Request 
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Repeat the above steps until all supporting documentation is uploaded.  
Select R01 from the Request Drop down, then click UPLOAD.

How to Create a UM Request 
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Once all supporting documentation has been added, expand 
Communications, then expand Notes to enter any additional supporting 
information or notes for Kepro to review.  To add a note, click ADD NOTE, 
then enter documentation and click SAVE.

How to Create a UM Request 
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After all information is entered and uploaded, read and check the box of the 
disclaimer at the bottom of the page.  Then click SUBMIT.

How to Create a UM Request 



The case will be assigned a Case ID and the status will change from Un-
Submitted to Submitted.  

Submitted UM Request 
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UM Case Status
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This identifies a case that has been started but has not been completed or officially submitted.  This case will not 
have an associated Case ID until it is submitted.  Once all information is entered, the case will move to Submitted.

This identifies a case that has been submitted but has not yet been reviewed.  Once the case is assigned to a 
clinical reviewer, the status will change to Active Review.

This identifies a case that has been submitted, reviewed, a determination made, and is complete.  A Complete case 
status does not identify the outcome of the clinical review (ie. Approved, denied, partial approval, etc).

The UM case will display the case status at the top.  The UM program status options 
are color coded for quick and easy identification.
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Email Notification
When a change has been made to a submitted UM Request, you will receive 
an email notification to the email address provided when setting up the user 
account.  The email notification will provide the Case ID to direct you to the 
specified request.  No PHI will be included in the email for security purposes.

Below is a sample of the email you would receive when a change is made to a 
submitted request.



VIEWING A REQUEST



How to View a Determination Letter
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This section will identify how to view a determination letter once a decision has 
been entered.  When a change has been made to the submitted request, you 
will receive an email notification.  The email notification will provide the Case ID 
to direct you to the specified request.  To view the determination letter, enter 
the Case ID once logged into the Provider Portal.










