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Magellan Healthcare of Idaho 

Outcomes and Assessments System – 

Adding a new assessment 
 

Overview  
One of the primary features of Magellan’s outcomes and assessments system (accessed 
through Availity Essentials) is the coordinated ability to complete assessments. This step-by-
step guide shows how to add an assessment to a member’s profile in the outcomes and 
assessments system. This guide also includes the steps supervisors will take to review 
assessments and how system users will modify assessments if they are returned by supervisors. 
 

Roles and responsibilities  
• Users – Add assessments for members and submit to a supervisor for review. If a 

supervisor returns an assessment, users make any necessary modifications to the 
assessment, and resubmit to the supervisor. 

• Supervisors – Review the assessments submitted by system users and approve or return 
the assessments. 

 

Locate the member  
There are three ways to access a member in the outcomes and assessments system: 

1. Using the Search Bar at the top of the page. 
2. Using the Individuals module on the left navigation ribbon. 
3. Using the Individuals table on the Dashboard. 

 
If you need additional assistance with locating members within the system, please reference 
the Searching for a Member Step-by-Step Guide on the Outcomes and Assessments Training 
page for guidance.  
 

Adding an assessment 
1. From the member’s profile, click the Assessment Templates tab. 
2. Click the radio button to open the assessment. 
3. Click the ADD button. 

https://magellanofidaho.com/web/magellan-of-idaho/w/outcomes-and-assessments-training
https://magellanofidaho.com/web/magellan-of-idaho/w/outcomes-and-assessments-training
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4. Complete the fields of the Add New Assessment screen. 

A. Date – Auto populates to the current date and can be changed if needed. 
B. Data Source – Select the appropriate option. 
C. Reason – Select the appropriate option. 
D. Notes – Optional and can be used to provide additional information as needed. 

5. Establish the assessment in the system by selecting one of the following options: 
A. Start Blank – Will start a new assessment from scratch. 
B. Copy Previous – Will log a new assessment with previous responses included in 

the most recent version of the assessment. 
NOTE: If this is an initial assessment, you will not have this option. 

C. Invite to Complete – Will send a link to the selected natural support’s (support 
person/family member/guardian) email or phone number indicated in the 
member’s profile. 
NOTE: For this option to be available, the person selected must have a phone 
number and/or email address entered in the member’s profile with the text or 
email permission selected. 
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6. Complete the fields of the assessment as required and applicable. 

NOTE: You can navigate through the assessment by selecting the appropriate responses 
from the drop-down for each question or by using the number pad on your keyboard. If 
using the number pad, the system will automatically move you to the next question 
once you input a response. 

7. As you complete the assessment, be sure the Time column is highlighted as this will let 
you know the assessment is in edit mode. 

 
8. When done, click the Save button. 
9. Choose the appropriate option for how you would like to proceed with the assessment: 

A. Submit & Approve – Means you are submitting the assessment as final. The 
assessment can no longer be edited. 

B. Save & Close – Will save your current progress but will close out the assessment; 
you can then come back to it if you need to and change/modify any assessment 
details/answers before submitting it as final. 

C. Save & Continue – Will save your current progress and allow you to keep 
working on the assessment; you can always Save & Close and come back later as 
well. If you select this option, you can still modify any assessment information 
before submitting as final. 
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